PDF Basics for CMECF
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Slide notes
Welcome to the PDF Basics for CM/ECF module.
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Slide 2 - Navigation

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 __apd at the bottom of the screen, may be used to

move forward or back, or to rewind to t ng of the lesson. The playback controls also
l-;':: de a pause/play bul:lor\tggglef u pi al ’ ‘ s click the button again to resume.
A - |y 1N

,-z?-i}u 3 W upper left corner, to view the

p to that part of the lesson.

Slide notes

Take a moment and review the navigation instructions on this screen. When you're ready to begin, click START.
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Slide 3 - Overview and Objectives

uments are

Slide notes

In this module you will learn what PDF stands for. You will learn how to upload a PDF document into CM/ECF. You will view information about the
document and then view the document itself. Next, you will add an attachment to the main document and at the completion of the filing you will be able to
describe how to access PDF document attachments. Click CONTINUE.
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Slide 4 - PDF Description

What is
e Dc cumentFarmat (PDF)?

Slide notes

Portable Document Format (PDF) is a file format created by Adobe Systems in 1993 . It is used for the exchange or sharing of documents among software
applications. When a PDF document is created, it retains the formatting, fonts and images of the original document and looks the same if viewed or printed.
The Adobe Acrobat program is used to create and view PDF documents which may be digitally signed and encrypted. The PDF file format is an industry
standard at this time. Click CONTINUE.
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Slide 5 - Browse to locate the document.

& CMJECF - U, Bankruptcy Court - Windows Internet Explorer EI@
CION | &% https://bkectl-live.aotx.a0.den/cgi-bin/Dispatch,pl?117987057705431 - 8 [4s] x || Live searc 2~

N »»
94 g |&[% CMVECF - U.S, Bankruptcy Court "0 v B v = v |2k Page ¥ (i Tools »

ZEC
UE F Bankruptcy Adversary Query Reports Utilities Search

File a Motion:

09-10007 Frank T. Hammock and Carol J. Hammock

Type: bk Chapter: 7 v Office: 1 (Pleasantville)
Assetsin Case Flag: CounDue, DebtEd,
MEANSNO

Select the pdf document (for example: C:1199¢w301-21 pdf).
Filename

Browse...

Attachments to Document: @ No Yes

Click Browse.

Next Clear

Slide notes

In this simulation you are filing a Motion to Avoid Lien in case number 09-10007 as attorney George T. Walker. The process of associating a PDF document
with this filing begins with this screen. Click Browse.
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Slide 6 - Slide 6

. v John Walker » George T. Walker's »

G-

’ - man
‘ Organize gam \iews ‘ MNew Folder

-
-]

vorite Links

5l Recent Places

Desktop

[

Computer
Pictures
Music

Recently Changed

BoEme N

Searches
Public

Folders

Name) Date modif... Type
. 09-10005-Rawsen
. 09-10018-Ransom
. 09-10020-Dempsey
. 09-10022-Ellis

Size
, 09-10007-Hammock
1 09-10( 93-Hebberline
J 09-10¢

@ CM/ECF - U.S. Bankruptcy Court - Windows Internet Explorer EI@
@ Choose file @
v|‘f||5&am’1 o

Double-click 09-10007-Hammock.

File name:

+  [AlFies )

-

[ Open |V] [ Cancel ]

Slide notes

You may have to navigate to locate the appropriate folder containing the PDF file you need. For our simulation, we have located the appropriate folder for

you. Double-click the 09-10007-Hammock case folder.
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Slide 7 - View information.

(o= =]

=

@ CM/ECF - U.5. Bankruptcy Court - Windows Internet Explorer
"_’é Choose file

&3 )=[10 + John Walker + GeorgeT. Walker's » 09-10007-Hammock Rest your mouse on 09-10007-
Motion to Avoid Lien.

‘ Organize ~ Qg Views ‘ MNew Folder

Favorite Links '“"“'1e) Date modified Type Size
. Click the Views N
=il Recent Places d d
B Deskiop rop-down arrow. | | o " " o "
M Computer 09-10007-...  09-10007-..  09-10007-.. 09-10007-H.. 09-10007-..  Application Motice of
FE Pict to Motion ...  PayFiling F... to Avoid Li.. For Compe.. Appearan..
etures 09-10007-Motion to Avoid: Lien - First Westside Bank
FB‘ Music Type: Adobe Acrobat Docwument
) Size: 8.58 KB
& Recently Changed Date modified: 4/28/2009 1:52 PM
FB Searches
Public
Folders ~
File name: - ’NI Files (") v]
’ Open |V] [ Cancel ]

