Adobe Captivate DB_Module8

Slide 1

Miscellaneous Pleadings Cont.

Florida Southern Bankruptcy Court

Notes: Welcome to the continuation of the training module on filing Miscellaneous Pleadings.

Slide 2

6 Objectives
5 ——

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

O Certificate of Service
QO Notice of Change of Address

START

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

Slide 3

“ Certificate of Service

Florida Southern Bankruptcy Court

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 to the Florids Southern Bankruptcy Court Train data base
CAVECF VERSION £.1

NOTICE:

12:01 AM #ll 12:30 AM.

 facitey = for Official Acuviry Jogged 2ystem are subject 10 Federal Rule of Civil Procedure 11 and Foderal Rule of Bankrupcy
under I8USC 152 and 3571

To Update Your ECF Account Information (CLICK HERE!

Information ahout virwing PDF files

Slide 5

Select Attorney-Filed Documents

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

~ Pagew Safetyv Tookv @~

Click Next

Notes: Verify the case number and click Next to continue.
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2B hatpe./ect vain b uscourts govieat-bi

ZIF CMVECE TRAIN - U.S. Bankruptey Courtfisb

"Select Certificate of Service [Attorney]

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

Slide 8

5 -1

~ Pagev Satetyw Tookw Wk~

Click Next

£

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

M Zas Zamors snd Zoa M Zamere
Chapter. 7

o7
Assets-n Judge: LMI Case Flag: CouaDue, CounDuelT

Select the Parey:

Add Craate New Pars

|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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11 useourts.gov <1 bi

¢ Favorites (& CMVECE TRAIN - U.S. Bankruptcy Courtfish

"~ Ctrl + Select Zamore, Zoe M [Joint Debtor]

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

Slide 11

b uscourts.gov/ g b

¢ Fovorites  {JF CMVECF TRAIN - U, Bankruptcy Courtfsb 5 - 0w v Pagew Setety~ Took~ &+

Click Next

£

Notes: Once both are highlighted, click Next.

Slide 12

.114b uscounts.govi cgi-bi

¢ Favorites  [2 CM/ECF TRAIN - U.S. Bankruptcy Courtfisb % ~ 3 dw v Pagew Ssfetyw Tookv @~

Click Browse

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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€ Choose File to Upload

« COMMON (G) » 1 Case Documents

9
& os (@) =

o aeps 0
:
= common @) =

&4 ECRO (0) o
€8 PenaD (\\flsbnal \fisb\MIAUSERS) (S) ¢

File name: < [AuFies ) %

(oenly) [asme

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

Slide 14

29 Googie P v

6 Choose File to Upload

« COMMON (G) » 1 Case Documents ~[4 SR~ B -y v Pagev Sefetyv Tookv @

New folder

& osic)
= APPS (F)
Lx* COMMON (Go)

& ECRO (0)
28 PenaD (\\fIsbnal \MIsb\MIAUSERS) (5:)

File name: ~  Click Scroll Down arrow

o [ Concel ]

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

Slide 15

€ Choose File to Upload

e « COMMON (G) » 1 Case Documents ‘ . ~ % t v Pagev Satetyv Tookw @~

| Organize v New folder
B Desktop

W Computer

& o5
o APPS (F)

= COMMON )
G ECRO (0) 5 Notice of Appeacance

8 PenaD (\\fizbnal\flsb\MIAUSERS) (5:)

Pl Carncn of Saica - [Emsca =

o]

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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48 Croose File to Upload Tl
&™) « COMMON (G) » 1 Case Documents - Page Setey~ Took~ @~
9 campun Rty romen e
& os) X Local Form &
lick Open —
Notes: Click Open to associate the file to the case.
Slide 17

p.... g

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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1rain, S uscouns. GO/ gi-biry Dispatch piIsA39 2663483714

@ - Page~ Sefety~ Toohs~ @~ | @ [N

Office: 1 (Miami)

Chapter- 7 v
Asset 0 Judge LMD Case Flag: CounDue, CounDueIT

oct the category 10 whlc it your evens relate:

Slide 20

ct-rain,fsb uscouns. gov/< gi-biny Dispateh prSE39266 1453714

@ - Page~ Sefety~ Toohs~ @~ | @ [N

Office: 1 (Miami)

