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Slide 1

< H Miscellaneous Pleadings

Florida Southern Bankruptcy Court

Notes: Welcome to the training module on Filing Miscellaneous Pleadings.

Slide 2

@ Objectives

After completing this module, you will be
able to file:

O Proposed Orders

QO a Certificate of Service

O a Notice of Change of Address

START

Notes: After completing this module, you will be able to upload Proposed Orders and file a Certificate of Service and a
Notice of Change of Address. When you are ready to begin, click START.

Slide 3

Proposed Order

Florida Southern Bankruptcy Court

Notes: Welcome to the lesson on Submitting a Proposed Order. This lesson finalizes the Motion to Avoid Lien [Negative
Notice] entered earlier. Upon the expiration of applicable objection deadline(s), and absent a timely filed objection, a
proposed order is submitted for the Judge’s consideration. For information on the format requirements, refer to the Court’s
Guidelines for Preparing, Submitting and Serving Orders (CG-5).
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Click Bankruptcy

U.S. Bankruptcy Court
Southern District of Florida
Official Court Electronic Document Filing System

w© Southern. Train data base
CAVECF VERSION 5.1
NOTICE:
on s 12:01 AM 611 12:30 AM.
s, onb. dcaviey s logged. u

nder ISUSC 52 and 3571,

To Update Your ECF Account Information [CLICK HERE!

Information sbout viewing PDF files

Slide 5

] .ﬂm"
Claim Actios
fisSlsm Select Order Upload

Order Upload for Bankruptcy

Click Upload Single

Notes: Click Upload Single to continue.
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Single Order Upioad

[Case mumber + 13510171

Click Next

Notes: The Case Number screen will appear. Verify the case number and click Next.

Slide 8

Single Order Upload

Related document number |

] (cemr

Click Next

Notes: Confirm the case number and case name appearing on the screen. For this tutorial, we will leave the Related
document number field blank and click Next to initiate a category search to find the document number.

- Sefety~ Tools~ @~ | @ N

LSeiect the category 1o which your even relates

File
Document Click Scroll Down arrow
Newt] [C

Notes: The Category Search screen will appear. To narrow down your search, select the type of document that your order
refers to. You can further streamline your search by including a filed date range and/or a range of document numbers for
the case. Click the Scroll down arrow to review the remaining categories.
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Single Order Upioad

10174101 Zac Zamor aad Zoe M Zameors

1 the casegory 1o which your evens relses:

Select motion

- - A
Documents “©
axi] [Ciaar

Notes: Since the document was originally docketed by choosing the Motions category, select “motion” .

Slide 11

02192013 9 Ex Parte Motion to Extend Time to File Schedules, Filed by Debtor Zac Zamore,
Joint Debtor Zoe M Zamore. (Peca, Dailin)

02192013 10 Motion to Avoid Lien with Zyrma i [Negativ Notice] ied by Debtor Zac
Tmoen oot bien on Nt omore. (Pesa, Deln)

mount $176), Motion for Adequate
Select 10 Motion to Avoid Lien ill Corp. (Pena, Daslin)

Notes: The search results will display all pending motions in the category that you selected, including the related
document number. By referring to the related document a linkage will be created in the system. Click the check box next
to document number 10 Motion to Avoid Lien.
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Single Order Upioas

A Zac Zamos aad Zoe M Zamors

13.10

02192013 8 B
Joint Debtor Zoe M Zamore. (Peca, Dailin)
% 02192013 10 Motion to Avoid Lisn with Zyma loc [Negative Notice] Filed by Debtor Zac
Zamore, Joint Debtor Zos M Zamore, (Pens,
02192013 11 Motion for Relief from Stay [Fee Amount $176], Motion for Adequate
Protection. Kaob Hill Corp. (Pena, Daslin)

1 the appropriate event 10 W hich your evens relates ‘

Filad by Creditor

Click Next

=] (cm)

F

Notes: Click Next to continue.

Slide 14

Single Order Upioad

13:10171-100 Zac Zamorz and Zoe M Zamars

Related document description: Motion (0 Avosd Liea

e haring, e el o e of Haing Sehsdied

[Related document number: 10 ‘

1 {15b.uscourts.gov! cgi-bin

= v Pagev Safety~ Tools~

. Select Negative Notice

Notes: Select Negative Notice from the list of order types.
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Click Next

E

Notes: Fill in the Hearing date and time only if there was a hearing held on the motion. Since our Motion to Avoid Lien was
filed on Negative Notice, leave these fields blank. Click Next to continue.

