INVOLUNTARY BANKRUPTCY CASE OPENING

To file an involuntary bankruptcy petition in the ECF system, the attorney must Open an
Involuntary BK Case. During this process the attorney will enter the required
information about the petitioning creditors, the debtor and statistical information. The
attorney uses the information from the involuntary petition. To open an involuntary
bankruptcy case, follow the steps outlined below:

STEP1 Click Bankruptcy from the Main menu, and then click Open an
Involuntary BK Case hypertext link from the Bankruptcy Events menu.

Bankruptcy + Adversary + Query =+ Reports . utilities . Logout

Bankruptcy Events

Answer/Response...
Appeal

Bateh Filings
Claim Actions

Creditor Maintenance...
File Claims
Miscellaneous
Motions/Applications
Multi-Case Docketing
Notices

Open a BK Case

Open an Involuntary BK Case
Plan

Trustee/US Trustee
Trustee's 341 Filings
Case Upload

STEP 2 The Open New Involuntary Bk Case screen appears.

Open New Involuntary BkCase

Case type [
Date filed 6/10/2004
Chapter 7
Joint Petition n

Deficiencies n

Case Type: Select bk’

Date Filed: the date field defaults to the current date and cannot be
changed.

Chapter: Select the appropriate chapter, either ‘7' or ‘11’ (Chapters 9,
12, 13 and Sec. 304 not authorized)

Joint Petition: Select ‘n’ (joint involuntary petition not authorized)
Deficiencies. Alwayssdlect ‘n’

Click ‘Next’ to continue or ‘Clear’ to reset
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(Note: If Chapter 9, 12, 13 or Sec. 304 is selected, the following screen will appear
after clicking Next, and the user must then click the Back button on the browser to
return to the previous screen:

Open New Involuntary Bankruptcy Case

An Involuntary Petition may be filed ONLY under Chopter 7 or Chapter 11. Go back to select correct chapter.

STEP 3 The Statistical Informationscreen appears.

Open New Involuntary BkCase

Type of debtor [] Individual [-] Corporation [ Partnership [1 Clearing Bank
[ Railroad [ Stockbroker [] Commedity Broker [ Other

Fee status Faid

Aszet notice Mo
Nature of debt business

Estimated number of creditors 1-15
Estimated assets $0-$50.000
Estimated debts $0-350.000

Voluntary | imvolurtary
Origin Zero
Date cplit/transfer

Type of Debtor: Select by clicking appropriate check box (defaults to
Individual; if other type selected, you must uncheck Individual)

The remaining fields are completed by clicking the down arrow to the
right of the drop down box and highlighting the appropriate
information as contained on the Involuntary Petition:

0 FeeStatus: Select “p” for paid (installment payments are not

authorized).

Nature of Debt: Select “business’” or “consumer”.

Voluntary: Select “involuntary”.

Origin: Leavethisfield at the default of O (Zero).

Date Split/Transfer: Leave this field blank.

Asset Notice: select “No” for Chapter 7 case, select “Yes’ for
Chapter 11 case.

Estimated Number of Creditors: field defaultsto “1-15.”
Modify, if applicable. Thisinformation is not contained on the
Involuntary Petition.

o0 Estimated Assets: field defaultsto “$0 - $50,000.” Modify, if
applicable. Thisinformation is not contained on the
Involuntary Petition.

o Estimated Debts:. field defaultsto “$0 - $50,000.” Modify, if
applicable. Thisinformation is not contained on the
Involuntary Petition.

Click Next to continue or Clear to reset defaults.

O o000 Oo

(@)
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STEP4 A display message appears directing the user to add all petitioning
creditors in the case first, and to add the debtor last. Parties must be added
in this manner to ensure that the case is assigned to the proper divisiona
office.

Click Next to continue.

Open New Involuntary BkCase

When Adding Parties, Please Add Petitioning Creditor(s) First, Then Add Debtor{s) Last. After Addition of All Parties Press
End party scloction.

STEP5 The Sear ch for a party screenappears.

Open New Involuntary BkCase

Search for a party

55N Tax Id
Last/Business name Taylor
A party may be searched in one of the following ways:
Social Security Number: Key party’s Social Security Number.
TAX ID: If party is abusiness, key tax identification number.
L ast/Business Name: Enter the party’s last name or the business
name.
Click Search.
STEP6 The Party sear ch results screen appears with the results of your search.