Case Flag: CounDue, CounDueIT

seioct he category 1o which your evens relates

Vo] [Ginme]

Click Next

F

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

Slide 21

» -1

Y g v Pagew Satetyv Tookv i~

lie an Attorney Document:

M Zas Zamors and Zoe M Zamere

Assets-n Judge: LMI Case Flag: CounDue, CounDuelT

7 02313013 o Avord Liea (Re # 1) (Shuter, Pasy]

siast] | Cleoe|

Click Next

Notes: The Events screen will appear. Select the relating Order served and click Next.
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~ Pagev Safetyw Tookw v

13,101 71-LM] Za: Zamo v
Type: b Chapter 7 v Office: 1 (Miami)
Assets 0 Judge: LM Case Flag: CovaDue, CounDueIT
Doaket Text. Modty a3 Appropeiate.
Certificate of Service by Attorney Dailin Pena Esq (Re: [14] Order on Motion to Avold Lien). (Pena, Dailin)
Y] [Ciome
Click Next

£

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

Slide 23

I oy

ZIF CMVECF TRAIN - U.S. Bankruptcy Courtfish

Office: 1 OMiami)
Case Flag: CouaDue, CounDuelT

Doaket Text: Finai Text
Certificate of Service by Attorney Dailin Pena Es (Re: [14] Order on Motion 1o Avoid Lien). (Pena, Dailin)

tlon. You will ppo 10 modity

Click Next

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

Slide 24

Office: 1 Miami)
Assets 0 Judge: LMI Case Flag: CouaDue, CounDueIT

U5, Bankrupicy Court

‘Southern District of Florida

102013 at 10:09 AM EDT and filed on /102013

Docket Text:
ICertiicate of Servics by Attorney Daitin Pea Eaq (Re: [14) Order on Motion to Aveid Lien). (Pesi, Daslia)

[Document description:\.fain Document
flename:G: 1 Case Documents Certificate of Service pdf

lectronic document Stamp:
(STAMP bkecStamp._]

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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@ Resources
i ——

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)

m LR 2002-1(F): Certificate of Service
m 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 26

y H 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 27

Click Bankruptcy 3

U.S. Bankruptcy Court

Southern District of Florida
Official Court Electronic Document Filing System

Court
CAUECF VERSION £.1

NOTICE
on 12:01 AM 1] 12:30 AN

s ity ey i Jogged on thiz Feder
under 1SUSC 152 amd 3571

To Update Your ECF Account Information (CLICK HERE]

| Infermation showt viswing PDF filey

Notes: From the Main Menu bar, click Bankruptcy.
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<f-Arain,isb.usCourts. gov/e gi-bin/Dis B ankrupteyFyents &id=29909

o - Page~ Sefety~ Toow~ @ | U N

Bankruptcy Events

Open Voluntary BE Case
Ofen Involuntary BK Case
Crndstor Mantanance.

Judn,pwmmmm

Mot
A Select Other
Auw

Notie,_

Ordar Upload
Batch Filnes

Sl Actions
Eike Clasmy

Notes: The Bankruptcy Events list will appear. Select Other from the list.

Slide 29

CM/ECF TRAIN -
ST hetps.//ect-train fsbuscourts gov/< gi-biny Disgatch. pizeny > 8 [ %] x [ Geope 5~
xFovoites : O » @) 3 @h - Page~ Sefey> Took~ @ J- i [l
2
liscellaneous
Case Humber I

e el

Click Next

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

Slide 30

€ FIT T ———

7837209058

& - Page~ Sefety~ Toos~ @< 1 & [

Notes: The Available Events screen will appear. Click in the text box.
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ct 41ain.isb us€ouRS. gov < g1 biny Dispatel

I aw  Pagev Safety>

Office: 1 (Miami)

Case Flag: CounDue, CounDueIT

EEom ] Click your slection o useaows o bighigh i snd press Eter

Selected Event

Notes: Type “address” to narrow down your search. Two change of address events display.

Slide 32

piTS103T7R37209058

p
Tools~ @~ | @ [

Select Notice of Change of Address (Attorney)

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

Rl <T /ot trsin b ncourts gov!cgi-bin/ Dispateh

() - 7 #m - Pagew Safety> Tools= =

Notes: Confirm your selection appears in the Selected Events field and click Next to continue.
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R T T 1t/ oct-rsin sk uscourts gov/cgi-bi

N8 - #m - Page~ Sefety~ Tooh~ @~ 1 @ [N

Chapter- 7 v Office: 1 (Miami)
Judge LMI Case Flag: CounDue, CounDueIT

Select the Party:

AddSesia New Pacty

Select Zamore, Zac [Debtor]
[svem] [Ciome]

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 first.