Slide 17

Filename

Iachments to Document: & No  Ves

‘ Click Browse
Nexi] [Cioae

(8 Choose file to Upload g =5
Gy b « COMMON(G) » 1 Can n Y [ —
e New folder = - (1 @ 2

Name

731 Vol. Petiton

o Computer >
s e of NoResponse
. =) 2 10 Proposed Ordes Granting Motion To A
el roposed Ordes Granting Motion To

% COMMON (G)
&% ECRO (0)

2 PensD (\fisbn:

B\MIAUSERS) (59

Al Files ()

[ R

Notes: The Choose File to Upload dialog box will appear. Navigate to the directory where the saved file is located.
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Slide 19

File name: < [Anfiecn =

Open Iv] [ cConca |

Notes: Before uploading, verify the correct PDF file is selected and that it meets the formatting requirements. For this
tutorial, we will not simulate reviewing the document. Double-click the PDF file.

Slide 20
(8 Crocse e t Upioad —
R e e <] =
oo ] [ conemt
Click Open [
Notes: Click Open to associate the file with the case.
Slide 21

Single Order Upload

Filename.
G11 Cave Dosuments110 Proposes [ Browse.
tachments to Document: » No  Yes

=] ()

Click Next

Notes: The PDF Selection screen will appear again with the file path populated. Click Next to continue.
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& @

3:01 AL

Related document number: 10

{Order ID: 520

fo it again

Notes: A Confirmation screen will appear. The proposed order will be reviewed by chambers. A signed order will be

docketed by the clerk’s office.

@ Resources
o ——

For further information, refer to our website for:

®m LR 5005-1(G)(1): Submittal of Proposed
Orders

m Court’s Guidelines for Preparing,
Submitting and Serving Orders (CG-5)

Slide 23

Notes: For further information, take a moment to review the listed resources available on our website. When you are

ready, click Continue to start the next lesson.

Certificate of Service

Florida Southern Bankruptcy Court

Slide 24

Notes: Welcome to the lesson on Filing a Certificate of Service. Upon entry of a signed order by from the clerk’s office the
movant must serve any party that was not electronically served and file the Local Form Certificate of Service and
Certificate of Compliance with Local Rule 9073-1(D) (LF-46) with the court within two business days after service. This

lesson will guide you through that process.
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Click Bankruptcy

U.S. Bankruptcy Court
Southern District of Florida
Official Court Electronic Document Filing System

Welcome o the Florida Southern Bankruptey Court Train data base
CMECF VERSION 5.1
NOTICE:
On Mondays the CAUECF and PACER servers will be unavailable from 12:01 AM 6ill 12:30 AM.

onb. dctivity s Jogged 5 73
|Procedure 9011, smder ISUSC 152 and 3571

To Update Your ECF Account Information [CLICK HERE

Information sbout viewing PDF files

Slide 26

Notes: The Bankruptcy Events list will appear. Select Attorney Filed Documents from the list.

Slide 27

~ Page~ Safety~ Tools~ @~

<

Click Next

Notes: The Case Number screen will appear. Verify the case number and click Next.
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' Select Certificate of Service [Attorney]

Notes: The Available Events screen will appear. Select Certificate of Service [Attorney] from the list.

Slide 29

Click Next

E

Notes: Confirm your selection appears in the Selected Events field on the right hand side of the screen. Click Next to
continue.

Slide 30

nex| [SiSelect Zamore, Zac [Debtor]

Notes: The Select the Party screen will appear. Select the party for whom the document is being filed. In this case, the
debtor and joint debtor. Select the Debtor.
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File an Attorney Document:
$.10171.L N Zac Zamace and Zox M Zamorz
Type: b Tv Office: 1 (Maant)

Chapter: 7 v
Judge: LN Case Flag: CounDue, CounDueST

the Parey:
Add Craste New Pasty

Ctrl + Select Zamore, Zoe M [Joint Debtor]

Notes: Then, while holding down the CTRL key on your keyboard, select the Joint Debtor.

Slide 32

Click Next

E

Slide 33

Notes: The PDF Selection screen will appear. Do not attach copies of any served documents to a Certificate of Service.
Instead, reference the title and docket entry number of each document served. Click the Browse button to locate the PDF
file.
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Slide 34

@ Choose File to Upload | 2§ Google SR

« COMMON (G) » 1 Case Documents

~ Page~ Safety~ Tooksw b~

i =| %16 Motion to Extend Time to File Scheds
7 Moti id Lien

% 8 Relet 2y & Adequate Protection
5 8 Reliet From Stay

<1 Computer

519 Certificate of No Response
75110 Proposed Order Granting Motion To A
5 11 Proof of Claim

L Advers
¥

&os@
S APPS (F)
% COMMON (G)

ficate of Service
&4 ECRO (0)

2 PenaD (\\fisbnal\flsb\MIAUSERS) (55

File ame: BT =

Open ] [ Concel |

Notes: The Choose File to Upload dialog box will appear. Navigate to the directory where the saved file is located.

