FILING A DOCUMENT/DOCKETING-ANSWER/RESPONSE

The following instructions will guide you through the process of filing and docketing an answer
or response in the Electronic Case Filing (ECF) system.

STEP1

STEP 2

STEP3

Select Bankruptcy from the Main Menu. Then, click the Answer/Response
hypertext link from the Bankruptcy Events menu.

Answer/Response
Reference an Existing motion/application
Other Answers

Choose ether:
» Reference an Existing motion/application, or
e Other Answers

The Case Number screen appears.

File an answer to a motion

Case Number

00-69993 99-12346, 1:9%hk-12345 or 1-99-bk-12345
Next Clear

» Enter case number, and click on Next to continue.
» If the computer prompts that you have entered an invalid case number, click on
the Back hypertext link to re-enter case number.

The Select the Party screen appears.

File an answer to a motion

00-69999-DOT Frederick Cobblemill Flintstone Please select the filer,

Select the Party:
Capitol One Jere =] Add/Create New Party
Chase Bank [piy:cr]
Chase Bank [orcr]

]
ick Cobblemill[pty:db]
Il [rtr]

Selection of a Party
» Click on arrow to right of box to scroll list if the selection box appears full.
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* If name of party islisted, click onit.
» Click on Next, and proceed to Step 9.
* If nameisnot listed, click on Add/Create New Party.

STEP4 The Search for a party screen appears.

Search for a party
SSN |

Last/Business name
Search | Clear

Tax Id

» Enter asocial security number (SSN), Tax Id number or one to four letters of
the party’ s last name or business name (using upper and lower case characters).
Click on Search.

e If party isnot listed, proceed to Step 6.

o If party islisted, click it. Click on Select namefrom list.

Search for a party
SSN |

Last/Business name
Search | Clear

Party search results
Hol -

Tax Id |

Ho ”
Horne Mortgage Co.,

|

Select name from list | Create new party

* Party’sinformation will appear for verification and modification, if necessary.

Party Information
Home Mortgage Co.  SSN:Unknown

Office |

Address 1 |

Address 2 | Address 3 |

cy [ state [ zp [
county [ =l country [
Phone ,7 Fax ,7
E-mail |
ProSe [no x| Role [CedtorGren ]
Party text |

» Click on drop box, Role, to select appropriate party role, (i.e., Debtor, Creditor,
etc.)..

* Toadd Party Text, such as A Virginia Corporation, do so how in box
provided.

» Click on Submit to continue, Clear to re-key party information, or Cancel to
go back to the Select the party screen.
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STEPS Please select thefiler screen will appear with your party highlighted.

File an answer to a motion:
00-60999-DAT Frederick Cobblemill Flintstone

Please select the filer.

Select the Party:

Add/Create New Party

o]

Chase Manhattan Bank [crcr]

Doe, Scooby [er.cr]

Flintstone, Frederick Cobblernil [pty:cb]
Heagle, S. Marshall [tr1r]

J.C. Penney [crcr] =l
Next|  Clear

¢ Click on Next

NOTE FOR ASSOCIATION: Click the box to associate the attorney with the party

added/selected. Click NEXT to continue. [You may receive this message if an attorney has not
previously been associated with the party].

File an answer to a motion:
00-89999-DOT Frederick Cobblsmill Flintstons

The following attorney/party associations do not exist for this case
Please check which associations should be created for this case:

¥ Horne Mortgage Co., (pty.cr) represented by Jones, D. (aty)

M Claar

Click on Next and proceed to Step 9, to select the Type of Answer/Response

STEP6 Search for aParty: If party’s nameisnot listed, click on Create New Party.
Search for a party
SSN | Tax Id |
Last/Business name li
Searc | cour|

Party search resulis
Daniels, Jack A =

=

Select name from list | Create new party
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STEP7

The New Party Infor mation screen appears.

Party Information

Last name [paniels

Middle name |7oseph
SSN 222-11-1234

First name [Jonhn

Generation Title
Tax 1D

Office | Address 1 |

Address 2 | Address 3 |
ay [ state [ zp [

County l—;l Country l—

Phone ,7 Fax ,7

E-mail |

Prose [no =] Role [Credtorcrey =]
Party text |

(cr:cr).