Search for a party

| 55N Tax Id
|Lagt/Businezs name

5 Search _ l_':lz-:ll_

[ 2]

[Party search results | benise &, Taylor

;Tw:f_ Dimvidl Arthur : | 246 JamesTown Lrive
Ji Terdce. O awid Oavan = | Richwond, va& 23229

-.rE_t,ﬂ'.‘l_ I::q.r.isn GEina
| Terdor. Eizehiath B
| Tendor, Efrsbath B

|
i Seled neme from Bst Cremie new perty

If the party’ s name appears in Party sear ch results window, highlight
the name (A pop-up window will appear listing the name and any
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address for the party selected.), click Select Name from List, and
proceed to STEP 7.

Search for a party
55N || Tax Id

Last/Business name

Party search results
Taylor, Ann

Taylor, Asa Darrel —
Taydor, Carl Richard

Taydor, Carol Ann

Taylor, David Arthur

Taydor, David Dewon

Select name from list ][ Create new pary ]

or

Search for a party
S5N | Tax Id

Last/Business name

Party tearch results

Ne person found.

Create new party

If the party’ s name does not appear in the Party search results
window or results indicate No Person Found, Click Create new

party and proceed to add the party using the instructionsin STEP 7
through STEP 12 .

STEP7 A Party Information screen appears.

If the party’s name appeared from the search in STEP 6, the

following Party Information screen appears to update any existing
information:

Party Information

Denise &. Taylor  55N:Unknown
Office Address 1 |246 Jamestown Drive
Address 2 Address 3

Gty W State lr Zip W
County lﬁ Country li
Phone [ Fax|
E-mail |
ProSe m Role IPetmoning Creditor (pterd:pty) j
Party text |
— | Alias | Review |Add all affarneys and alinses before

clicking the Submit button,
Submit | Cancel | C\earl

Ver. 6/30/2004



Select the appropriate Role (petitioning creditor or debtor), by clicking
in the box or the down arrow next to the field name. You will need to
use the scroll bar to navigate through the list. The field defaults to
blank (blank:) and must be changed before you are allowed to
proceed.

If an address is included for the party, modify as necessary. Any
change to the address information will apply only to this case.

If there is text that you wish to appear on the docket in the header
information (after the party’s name; i.e. ‘a Virginia Corporation’, ‘as
Trustee...’, etc.) key information in Party text field.

Select appropriate status for the party in the Pro Se field. Proceed to
STEP 8 to add any aias names. If there are no alias names, proceed
to STEP 9.

If the party’ s name did not appear from the search in STEP 6, or the
search results indicated no person found, the Party I nfor mation
screen appears to key the new party information:

Party Information

Last name Taylor First name Denise
Middle name G Generation Title
S5H 222-11-1234 Tax ID
Office Address 1 [246 Jamestown Drive
Address 2 | Address 3
Gty [Fichmond State [v&  Zip [zaz2s
County Country
Phone | Fax
E-mail |
ProSe no Rele | Fetitioning Creditor (pterd:py)
Party text

Add all attorneys and aliases befare

[ Aftarney... ][ Alias.. ] [ Feview... ] it o Sulm i b o

[ Subimit ] [ Cancel ] [ Clear]

Enter the party information including address, in the appropriate
fields. (If you are adding a business, use the Last Namefield for the
full business name.)

Select the appropriate Role (petitioning creditor or debtor), by clicking
in the box or the down arrow next to the field name. Y ou will need to
use the scroll bar to navigate through the list. The field defaults to
blank (blank:) and must be changed before you are allowed to
proceed.

If you wish to include Party Text (such as aVirginia Corporation,
etc.) add in box provided.

Select appropriate status for the party in the Pro Se field.

Proceed to STEP 8 to add any alias names. If there are no alias
names, proceed to STEP 9.
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STEPS8 The Alias | nfor mation screen appears.

Alias Information (Party Taylor, Denise &.)

Last/Buciness name  Firct name Middle name Generation Role

1 | Taylor Denise Gina aka
2 aka
3 ks
4 aka
5 aka

[ dd aliases ] [ Clear] Click Th.e Add aligses button to refurn Tu Thg Party screen und.add
more aliases, add attorneys, and submit all information far this party,

Add aias information as indicated above.

If business, the full business name is keyed in Last/Business name
field. Select appropriate aliasrole.

Click Add aliases to return to the Party Information screen, or Clear
to re-key alias information.