Slide notes

Here are the contents of the selected case folder. Notice that in this view, only a portion of the document name is displayed. Rest your mouse over the
Motion to Avoid Lien file icon to view a pop-up box showing the full name of the file as well as the type, size and last modified date and time for the file.
Moving the mouse away from a file icon removes the additional information from the screen. When using lengthy file names such as these, you may want to

change the format of how the file information is displayed. Click the Views drop-down arrow.
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Slide 8 - Slide 8

& CMJECF - U.S. Bankruptcy

"_’é Choose file

@n\:’}v . v John Wal

Extra Large Icons

= Largelcens

Er

(= [=][=]

-10007-Hammock

‘ Organize ~ 5

& Medium Icons

-
-]

vorite Links
Recent Places
Desktop
Computer

Pictures

!I_J’ Music

Recently Changed

e W

Searches

Public

B

Folders

File name:

2% SmallIcons

Date modified
|9

=
Mame

.

09-10007-...

09-10007-...

Click Details.

Type

A

09-10007-...
to Motion ...

Size

.

09-10007-H...
Pay Filing F...

i

09-10007-...
to Avoid Li...

v|‘f||559m’! o

e pe

Application Motice of
Appearan...

For Compe...

+  [AlFies ) -]

’ Open |V] [ Cancel ]

Slide notes

Internet Explorer offers different display options for file management under the View menu button. The Medium Icons view is currently selected as indicated

by the arrow to the left of the selection. To change the view to display the size and date, click Details.
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Slide 9 - File detail view.

- ‘ MNew Folder

'_r,é CM/ECF - U.S. Bankruptcy Court - Windows Internet Explorer = |[= ] &
@ Choose file @
OU | . v John Walker » George T. Walker's » 09-10007-Hammock hd | 3 | | Search o

Favorite Links Mame Date modified Type Size
"= Recent Places 7209-10007-Hammock.pdf 2/13/2006 10:28 AM  Adobe Acrobat D... 119 KB
- Dokt || 09-10007-Hammock.bet 11/21/2006 10:14 ... Text Docurment 5KB
Bl Deskiop *09-10007-Hammock-Affidavit to Motion to Avoid ..  4/28/20091:54 PM  Adobe Acrobat D... 9KE
1% Computer 709-10007-Hammock-Motion Pay Filing Fees inInst.. 4/27/2009 518 PM  Adobe Acrobat D... QKB
EE Pictures EUQ-IUUU?-Motion to Avoid Lien - First Westside Ban... 5/7/2009 4:15 PM Adobe Acrobat D... 19 KB
EQ’ Music 72 Application For Compensation.pdf 3/11/2009 4:14 PM  Adobe Acrobat D... KB
% Recently Changed 7. Motice of Appearance and Request for Motice.pdf 3/19/200911:11 AM  Adobe Acrobat D... 9 KB
EB Searches
Public
Folders ~
File name: - ’NI Files (") v]
[ Open ] [ Cancel ]

Slide notes

In the Details view, the date and time of the last modification of the file, its type and its size are displayed. Awareness of a file's size is very important when
associating PDF documents with filings. Your court has a limit on the size of individual PDF documents and may require you to split large document files

into multiple smaller segments.
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Slide 10 - Slide 10

'_r,é CM/ECF - U.S. Bankruptcy Court - Windows Internet Explorer ===
@ Choose file @
OU | . v John Walker » George T. Walker's » 09-10007-Hammock hd | 3 | | Search o

‘ Organize + Ws ¥ ‘ MNew Folder
Favorite Links Name ’ Date modified Type Size
L 720910007 -Hammeck.pdf 2/12/2006 10:28 AM  Adobe Acrobat D.., 119 KB
=il Recent Places =
Deskt 09-10007-Hammock.bd 11/21/2006 10:14 ... Text Document S5KB
Bl Deskiop 109-10007-Hammock-Affidavit to Motion to Avoid ... 4/28/20091:34 PM  Adobe Acrobat D.. 9 KB
1% Computer 7209-10007-Hammock-Motion Pay Filing Fees inInst...  4/27/2009 5:18 PM  Adobe Acrobat D... 9 KB
FE Pictures EUQ-IUUU?-Motion to Avoid Lien - First Westside Ban... 5/7/2009 4:15 PM Adobe Acrobat D... 19 KB
& Music "2 Application For Compensation.pdf 3/11/2009 414 PM  Adobe Acrobat D... 8 KB
% Recently Changed 7. Motice of Appearance and Request for Motice.pdf 3/19/200911:11 AM  Adobe Acrobat D... 9 KB
FB Searches
Public
Folders ~
File name: (9-10007-Mation to Avoid Lien - First Westside Bank pdf - ’NI Files (*.%) ']
[ Open ] [ Cancel ]

Slide notes

It's a good practice to look at the content of the file before you submit it to the court to ensure that the correct file has been selected. To open the file, right-
click on the file name. Your browser will then display a menu with an option to view the file's contents. Watch your screen and I'll right-click the file for you.
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Slide 11 - Open the PDF document.