Enter the party information in appropriate fields. Use the Last Name field for
last name or full business name, then press the tab key to advance to the First
Name field and enter first name. Proceed to the Role field by clicking on the
arrow to the right of the box to select the new person’srole, (i.e., Creditor

Click on Submit to continue, Clear to re-key party information or Cancel to go

back to the Select the Party screen.

STEP8

The Select the Filer screen appears with your party highlighted,

File an Answer:
00-69999-DAT Frederick Cobblemill Flintstone

Please select the filer.

Select the Party:

aniels, Jo ph [crcr]

Capitol One [cr.cr]

Chase Bank [pty:cr]

Chase Manhattan Bank [cr.cr]

Do, Scooby [crer]

Flintstone, Fraderick Cobblemill [pty:db]
Heagle, . Marshall [trtr]

J1.C. Penney [crer]

Newt| Clear

[2| Add/Create New Party

¢ Click on Next

NOTE FOR ASSOCIATION: Click the box to associate the attorney with the party
added/selected. Click NEXT to continue. [You may receive this message if an attorney has not

previously been associated with the party].

[File an Answer:
00-69399-00T Frederick Cobblernill Flintstone

I™ Daniels, John(cr:cr) represented by Jones, D. (aty}

M‘ Clear

IThe following attorney/party associations do not exist for this case
Please check which associations should be created for this case
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STEP9 Select the Type of Answer/Response screen appears.

File an answer to a motion:
00-68993-DOT Frederick Cobblemill Flintstone

Mext Clear

» Screen prompts for selection of type of answer/response being filed.
» Click on arrow to right of box to open the selection drop box.

» Highlight type of document being filed.

* Click on Next to continue, or Clear to repeat process.

Step 10  Select the PDF File Name

File an Answer:
00-69999- 00T Frederick Cobblermill Flintstone

Select the pdf document (for example: C\199cvh01-21 pdf)

Filename
Browse...

Attachments to Document: & No € Yes

Mext Clear

» Typefilenamein blank box, being sure to include pdf suffix, or

click on Browse.

TIr1007-1ssFdpd
"0l Ir 1007-1 ssFdsofi
LR 1007-3
TLR3015-2

nents EMOTION

i File upload 21l
Laok in: | &' 3% Floppy (4] = « £F EF-
T AmswER:
| APPLICATION
X Mol ERHIBIT
Eﬂlcklst

File narme: |RESPONSE = open |
Files of type: [0l Files =7) = Cancel |
i

» Change Files of type: Acrobat [*.pdf] or All Files.
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» Change L ook in: to appropriate drive where document is located.
» Click on the file name to be associated with this entry.
* Click on Open, and thefileis uploaded to the following screen:

File an answer to a motion:
00-699499-DOT Frederick Cobblemill Flintstone

Select the pdf docurent (for example: C\198cv501-21 pdf)
Filename

A: Y RESPONSE. PDF Browse...

Attachments to Document: & No © Yes

Next Clear

If there are no attachmentsto document
¢ Click on Next.

File an Answer:
00-69998-DOT Fredenck Cabblemill Flintstone

I Does this filing refer to an existing document in this case? (If yes, click on the box)

NOTE: If the event you are dockeling is an answerfresponse, you will be prompted on a subsequent screen for its related motio
Therefore, do not click on this box to establish a relationship to the motion you are answering

» Click on Next and proceed to Additional Elements section on the next page

If there are attachmentsto document, e.g. exhibit, appendix, etc.
» Click on Yesradio button, then click on Next.
* Anadditiona screenisdisplayed (all exhibits must be attached).

File an answer to a motion:
00-66999-DQT Federick Cobblemil Flintstone

Select one or more attachments
1) Enter the pdf docurrent that contains attachiment (for example: C\appendix pafi
Filename

[a:\exnzETT. EDF Browse...

2) At your option, selecta documen type and/or enter a descripticn.
Type Description

f H|

3) Add the flename to the list box below:. If you have more attachments, go back to Step ~. When the list of filenames iz complete, click on the
Next tutton.