STEP9 If the party is represented by an attorney (you will be representing the
petitioning creditor(s)), select the Attorney button. The Search for an

attor ney screen appears.

Search for an attorney
Bar Id

Last name Lowe

Search for the party’ s attorney by keying the last name of the attorney
in the Last name field. Note: do not search for an attorney by Bar |d.
Click Sear ch.

STEP 10 Attorney Search Results screen appears.

Seorch for an ottorney

Bor Id 3
Last name B
——— — Debra H, Lowe
Scl:u:h_ Clear Bar Id:

Dewwaly, CREGThIm & Howe

1100 East Main Stract

Richmand, YA 222310
dttormey search rasmlts

I:Q-'E':Uﬁrjﬂl;ih-ﬂi-_?i.’&

.L CHRETY, Hd:gtﬂ’.‘"

Selart reme o lig Core B Forekt EHTCETIER)

Ver. 6/30/2004




If the attorney’ s name does not appear, make sure that the name has
been searched correctly, then contact the appropriate divisional office
for assistance.

If the attorney’ s name appears, click to highlight. A pop-up window
appears displaying the name and address of the attorney. If correct
attorney, click Select name from list.

STEP 11 The Attorney | nfor mation screen appears. Verify the information
contained therein. Modify information if necessary. Any changes made
to the attorney’ s information will apply only to this case.

Lead attorney — select “yes’ if thisis the lead (or only) attorney for
this party.

Click Add attorney to add or Cancel attorney to cancel addition and
return to the Party I nfor mation screen.

Attorney Information (Party Taylor, Denise 6.)

Debra H. Lowe  Bar Id:Unknown Bar Status:Unknown

Office Dewey. Cheetham & Howe Address 1 1100 East Main Straet
Address 2 | Address 3
Gity |Richmond State [vA
Zip 3218 Country [
Phone | Fax

E-mail |debbie_lowe@vaebuscour Lead attorney ves

Click the Add attorney or Cancel affarney button to return to
l Add attorney ] l Cancel aftorney ] [ Clear ] the Party screen and add ather attorneys, add aliases, or

submit all information far this party,

Toreview the attorney and/or alias information keyed for the party,
click Review.

STEP 12 The Review attorneys and aliases screen appears.

Review attorneys and aliases
Denise &. Taylor

Uncheck ta remave Trom list

Attorneys added:

Lowe, Debra H.
Dewey, Cheetham & Howe
1100 East Main Street
Richmond, VA 23219

Aliases added:
M Taylor, Denise &ina (aka)
[___Returnta Party screen || [ Clear |
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STEP 13

If either the attorney or alias information is incorrect, click the
appropriate box to remove the check and remove the information, and
click Return to Party screen; or

If al information is correct, click Return to Party screen.

Click Submit to add the party and proceed with adding additional
parties. Refer to STEP 5 through STEP 12 to add the remaining
parties. When all parties have been added, select End Party
Selection.

The Divisional Office screen appears, to indicate the divisiona officein
which the bankruptcy is to be filed.

Open New Involuntary BkCase

bivisional Office is set to Richmond based on the county code 51041 of the debtor

Divisiona Officeis set based on the county code of the debtor.
Verify that it is the correct division (i.e. Alexandria, Richmond,
Norfolk, Newport News).

Click Next to continue.

(Note: If the user does not follow the instruction to add the debtor to the case last, the
system will not automatically assign the divisional office and the following screen will
appear for the user to select the divisional office manually:

Open New Involuntary Bankruptcy Case

The Party Role entered is not Debtor
¥ou have to manually choose a Divisional Office

IAIexandria 'l
Nextl Clear |

STEP 14

The Select event screen appears to select the appropriate Involuntary
Petition Event.

Open New Involuntary BkCase

Select event
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STEP 15 The Select the PDF document screen appears.

Open New Involuntary EkCase

Select the pdf document (for example: £:1199cv501-21 pdf).
Filename

MAechTrainDocspetition.po
Attachments o Document: & No O Ves

Key complete pathname in filename window, making sure to include

the .pdf suffix. or

Click Browse to navigate to the appropriate directory and file. The

File Upload (or Choose File, if using Netscape) window appears:

o0 Change Filesof types. to Acrobat [*.pdf] or All Files.

0 Change Look in: to the appropriate drive where the document is
located.

o Click on appropriate filename, and then click Open (or you may
double-click on the filename to populate the filename box).