Faverite Links

5l Recent Places
Ml Desktop

/M Computer
EE Pictures

Eg’ Music

Recently Changed

=
E Searches
Public

Folders

- ‘ MNew Folder

S

File name: (9-10007-Mation to Avoid Lien - First Westside Bank pdf

-
Mame

7709-10007-Hammock.pdf
. |09-10007-Hammock.bxt

Date modified

2/12/2006 10:28 AM
11/21/2006 10:14 ...

7 09-10007-Hammock-Affidavit to Motion to Avoid .. 4/28/2009 1:54 PM
7709-10007-Hammock-Motion Pay Filing Fees inInst.. 4/27/2009 5:18 PM

-

x LN o P

77 09-10007-Motion to Avoid Lie
72 Application For Compensatior,
7 Notice of Appearance and Req

Select

Open with Acrobat 8
Print

Combir Click Open with Acrobat 8.

Scan fo

Open With

Share...

Restore previous versions
Send To

Cut

Copy

Create Shortcut
Delete

Rename

Properties

'_r,é CM/ECF - U.S. Bankruptcy Court - Windows Internet Explorer = |[= ] &
@ Choose file @
OU | . v John Walker » George T. Walker's » 09-10007-Hammock hd | 3 | | Search o

Type Size
Adobe Acrobat D... 119 KE
Text Document 5KB
Adobe Acrobat D... 9 KB
Adobe Acrobat D... 9 KB
*———hcrobat D... 19 KB
crobat D... 8 KB
crobat D... 9 KB
3
[ Al Files (-9 -]
[ Open ] [ Cancel ]

Slide notes

Since the document we wish to view is in PDF format, we will select Open with Acrobat 8. The version of Adobe Acrobat you are using may not be the same
as the one used in this simulation so your menu options may be different. Click "Open with Acrobat 8."
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Slide 12 - Slide 12

I ] i § =l . | . & .
e Create PDF ~ Combine Files ~ @ Export ~ L] Start Meeting ~ Secure ¥ Sign ~ Forms = | Review & Comme .
| & & i B / 2 Click X.

EEEREIETED . PR :

t Places 72-109-10007-Hammock.pdf . 09-10007-Hammock. bt
= 00.10007 - Hammack.Attachmant ta b 0010007 Hammackhotion Day Filina
=) 09-10007-Motion to Avoid Lien - First Westside Bank.pdf - Adobe Acrobat Professional = | 5] ]
File Edit View Document Comments Forms Tools Advanced Window Help ®

IN THE UNITED STATES BANKRUPTCY COURT
FOR THE SDSD DISTRICT OF AO-OIT-SDSD

IN RE: §

CASE NO. 09-10007
CHAPTER 7

FRANK T. HAMMOCK and
CAROL J. HAMMOCK

§

§

§

Debtors §

§

MOTION TO AVOID LIEN WITH FIRST WESTSIDE BANK
AND NOTICE OF OPPORTUNITY FOR HEARING

THIS PLEADING REQUESTS RELIEF THAT MAY BE
ADVERSE TO YOUR INTERESTS

IE R/ TIRA L AW Mo PRl 10 il e AT IR TIAI R T

m

Slide notes

The Adobe Acrobat Reader now displays the document to you. After verifying the document, close the Adobe reader by clicking the X in the upper right
corner of this screen.
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Slide 13 - Slide 13

Faverite Links

5l Recent Places
Ml Desktop

/M Computer
EE Pictures

Eg’ Music

% Recently Changed
E Searches
Public

Folders

‘ Organize + Views = ‘ MNew Folder

-
Mame

7709-10007-Hammock.pdf
. |09-10007-Hammock.bxt

7 09-10007 -Hammock-Affidavit to Motion to Avoid ...
7709-10007-Hammock-Motion Pay Filing Fees in Inst...
72 09-10007-Motion to Avoid Lien - First Westside Ban...

72 Applicat “n For Compensation.pdf

Date modified

2/12/2006 10:28 AM
11/21/2006 10:14 ...
4/28/2009 1:54 PM
472772009 5:18 PM
5/7/2008 4:15 PM
3/11/2009 414 PM

ENeticeo oy ble-click 09-10007-Motion to

Avoid Lien.