Slide 35

P~

<« COMMON (G) » 1 Case Documents

New folder

e of No Response
] d Order Granting Mtion To A.
%33 11 Proof of Claim

4 Advers ificate of Service
-

= APPS (F)
£ COMMON (G)
S# ECRO (0)

5 PenaD (\\flsbnal\flsb\MIAUSERS) ()

File name:

~| Click Scroll Down arrow

n o] [ concel | ]

Slide 36

8 Chooze file to Uplosd 4§ Google p v
r

o] « COMMON (G) » 1 Case Documents T

Organize »  New folder

3 APPS (F)
S COMMON ()
% ECRO (0)

2 PenaD (\\fisbnal\fizb\MIAUSERS) (59

Ha e Coticatnof Savice - (AP -

Notes: Before uploading, verify the correct PDF file is selected and that it meets the formatting requirements. For this
tutorial, we will not simulate reviewing the document. Double-click the PDF file.
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Slide 37
“:(ho?leﬁzlouvbcd
. DmoNM":‘:‘:’:’“::::evsw« v [AuFies ) =)
e .
lick Open -
Notes: Click Open to associate the file to the case.
Slide 38

Click Next

seiectth catigory io which your evers relaes ‘

em] (€

Click Scroll Down arrow

Notes: The Category Search screen will appear. Select the type of document that the certificate of service refers to. Click
the Scroll down arrow to view the other categories.
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F

Notes: Select “order” from list.

Slide 41

Iseioct the caogors to wiich your event relae:

|E“j f;EE\

Click Next

Notes: Click Next to initiate the search within the database.

Slide 42

o~

~ Pagev Ssfety~ Tools~

1 Order Granting Motion To Avoid Lien (Re: # 10) (Shuler, Pam)

Click Next

Notes: The Events screen will appear. Select the relating Order served and click Next.
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- 8 4| x L2 Google £ -

% v E) v L0 v Pagev Sefetyv Took~ @+

Type: b = Chapter-7v Office: | (Mami)
Assets: 1 Jodge: NI Case Flag CovaDos, CounDueIT

Certificate of Service by Attorney Dailin Pena Esq (Re: [14] Order on Motion to Avold Lien). (Pena, Dailin)

Click Next

E

Notes: The Modify Docket Text screen will appear. Verify the information is correct and Click Next to continue.

Slide 44

Docket Text: Final Text

Certificate of Service by Attomey Dailin Pena Esq (Re: [14] Order on Motion 10 Avoid Lien). (Pena, Dailin)
Attention!! transaction. ¥ Y opportunity ity i
Have you redacted?
G (o)
Click Next

Notes: The Final Docket Text screen will appear. Click Next to commit this transaction.

Slide 45

urts.gov

¢ Favorites | {2 CMVECF TRAIN - UsS. Bankruptcy Courtfisb

Type bk Chapter- 7v Office: 1 (Mfiamt)

Assets: 0 Judge LMI Case Flag: CovaDus, CounDuel T
US. Bankruptey Court
Southern District of Florida
Notice of Electronic Filing

1009 AM EDT and filed on 51102013

Case Name: Zac Zamors and Zoe M Zamore
Case Number: M1

[14] Order o Motion to Aveid Lien). (Pens, Dailin)

Document description:\fsin Document
1 Case Document

lectronic document Stamp:
{[STAMP biecStammp |
o

Slide notes: The NEF screen will appear. The NEF is not a substitute for filing a required Certificate of Service. Clicking on
any of the links on this page will require a PACER login and published fees will apply.
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Slide 46

@ Resources
- —

For further information, refer to our website for:
m Court’s Guidelines for Preparing,

Submitting and Serving Orders (CG-5)

m LF-46: Certificate of Service and Certificate
of Compliance with LR 9073-1(D)

W LR 2002-1(F): Certificate of Service
W LR 5005-1(G)(2): Service of Entered Orders

Notes: For further information, take a moment to review the listed resources available on our website. When you are
ready, click Continue to begin the next lesson.

Slide 47

Notice of Change of Address

Florida Southern Bankruptcy Court

Notes: Welcome to the lesson on Filing a Notice of Change of Address. The Notice of Change of Address must be filed in
each case or proceeding in which the change is to be effected.