If there are no separate “ attachmentsto document”
0 Click Next to continue and proceed to STEP 16.

If there are separate “ attachmentsto document” (e.g. Divisional

Venue, etc.)

o Change*“Attachmentsto Document” radio button to Yesand
click Next.

Open New Involuntary Bankruptcy Case

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

|| Browse... |

2) Select a document type and/or enter a description.

Type Description

| =l

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.

|7 Adld to List

Femaowe fram List
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Select the filename of your attachment by using Browse, and
following the instructions [in this step] above.

Click the arrow next to Type and highlight type of attachment, if
listed.

Click in Description box and key any additional description, or add
description, if not listed under Type.

Click Add to List.

Continue to add attachments using the steps above as necessary.
Once dl attachments have been added, click Next.

STEP 16 Screen appears prompting for the names of Petitioning Creditorsin the
case:

Open New Involuntary BkCase

Fee: $209

Key Nome(s) of Petitioning Creditor(s) in thic Caze Here: Denise G.Taylor

Key all names, separated by commas.
When complete, click Next to cortinue, or Clear to reset.

Open New Involuntary BEkCase

Click Next to continue.

STEP 17 The Final Docket Text screen appears.

Open New Involuntary BkCase

Docket Text: Final Text

Involuntary Petition Under Chapter 7 filed against June's Bridal Shoppe by Denise . Taylor {Lowe,
Debra)

WARNING!! Submitting thic ccreen commits thic transaction. You will have no further spportunity to
modify this submission if you continue.

Verify docket entry to ensure that information is correct.
If correct, click Next to submit filing to court.
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If docket entry isincorrect, click Back to make corrections, or click
Bankruptcy from Main menu to start over.

(Note: Due to system constraints, neither the attorney representing the petitioning
creditors, nor the attorney representing the debtor (if added during opening) is
included in the docket text.)

Receipt of Filing

The Notice of Bankruptcy Case Filing screen appears. This screen confirms that the
system has received the case and it is now an official Bankruptcy Case.

Open New Involuntary BkCase

U.5. Bankruptcy Court TEST
Eastern District of Virginia - TEST

Netice of Electronic Filing

The following transaction was received from Lowe, Debra entered on 6/16/2004 at 2:19 PM EDT and filed on 6/16/2004
Case Name: June's Bridal Shoppe
Case Numben: 04-30221

Document Number: 1

Docket Text:
Involuntary Petition Under Chapter 7 filed against June's Bridal Shoppe by Denise 6. Taylor (Lowe, Debra)

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

Document description: Main Document

Original filename:N:\ecf\TrainDocs\petition.pdf

Electronic document Stamp:

[STAMP VAEBStamp_ID=B75559604 [Date=6/16/2004] [FileNumber=64727-0] [4
f9ff3dceB5c58203214c718a3 9c3130f19b9e0dcc69faBbf03 723 72407aBadbacebl4b

Each notice will include the following:
- Who filed the document
Date and Time
Case Name
Case Number
Document Number
Original filename (pdf)
Electronic document stamp
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To print receipt:

Click File at top of Netscape screenand select Print, or
Click the Printer icon at the top of the page.

[Note: Itisstrongly recommended that a copy of the receipt be maintained for your
records.]

If you attempt to access the docket or the document through the links provided on the
Notice of Electronic Filing, the following screen will appear, requiring you to log in
using your PACER login and password.

PACER Login

Notice
Thiz is a Restricted Web Site for Official Court Business only. Unauthorized entry is prohibited
subject to prosecution under Title 15 of the U.S. Code. All activities and access attemnpts are logged

Instructions

Enter your ECF login and password for electronic filing capabilities. If you do not need filing
capabilities, enter your PACER login and passward. If you do not have a PACER login, contact the
PACER Sewice Center to establish an account. You may register online at

httpe/pacer psc.uscoutts. gov or call the PACER Serice Center at (300) 676-6856 or (210) 301-6440.

An access fee of §.07 per page, as approved by the Judicial Conference of the United States at its
September 1998 session, will be assessed for access to this service. All inquiries will be charged to
your PACER login that is kept on file. If you do not need filing capabilities, enter your PACER login and

password. The Client code is provided to the PACER user as a means of tracking transactions by
client. This code can be up to thity two alphanumeric characters long,

Authentication

Login:
Password

Client code:

[ Make this my default PACER lagin
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