S

File name: (9-10007-Mation to Avoid Lien - First Westside Bank pdf

'_r,é CM/ECF - U.S. Bankruptcy Court - Windows Internet Explorer = |[= ] &
@ Choose file @
OU | . v John Walker » George T. Walker's » 09-10007-Hammock hd | 3 | | Search o

Type Size

Adobe Acrobat D... 119 KE
Text Document 5KB
Adobe Acrobat D... 9 KB
Adobe Acrobat D... 9 KB
Adobe Acrobat D... 19 KB
Adobe Acrobat D... 8 KB
Adobe Acrobat D... 9 KB

+  [AlFies ) -]

Open

Slide notes

To add this document to the current filing, you can either double-click the "09-10007-Motion to Avoid Lien" file name, or click Open. Double-click the file

name.
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Slide 14 - Add an attachment.

& CMJECF - U, Bankruptcy Court - Windows Internet Explorer

F=3(Ho| >

@ e~ |5Ia https://bkecfl-live.aotoac.den/cgi-bin/Dispatch.pl?710883903302115

94 g |&[% CMVECF - U.S, Bankruptcy Court

ZEC
UE F Bankruptcy Adversary Query Reports Utilities Search

File a Motion:

09-10007 Frank T. Hammock and Carol J. Hammock

Type: bk Chapter: 7 v Office: 1 (Pleasantville)
Assetsin Case Flag: CounDue, DebtEd,
MEANSNO

Select the pdf document (for example: C:1199¢w301-21 pdf).
Filename

C\Users\walker\George T. Walkers\09-1 | Browse...

Attachments to Document: | @ No Yes

Next | [Clear Click the Yes radio button.

- ﬁ |*f| X | | Live Search

)‘:I\ - D ~ [ v |-k Page v {C} Tools ~

o~

»»

Slide notes

The full path to the main PDF document now displays in the Filename field. There is often a need to submit supporting documents with a pleading. These
supporting documents can be added as attachments to the main document. To begin the attachment process, click the Yes radio button next to

Attachments to Document.
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Slide 15 - Slide 15

& CMJECF - U, Bankruptcy Court - Windows Internet Explorer

F=3(Ho| >

@ e~ |5Ia https://bkecfl-live.aotoac.den/cgi-bin/Dispatch.pl?710883903302115

94 g |&[% CMVECF - U.S, Bankruptcy Court

ZEC
UE F Bankruptcy Adversary Query Reports Utilities Search

File a Motion:

09-10007 Frank T. Hammock and Carol J. Hammock

Type: bk Chapter: 7 v Office: 1 (Pleasantville)
Assetsin Case Flag: CounDue, DebtEd,
MEANSNO

Select the pdf document (for example: C:1199¢w301-21 pdf).

Filename

C\llsers‘walkerGeorne T Walkers\09-1 | Browse...

AH - No @ Yes
Click Next.

Next Clear

- ﬁ |*f| X | | Live Search

)‘:I\ * [ -~ o= v |:-:Page v {}Tools »

o~

»»

Slide notes

Now, click Next.
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Slide 16 - Slide 16

& CMJECF - U, Bankruptcy Court - Windows Internet Explorer EI@
Q- | 5% https://bkectl-live.aotx.a0.den/cgi-bin/ Dispatch.pl?214258206841484 - 8 [4s] x || Live searc o -

)f\ »
94 g |&[% CMVECF - U.S, Bankruptcy Court "0 v B v = v |2k Page ¥ (i Tools »

ZEC
UE F Bankruptcy Adversary Query Reports Utilities Search Logout

File a Motion:

09-10007 Frank T. Hammock and Carol J. Hammock

Type: bk Chapter: 7 v Office: 1 (Pleasantville)
Assetsin Case Flag: CounDue, DebtEd,
MEANSNO

Select one or more attachments.

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

m

Filename
Browse...
2)Select a document type, and'or enter a deseri
Type Description | ClICKk Browse.

-

3) Add the filename to the list box below. If you have more attachments, go back to Step 1. When the list of filenames is complete, click on the Next button.