= Addolist
Remove flom List
|

o |

» Select the filename of your attachment by using the Browse.
* Click onthe ¥ down arrow next to Type and click on type of attachment.
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* Click in Description box and type in any additional description.
* ClickonAddtoList.

File an answer to a motion:
00-69999-DOT Frederick Cobblemil Flintstone

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

[ Browse...

2) At your option, select a document type and/or enter a description

Type Description

| H|

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

Add 1o List
Remove fiom List
[ iz

» Continue to Add Attachments using the above steps as necessary
* Once al attachments have been added, click on Next.

Step 11

Additional Elements

File an answer to a motion:
00-69999-DOT Frederick Cobblerill Flintstone

Reply Due Date

Enter a reply due date [optional field]

| Calendar

I~ Does this filing refer to an existing docurent in this case? (If yes, click on the bax)

NOTE: If the event you are docketing is an answerfresponse, you will be prompted on a subsequent screen for its related motion.
Therefore, do not click on this box to establish a relationship to the mation you are answering.

MI Clear

Note: Thisisan optional field which appearsif you select Reference an Existing
motion/application in Step 1
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» If necessary, typein due date (or sur-reply due date), or select Calendar button
to insert the desired date from a calendar display.

| Back Fowad Reload _|0f x| | Secuty  Shop  Siop

| AinstantMessage [E ECRDCN:[~  —  |ole 5 YelowPages [ Downboad (5 Channek [E) Logout (B Logout

Jenvary =] [2001

<<| < | Today | = [=> — jauery} Reports] utilities| Logout]
File an answer to amo| Su Me Tu'We Th Fr Sa
00-69998-DOT Frederick Ci 1l2]3)8]8llE

7|8]9|10]11]12]13
14{15]16{17 (18] 19|20

Sur-Reply Due Date 21| 22|23 24| 25| 28| 27
28| 29) 30|31

Enter a sur-reply due date [c

Calendar

™ Does this filing refer to an existing docurnent in this case™ (If yes, click on the box)

NOTE: If the event you are docketing is an answerfresponise, you will be prompted on a subsequent screen for its related maotion.
Therefore, do not click on this box to establish a relationship to the motion you are answering

Next|  Clear




If thereis acheck in box to left of Does this filing refer to an existing
document in this case?, removeit.

NOTE: Box should remain blank when filing an answer or response, as you will be
prompted on a subsequent screen for related document.

Step 12 Document List

File an answer to a motion:
00-69999-DOT Frederick Cobblemill Flintstomne

Select the applicable motion(s)fapplication(s)

—  12/04/2000 Emergency Motion to Determine # #is is @ real casefiled by D. W

Jones of Jones & Jones on behalf of on behalf of Chase Manhattan
Bank. (Jones, Delores)

™ 12f19/2000 2 Emergency Motion to Approve that f may get out of this mess filed by

O w. Jones of Jones & Jones on behalf of on behalf of Chase Bank.
(Jones, D)
I~ 12/19/2000 3 Motion to Reconsider of special it filed by D. W
Jones of Jones & Jones on behalf of on behalf of J.C. Penney.
(Attachments: # [1) Exhibit(s)) (Jones, D.)
Motion for Protective Order against debtor's threats, Motion for
Sanctions agairst other creditors in interest filed by D W, Jones of
Jones & Jones on behalf of Capitol One. (Jones, 0.}
Motion to Dismiss Case, Motice of Motion & Notice of Hearing Filed by
S. Marshall Heagle. (Jones, Delores)

~# 01/11/2001 7 Motion for Sanctions filed by D. W, Jones of Jones & Jones on behalf

of Chase Manhattan Bank. (Jones, D)
Next Clear

- 12/20/2000 4

— 01/03/2001

» Select document(s) you wish to answer.
* Click on Next to continue.

Step 13 Docket Text: Modify as Appropriate

File an answer to a motion:
00-68999-D0T Frederick Cobblarmil Flintstone

Docket Text: Modify as Appropriate.

=] Response to [notion for sanctions (Related to motions(s)[7]) filed by D.
W. Jones of Jones & Jones on behalf of Capitol One . (Attachments: # (1)) (Jones, D.)