Slide 48

~ Pagew Sefety Toolk~ Eh~

U.S. Bankruptcy Court

Southern District of Florida
Official Court Electronic Document Filing System

Welcome to the Florida Southern Bankruptey Court Train data base

CAMECF VERSION 5.1
NOTICE
On Mondays the CAVECF and PACER servers will be unavailable from 12:01 AN 61l 12:30 AM.

| faciy = for oty dceviy o p— Y of Bawirupic

Aonder 18USC 153 and 3571

To Update Your ECF Account Information [CLICK HERE]

Information shout viewing PDF files ‘

Notes: From the Main Menu bar, click Bankruptcy.
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# v Pagew Safety~ Took<w v

Adversary Query Reports

# v Page~ Safetyv Took~ @~ | @ N

Miscellaneous.

Case Humber

= (cee)

Click Next

Notes: The Case Number screen will appear. Verify the case number and click Next.

Slide 51

Office: 1 CMiami)

Case Flag: CovaDoe, CounDueI T

------ ) ] Click your seection, or se arrows to highight it and press Enter

Selected Event
|

Notes: The Available Events screen will appear. Click in the text box. Type “address” to narrow down your search. Two
change of address events display.
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Available Events (chick to seiect s event) Edael e

Select Notice of Change of Address (Attorney)

Notes: Select Notice of Change of Address (Attorney) from the list.

Slide 53

<cf-train fizb uscourts.gov/

# > Page~ Seiety> Took~ @~ 1 & B

S
Click Next

Slide 54

P~

Safety v Tools v @~

Notes: The Select the Party screen will appear. Select the party for whom the document is being filed. In this case, the
creditor Capital One. For the purposes of this tutorial it is an exact match. Select the Creditor.
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Click Next

E

Notes: Click Next to continue.

Slide 56

IMPORTANT: The following iparey i i
IFiting for that party. If this is a joint filing, review che list carefully to ensure

the filing attorney NOT receiving Notices of Electronic
selected.

71 Capital On, (ere) vpresented by Pena, Daiin Esq(aty)
[:ﬁm.. Ciear]

Click Next

Notes: The Attorney/Party Association screen will appear. Read the Important Message provided and proceed
accordingly. If this box is deselected, the attorney filer will NOT receive notices from this case. Confirm the association
has been made and click Next to upload the Notice.

Slide 57

f12b uscourts.gov/cgi-bin 199592224

m v Page~ Sofetyw Tooks~ @~ | & (8]

Filename

[Atachments to Document: & No  Yes
Click Browse

Naxt] [Giear]

Notes: The PDF Selection screen will appear. Click the Browse button to locate the PDF file.
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Slide 58

[ & Choose file to Upload e

| i « COMMON (G) » 1 Case Documents

New folder

id Lien
y & Adequate Protection
51 8 Relief From Stay

3 APPS (F)
3 COMMON (G

S5 ECRO (0)
S PenaD (\\flsbnal\fisb\MIAUSERS) (5:)

P o - [mmecn =

(o [ [cConem

Notes: The Choose File to Upload dialog box will appear. Navigate to the directory where the saved file is located.

Slide 59

N Cocore e o Upice: o

(@) « COMMON (G » 1 Case Documents ~ %2 |

Organize ~

New folder

Name

m sta
% Computer i

of No Response
1 10 Proposed Order Gr

& os(c)
2 A9PS ()
4 COMMON (G)
* ECRO (0)

% PenaD (\\fisbnal \fisb\MIAUSERS) (S)
Fie name: - [miRecn ~ Click Scroll down arrow

[Copm T [Comen ] | ]

Notes: Click on the Scroll Down arrow to locate the file.

Slide 60

(gom::uwu,ma —

(A | b «« COMMON (G:) » 1 Case Documents

New folder

the PDF file
3 APPS (F)
S COMMON ()

% ECRO (0)
€2 PenaD (\\fisbnal\fizb\MIAUSERS) (59

File name: Notice of Change of Address DBAty v Al Files (%) ~

Open |+] Cancel

Notes: Before uploading, verify the correct PDF file is selected and that it includes both the old (or incorrect) address and
the new address. For this tutorial, we will not simulate reviewing the document. Double-click the PDF file.