Add to List

| Remove from List |

Slide notes

There are three steps on this attachment screen. First, we browse to locate the document we wish to attach. Click Browse.
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Slide 17 - Slide 17

'_r,é CM/ECF - U.S. Bankruptcy Court - Windows Internet Explorer = |[= ] &
@ Choose file @
Ob | . v John Walker » George T. Walker's » 09-10007-Hammock hd | 3 | | Search o
BRI Cjick 09-10007-Hammock- T —

Favaorite Links - - - - i s ¥ES L3
%= Recent Places Afﬁda\"t to MOtlon to AVOId Llen " 2/13/2006 10:28 AM  Adobe Acrobat D... 119 KE
- Dokt [ U9 L0007 -HEMDCR.IK 11/21/2006 10:14 ...  Text Document 5 KB
Bl Deskiop 109-10007-Hammock-Affidavit to Motion to Avoid .. 4/28/20091:34 PM  Adobe Acrobat D.. 9 KB
1% Computer 09-10007-Hammaock-Motion Pay Filing Fees inInst... 4/27/2009 518 PM  Adobe Acrobat D... GKE
Pict me e v o .
B Pictures L IO0aT oot A 00 1 0007 -Hammiock- Affidavit to Motion to Avoid Lien - First Westside = 1KS
EQ’ Music = Application For Com Bank.pdf D... 8 KB
% Recently Changed - Motice of Appearanc T;,'p&: Adobe Acrobat Document D.. 9 KB
Size: 8.64 KB
B searches Date modified: 4/28/2009 1:54 PM
Public
Folders A~
File name: - ’NI Files (") v]
[ Open ] [ Cancel ]
T po Treocrrpro
3) Add the filename to the list box below. If you have more attachments, go back to Step 1. When the list of filenames is complete, click on the Next button.
Add to List
[ Remove from List ] il
Slide notes

As with the main document, we should right-click on the attachment's file name and open it to confirm that it is the correct PDF document for the
attachment. For expediency in this simulation, we will not open the document. Click the "09-10007-Hammock-Affidavit to Motion to Avoid Lien" document.
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Slide 18 - Slide 18

'_r,é CM/ECF - U.S. Bankruptcy Court - Windows Internet Explorer = |[= ] &
@ Choose file @
Ob | . v John Walker » George T. Walker's » 09-10007-Hammock hd | 3 | | Search o

- ‘ MNew Folder

Favorite Links Name ’ Date modified Type Size
L 720910007 -Hammeck.pdf 2/12/2006 10:28 AM  Adobe Acrobat D.., 119 KB
=il Recent Places =

Deskt 09-10007-Hammock.bd 11/21/2006 10:14 ... Text Document S5KB
-_ EsKtop =)09-10007-Hammock-Affidavit to Motion to Avoid ..  4/28/20091:54 PM  Adobe Acrobat D... 9 KB
1% Computer 709-10007-Hammock-Motion Pay Filing Fees inInst.. 4/27/2009 518 PM  Adobe Acrobat D... 9 KB
EE Pictures EUQ-IUUU?-Motion to Avoid Lien - First Westside Ban... 5/7/2009 4:15 PM Adobe Acrobat D... 19 KB
& Music "2 Application For Compensation.pdf 3/11/2009 414 PM  Adobe Acrobat D... 8 KB
% Recently Changed 7. Motice of Appearance and Request for Motice.pdf 3/19/200911:11 AM  Adobe Acrobat D... 9 KB
E Searches

Public

Loldes ~ Click Open.
File name:  09-10007-Hammock-Affidavit to Mation to Avoid Lien - First Westside Bank pdf o Files (*.%) ']

[_ Open ] [ Cancel ]

TIpT TCOCT TP TOT
-

3) Add the filename to the list box below. If you have more attachments, go back to Step 1. When the list of filenames is complete, click on the Next button.

Add to List

[ Remove from List ] il

Slide notes

Now, click Open.
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Slide 19 - Slide 19

& CMJECF - U, Bankruptcy Court - Windows Internet Explorer EI@
@ s v |5]:a https://bkecfl-live.aotx.an.den/cgi-bin/Dispatch.pl 7214258296841 484 >~ 3 |+f| X | Live Search o -
s ) 3

98 d4HF |&]* CMYECF - U.S. Bankruptey Court "0 v B v = v |2k Page ¥ (i Tools »

ZEC
UE F Bankruptcy Adversary Query Reports Utilities Search Logout

File a Motion:

09-10007 Frank T. Hammock and Carol J. Hammock

Type: bk Chapter: 7 v Office: 1 (Pleasantville)
Assetsin Case Flag: CounDue, DebtEd,
MEANSNO

Select one or more attachments.

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

m

Filename

C:\Users\walkerj\George T. Walker's\09-1 | Browse...

2)Select a document type, and’or enter a description.

Tvpe Description

- |

3) Add the filename to the list ~v halose I uon have more sttachmeante an hacl-to Step 1. When the list of filenames is complete, click on the Next button.