Mext Clear

To add a prefix to docket text:

¢ Click onthe ¥ down arrow next to first blank box to select the correct
modifier.

To add additional text:
e Click in second blank box.

* Typeinany additional description of notice.
» Click on Next.
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Step 14  Final Text

File an answer to a motion:
00-68998-D0T Frederick Cobblermnill Flintstone

Docket Text: Final Text

Response to motion for sanctions (Related to motions(s)[7]) filed by D. W. Jones of Jones &
Jones on behalf of Capitol One._ {Attachments: # (1)) (Jones, D.)

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

Clear

* Verify docket entry as it appears on screen.

» If correct, click on Next to submit filing to court.

» If docket entry isincorrect, press Back to make corrections, or start over by
clicking on Bankruptcy on the Main Menu.

Step 15 Receipt of Filing

[Nafice of Elecironic Fling

The Tollowing transaction was received from Jones, D. W, on 1/11/2001 at 10:36 AM

Case Name: Frederick Cobblemill Flintstone

Case Number: 00-69999-00T

Document Number: &

Docket Text:

Response to motion for sanctions (Related to motions(s)[7]) filed by D.W. Jones of Jones & Jones on behalf of Capitol One. (Aftachments: #

(1)) (Jones, D.)
The Tollowing docurmnent(s) are associated with this transaction

Document description:Main Docurent

Original filename:A/RESPONSE PDF

Electronic document Stamp:

KeyFile (fapp01/BKECFestiserver/serverf /support/KeysVAEB key) is
not available for this court.

Document description:

Original filename:A/EXHIBIT.PDF

Electronic document Stamp:

KeyFile (fapp01/BKECFestiserverfserver/. /support/KeysVAEE key) is
not available for this court

00-69999-DOT Notice will be electronically mailed to:

Once entry is submitted after final approval, the Notice of Electronic Filing screen is displayed.
Screen gives confirmation that the system has received the entry and is now an official court

document.

Notice provides:
» Date and time transaction was received by court
*  Number assigned to document

Scroll down to view entire receipt
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Print receipt
» Click on File at top of Netscape screen and select Print Frame, or
» Click on the Printer Icon at the top of the page.

[Note: It ishighly recommended that copies of receipts be maintained for your records.]

Note: You will receive the following screen if you attempt to access the docket or
document through the links provided on the Notice of Electronic Filing screen.

astern District of Yirginia - Netscape = |
File Edit View Go Communicator  Help
7| i Bookmaks # Location: [hitp://156.123.17. 31 /cgibindlogin. pl 79841 06223754883 L_911_0-1 | &7 what's Rslated m

- o Y o % o @ #

Back  Foward  Feload  Home  Search  Metscape  Print Secwity  Shop Stop

A Instant Message ECF-DEN Sites swfebbdail Contact People “Yelow Pages Daownload (1§ Channels Logaut Logout
Query] @

PACER Login —
Notice

This is & Restricted Web Site for Official Court Business only. Unauthorized entry is prohibited
subjectto prosecution under Title 18 of the IU.5. Code. All activities and access attempts are logged

Instructions

Enteryour ECF login and password for electronic filing capabilities. If wou do not need filing
capahilities, entaryour PACER login and passwaord. If wou do not hawe a PACER login, contact the
FACER Service Center to establish an account. You may register online at

httafpacer pscuscouts gowv or call the PACER Service Center at (800) 676-6856 ar (210) 301-6440

Anaccess fee of $.07 per page. as approved by the Judicial Conference of the United States atite
September 1998 session, will be assessed for access to this service. All inguiries will be charged to
wour PACER login that is kept on file. If wou do not need filing capakilities. enter vour FACER login
and password. The Client code is provided to the PACER user as ameans of tracking transactions
by client This code can be up to thiry two alphanumeric characters lang

Authentication

Login: I

Passward:

Client code: I

™ Make this my default PACER lagin

Login | _Reset | s

= (== | [Dacument: Done
i start H ) & H e Delores Jones coiM.. | e nibsyzk | (0P Suppart | [ElMicrosoft Excel - DD‘..llﬁEastern District o...
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