Page 20 of 27



Adobe Captivate CR_Module6

Slide 61

T8 Choose File to Uplosd

e | & « COMMON(G) > 1 Case Documents

New folder

B Deske ~ Neme
& Downloads T Amended Schedules

W Computer
& os(c

3 APPS (F)

5 COMMON (G

&% ECRO (0)
5 PenaD (\\flsbnal\flsb\MIAUSERS) (5:)

File name: Notice of Change of Address CRAty ~ | All Files (") -

Click Open

Notes: Click Open to associate the file with the case.

Slide 62

ourts.gov/ <gi-bin

W - Page~ Safetyv Tool

Click Next

INOTE: You are required fo update your ECF account information, e.g. U.S. Mail Address, Primary Emall Address,

v after this tr Select Utilities - Maintain Your ECF Account.

=] (o)

Click Next

Notes: At the Information screen read the prompt. This reminds you to complete the process through Utilities - Maintain
Your ECF Account and updating your address there as well. Refer to the lesson on Managing Your ECF Account in a later
module to complete this next step. Parties registered for service with BNC must separately notify the BNC directly of any
changes in service information. Click Next to continue.
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Docket Tuxt. Modity as Appropriste
Notice of Change of Address for Attorney | Filed by Creditor Capital One . (Pena, Dailin)
G (cemr)
Click Next

E

Notes: The Modify Docket Text screen will appear. Verify the information is correct and click Next to continue.

Slide 65

o

Tooks~ @~

Docket Text: Final Text
Notice of Change of Address for Attorney Filed by Creditor Capital One. (Pena, Dailin)

transaction. ¥ Y opportunity ity i

Click Next

Notes: The Final Docket Text screen will appear. Click Next to commit this transaction.

Slide 66

Miscellaneous:

Type: bk Chiapter: 7+ Office 1 O\fiam)
Assets: 0 Judge LMI Case Flag: CovaDus, CounDuel T

US. Bankruptey Court

Southern District of Florida

11:01 AM EDT and filed on 51102013

Capital One. (Pena, Dilin)

Address_CRAty pdt

ectronic document Stamp:
{[STAMP biectStamp |
0

11310171 LA Notice will be electronically mailed to:

Notes: The NEF screen will appear. Clicking on any of the links on this page will require a PACER login and published
fees will apply.
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Slide 67

@ Resources
——

for further information, refer to our website
or:

®m LR 2002-1(G): Change of Address

Knowledge Check

Notes: For further information, take a moment to review the listed resources available on our website. When you are
ready, click Knowledge Check to continue.

Slide 68 - 75

Random Question

Linked To MiscPldgsCR

Question 1 of 7

Notes: Knowledge Check

Slide 76

@ Summary
_—

You should now be able to file:

®m Proposed Orders

m A Certificate of Service
m A Notice of Change of Address

Notes: Now that you have reviewed this learning module, you will be able to upload Proposed Orders and file a Certificate
of Service and a Notice of Change of Address. Click EXIT when you are finished.
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Slide 77

Thank you for viewing the module

on filing Miscellaneous Pleadings.

Notes:
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Knowledge Check Question 167

Upon entry of a signed order by the clerk’s office, the movant must
file the with the court within two business days after

service.

A) Debtor’s Notice of Compliance with Requirements for Amending Creditor Information
B) Declaration Regarding Payment Advices

C) Declaration of Electronic Filing

D) Certificate of Service and Certificate of Compliance with LR 9073-1(D)

Notes:

Knowledge Check Question 2 af7

The email receipt “Notice of Electronic Filing” (NEF) can be used as a
substitute for filing the Certificate of Service.

A) True
B) False

Notes:

Knowledge Check Question 3 of 7

When changing your address in the court’s database, you must:

A) file a Notice of Change of Address in each case or proceeding in which the changeis to be
effected
B) email the clerk’s office the change of address

C) update your ECF account through Utilities in the Main Menu bar
D) both A and C
E) none of the above

Notes:

Question 1

Question 2

Question 3
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i Question 4
Knowledge Check Question 4 of 7

When submitting a Notice of Change of Address include the:

A) new address

—

B
C

old address
both the old and new address

— —

D) none of the above

—_—

Notes:

= _ Question 5
Knowledge Check Quastion 50f7

When uploading a proposed order you must do the following:

A) create an association to the related document

C) file a Certificate of Service

B) serve any party that was not electronically notified
)

D) none of the above

Notes:

Question 6

Knowledge Check Questions of7

Do not attach copies of any served document to a Certificate of

Service. Instead, reference the title and docket entry number of

each document served.

A) True
B) False

Notes:
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Question 7

Knowledge Check B

Do not attach copies of any served document to a Certificate of

Service. Instead, reference the title and docket entry number of

each document served.

A) True

B) False

Notes:
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