Click the Type drop-down arrow.

Add to List

| Remove from List | il

Slide notes

The attachment must now be further identified using a specific document type, description or a combination of both. The Type displays a list of common
documents. The Description field is an alternative selection allowing you to add specific details about the attachment. This information will appear in docket
text. Click the Type drop-down arrow.
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Slide 20 - Slide 20

& CMJECF - U, Bankruptcy Court - Windows Internet Explorer EI@
@ l\__/ v |5]:a https://bkecfl-live.aotoac.den/cgi-bin/Dispatch.pl?214258 206841 484 - ﬂ |+f | X || Live Search jol o|

' 2 = »
94 g |&[% CMVECF - U.S, Bankruptcy Court "0 v B v = v |2k Page ¥ (i Tools »

ZEC
UE F Bankruptcy Adversary Query Reports Utilities Search Logout

File a Motion:

09-10007 Frank T. Hammock and Carol J. Hammock

Type: bk Chapter: 7 v Office: 1 (Pleasantville)
Assetsin Case Flag: CounDue, DebtEd,
MEANSNO

Select one or more attachments.

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

C:\Users\walker\George T. Walkers\09-1 | Browse...

m

2)Select a document type, and’or enter a description.
Tyvpe Description

b |

ox below. If you have more attachments. go back to Step 1. When the list of filenames is complete, click on the Next button.

Apg _ . .
List Click Affidavit.
ExH

Inde .

Affidavit

Revision

Schedule

Slide notes

The selections in this drop-down list may vary depending on the court. For our example, click Affidavit.
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Slide 21 - Slide 21

& CMJECF - U, Bankruptcy Court - Windows Internet Explorer EI@

KF ) - |4 nttps://bkecfi-live.aot.an.den/egi-bin/Dispatch.pl?214258206841484 - 8 [4s] x || Live searc £ |
k » - »

94 g |&[% CMVECF - U.S, Bankruptcy Court "0 v B v = v |2k Page ¥ (i Tools »

EE C F Bankruptcy Adversary Query Reports Utilities

Search
File a Motion:

09-10007 Frank T. Hammock and Carol J. Hammock

Type: bk Chapter: 7 v Office: 1 (Pleasantville)
Assetsin Case Flag: CounDue, DebtEd,
MEANSNO

Select one or more attachments.

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

m

C:\Users\walker\George T. Walkers\09-1 | Browse...

2)Select a document type, and’or enter a description.

Tyvpe Description

Appendix

List of 20 Largest Creditors
Exchibit

Index

ox below. If you have more attachments. go back to Step 1. When the list of filenames is complete, click on the Next button.

Revision J
Schedule

Slide notes

Transition slide
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Slide 22 - Slide 22

& CMJECF - U, Bankruptcy Court - Windows Internet Explorer EI@
Q- | 5% https://bkectl-live.aotx.a0.den/cgi-bin/ Dispatch.pl?214258206841484 - 8 [4s] x || Live searc o -

[ » - »
94 g |&[% CMVECF - U.S, Bankruptcy Court "0 v B v = v |2k Page ¥ (i Tools »

ZEC
UE F Bankruptcy Adversary Query Reports Utilities Search Logout

File a Motion:

09-10007 Frank T. Hammock and Carol J. Hammock

Type: bk Chapter: 7 v Office: 1 (Pleasantville)
Assetsin Case Flag: CounDue, DebtEd,
MEANSNO

Select one or more attachments.

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

m

Filename
C:\Users\walker\George T. Walkers\09-1 | Broy '

Type of the debtors.

2)Select a document type, and'or enter a desc:
Tyvpe Description

EClick -]
3) Add to List. st box below. If you have more attachments, go back to Step 1. When the list of filenames is complete, click on the Next button.

Add to List

| Remove from List |

Slide notes

Now, in the Description field, type "of the debtors" and then click Add to List.
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Slide 23 - Slide 23

& CMJECF - U, Bankruptcy Court - Windows Internet Explorer EI@
KJ ) - |4 nttps://bkecfi-live.aot.an.den/egi-bin/Dispatch.pi774481696550134 - 8 [4s] x || Live searc 2 -

k » = »
98 d4HF |&]* CMYECF - U.S. Bankruptey Court "0 v B v = v |2k Page ¥ (i Tools »

ZEC
UE F Bankruptcy Adversary Query Reports Utilities Search Logout

File a Motion: =

09-10007 Frank T. Hammock and Carol J. Hammock

Type: bk Chapter: 7 v Office: 1 (Pleasantville)
Assetsin Case Flag: CounDue, DebtEd,
MEANSNO

Select one or more attachments.

m

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

Filename Press PAGE DOWN
Browse... on the keyboard.

2)Select a document type, and’or enter a description.
Tyvpe Description

-

3) Add the filename to the list box below. If you have more attachments, go back to Step 1. When the list of filenames is complete, click on the Next button.

C:\Users\walker\George T. Walkers\09-10007-Hammock\09-10007-Hammock-Affidavit to Motion to Avoid Lien - First Westside Bank. pdf  AddioList

Mo ees £ 1 ia

Slide notes

The complete path to the attachment PDF file and its file name are added to the List box. Additional attachments to the pleading may be included by
repeating the three previously described steps. Since courts limit the size of each document uploaded to CM/ECF, the Attachments to Document feature
can be used to attach subsequent portions of a very large document which has been broken into several sections. For example, a 250 page document
broken down into five 50 page sections could be added to the pleading by using the first 50 pages as the main document. Each of the next 50 page sections
could then be added as four separate attachments. Press PAGE DOWN to move to the bottom of this screen.
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Slide 24 - Slide 24

& CMJECF - U, Bankruptcy Court - Windows Internet Explorer EI@
Q- | 5% hetps://bkectl-live.aotx.a0.den/cgi-bin/Dispatch.pl?744811696550134 - 8 [4s] x || Live searc o -

[ » - »
94 g |&[% CMVECF - U.S, Bankruptcy Court "0 v B v = v |2k Page ¥ (i Tools »

Bankruptcy Adversary Query Reports Utilities Search

Type: bk Chapter: 7 v Office: 1 (Pleasantville)
Assets:n Case Flag: CounDue, DebtEd,
MEANSNO

Select one or more attachments.
1)Enter the pdf document that contains attachment (for example: C-\appendix pdf).
Filename

Browse...

2)Select a document type, and’or enter a description.

m

Type Description

-

3) Add the filename to the list box below. If you have more attachments, go back to Step 1. When the list of filenames is complete, click on the Next button.

Click Next.

\i“-l lzershmalkariiGanrae T Walkers\09-10007-Hammock\09-10007-Hammock-Affidavit to Motion to Avoid Lien - First Westside Bank.pdf ~ AddioList

| Remaove from List

Next

q 1M 3

Slide notes

Now, click Next.
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Slide 25 - Slide 25

& CMJECF - U, Bankruptcy Court - Windows Internet Explorer EI@
CION | &% https://bkecl-live.aotx.ao.den/egi-bin/Dispatch, pl?389418500684792 - 8 [4s] x || Live searc 2~

k » - »
94 g |&[% CMVECF - U.S, Bankruptcy Court "0 v B v = v |2k Page ¥ (i Tools »

ZEC
UE F Bankruptcy Adversary Query Reports Utilities Search

File a Motion:

09-10007 Frank T. Hammock and Carol J. Hammock

Type: bk Chapter: 7 v Office: 1 (Pleasantville)
Assetsin Case Flag: CounDue, DebtEd,
MEANSNO

Enter Creditor Name

Clear Type First Westside Bank
and then click Next.

Slide notes

To complete this filing, type First Westside Bank in the "Enter Creditor Name" field then click Next.
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Slide 26 - Docket text.

& CMJECF - U, Bankruptcy Court - Windows Internet Explorer EI@
K3 ) - |4 https://bkecfi-live.aot.an.den/cgi-bin/Dispatch.pi7101774623642084 - 8 [4s] x || Live searc 2 -

. : 3
98 d4HF |&]* CMYECF - U.S. Bankruptey Court "0 v B v = v |2k Page ¥ (i Tools »

ZEC
UE F Bankruptcy Adversary Query Reports Utilities Search Logout

File a Motion:

09-10007 Frank T. Hammock and Carol J. Hammock

Type: bk Chapter: 7 v Office: 1 (Pleasantville)
Assetsin Case Flag: CounDue, DebtEd,
MEANSNO

Docket Text: Modify as Appropriate.

Iotion to Avoid Lien with First Westside Banlsl |Filed by Joint Debtor
Carol J. Hammock , Debtor Frank T. Hammeock (Attachments: # (1) Affidavit of the debtors.) (Walker, George)

‘Mext | [Clear

Click Next.

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 drop-
down selection menu, or 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 27 - Slide 27

& CMJECF - U, Bankruptcy Court - Windows Internet Explorer EI@
KF ) - |4 nttps://bkecfi-live.aot.an.den/cgi-bin/Dispatch.pi?427638581216362 - 8 [4s] x || Live searc P -

. : 3
98 d4HF |&]* CMYECF - U.S. Bankruptey Court "0 v B v = v |2k Page ¥ (i Tools »

ZEC
UE F Bankruptcy Adversary Query Reports Utilities Search Logout

File a Motion:

09-10007 Frank T. Hammock and Carol J. Hammock

Type: bk Chapter: 7 v Office: 1 (Pleasantville)
Assetsin Case Flag: CounDue, DebtEd,
MEANSNO

Docket Text: Final Text

Motion to Avoid Lien with First Westside Bank Filed by Joint Debtor Carol J. Hammock, Debtor Frank
T. Hammock|{At‘tachments: # (1) Affidavit of the debtors.}“Walker, George)

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

Clear

Click Next.

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. Notice the language within the docket text describing the attachment. Click Next.
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Slide 28 - Notice of Electronic Filing

& CMJECF - U, Bankruptcy Court - Windows Internet Explorer EI@
CION | &% https://bkecl-live.aotx.a.den/cgi-bin/Dispatch,pl?209851844021607 - 8 [4s] x || Live searc 2~

k » - »
94 g |&[% CMVECF - U.S, Bankruptcy Court "0 v B v = v |2k Page ¥ (i Tools »

ZEC
UE F Bankruptcy Adversary Query Reports Utilities Search Logout

File a Motion:

09-10007 Frank T. Hammock and Carol J. Hammock

Type: bk Chapter: 7 v Office: 1 (Pleasantville)
Assetsin Case Flag: CounDue, DebtEd,
MEANSNO 3

U.S. Bankruptcy Court

Live Database

Jotice of Electronic Filing

The following transaction was received from George T. Walker entered on 5/12/2009 at 10:00 AM CDT and filed on 5/12/2009
Case Name: Frank T. Hammock and Carol J. Hammock

|Case Number: 09-10007 |

ocument Number: |

Docket Text:

Motion to Avoid Lien w Click 21. “iled by Joint Debtor Carol J. Hammock, Debtor Frank T. Hammock (Attachments: # (1) Affidavit of the
debtors.) (Walker, Geo

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 Motion 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 sent by e-mail to
all case participant CM/ECF users who have subscribed to this service. The Case Number is a hyperlink to the Docket Report. The Document Number is a
hyperlink to both the main PDF and any attachments. Click the 21.
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Slide 29 - Slide 29

& CMJECF - U, Bankruptcy Court - Windows Internet Explorer EI@
@ s v |5]:a https://bkecfl-live.aotoac.den/docl /960014088 *magic_num=MAGIC &ide_seq_num=568caseid=643 ~ ﬂ |*f | X | | Live Search b |

s . 3
94 g |&[% CMVECF - U.S, Bankruptcy Court "0 v B v = v |2k Page ¥ (i Tools »

ZEC
UE F Bankruptcy Adversary Query Reports Utilities Search

Document Selection Menu

Multiple Documents

Select the document you wish to view.

Part Description

Main Document 1 page Things to Remember

Affidavit of the debtors. 1 page

CM/ECF user participants in the case and users who have
signed up for electronic notification will receive one free look

View All || or|[ Download Al 2 pages at the document via the Notice of Electronic Filing within
fifteen days of filing.
Click CONTINUE.
oo ]
Slide notes

This screen is presented whenever a user wishes to view a document with attachments through the docket report or the Notice of Electronic Filing. Notice
that under the Part column separate links to each document are given sequential numbers with number 1 for the main document and number 2 for the
affidavit.

These numbers refer to the documents that were filed for this docket entry, not for the document number in the case. Clicking the View All button displays
the main document and any attachments in one combined file. The Download All button allows you to save each file to your computer for further reference.

In our example, links to both the Main Document which is the motion, and the attached Affidavit, are presented. Remember, CM/ECF user participants in
the case and users who have signed up for electronic notification will receive one free look at the document via the Notice of Electronic Filing within fifteen
days of filing. Click CONTINUE.
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Slide 30 - Summary

PDF documents

Slide notes

This concludes the lesson on managing PDF documents within CM/ECF. You should now be able to: Tell what PDF stands for, browse to the location of
the document, view information about the document, verify the document itself, add an attachment to the document, and describe how to access PDF
document attachments. Use the playback controls or Menu options to view previous screens or close this module by clicking the EXIT button.
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Slide 31 - Exit

Thank you for viewing the module on
PDF Basics for CM/ECF.

Slide notes

Thank you for viewing the module on PDF Basics for CM/ECF.
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