Slide 35

Office: 1 (Miami)

Chapter- 7 v
Assets 0 Judge LMI Case Flag: CounDue, CounDueIT

AddSesia New Pacty

T Ctrl + Select Zamore, Zoe M [Joint Debtor]

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

Slide 36

Click Next

Notes: Once both are highlighted, click Next.

Page 12 of 19



Adobe Captivate

DB=ModuIe8

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

(6 choose Fie to Upiosd —

NGy | b+ COMMON (G) > 1 Case Documents

(T

B Desitop

% Downloads
£ Recent Places

2% COMMON (G)
£ ECRO (0)
8 PenaD (\\fisbnal \flsb\MIAUSERS) (5)

File name: Al Fites (7).

Com &

Cancel |

Slide 38

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

% Computer
& os)
4 APPS (F)
£ COMMON (G)

& ECRO (0)

28 PenaD (\\fIsbnal\MIsb\MIAUSERS) (5:)

File name: - [AuFies )

~| Click Scroll Down arrow

I [ Concel j]

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

Slide 39

Page 13 of 19



Adobe Captivate DB_Module8

Slide 40

[ € chroose Fie 10 Upioad

«« COMMON (G)) » 1 Case Documents

% COMMON (G)
4 ECRO (0)

8 PenaD (\\fisbnal \fisb\MIAUSERS) (5))

File name: Notice of Change of Address DBALy ~ | All Files (°7) -

[ 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.

Slide 41

(8 Crooe Fie 1o Uplosd —

(&™) « COMMON (G) » 1 Case Documents

h Organize v New folder

B Deitop
% Downloads

 Recent Places

W Computer 751 Notice of Change of Address_DBAty
& os@ m
3 APPS (F)
2% COMMON (G)
3# ECRO (0) 5 Reaffirmation Agreement
£ PenaD (\\fisbnal \fl:b\ MIAUSERS) (5) %
Filename: Notice of Change of Address_DBAty ~ Al Files () 2
Open_ 7] Concel |
Click Open

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

Slide 42

ct-4rain. Tsb useounts.gov < gi-biny Dispatels p

o - Page~ Safety~ Tools> &=

Notes: The PDF Selection screen will appear again with the file path populated. Click Next to continue.
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. 11sb.uscounts. gov/< gi-biny Dispateh pirS12074774009964

@ - Page~ Sefety~ Tooh= @~ | 4 |8

Type: bic Office: 1 (Miami)

Chapter v
Avsets 0 Judge LAMI Case Flag: CounDus, CounDusIT

NOTE: You are required to update your ECF account information, e.g. U.S. Mall Address, Primary Emall A(ldress.l
mmediately after completing this transaction. Select Utilities - Malntain Your ECF Account.

= R

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.

Slide 44

F 141410 T1sb.USEOURS GOV < gi-biry Dispately pira 4083
5) - (% - Page~ Safety~ Tooh - @~ | @ ]
Type: bk Chapter. 7v Office: 1 (Miammi)
Aswets Tudge LMI Cave Flag: CounDus, CounDualT
Docket Taxt Boity as Appropriste
Notice of Change of Address for Attorney Filed by Debtor Zac Zamore , Joint Debtor Zoe M Zamore . (Pens, Dailin).

= e

Click Next

F

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

Slide 45

T1sbuscounts.gov< g bin/Dispateh. pii6ss1 49372871042

- Page~ Sefety~ Toos~ @~ | @ ]

Chapter: 7v Office: 1 (Miammi)
Aswets 0 Judge LMD Cave Flag: CounDue, CounDuelT

Docket Tuxt Final Text
Notice of Change of Address for Attorney Filed by Debtor Zac Zamore, Joint Deblor Zoe M Zamore. (Pena, Daiin)

Attention!! its thi Ve N po y you continue.

Click Next

Notes: The Final Docket Text screen will appear. Click Next to commit this transaction.
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22672013

Stamp:

AMP bkecStamp_ID~1068065210 [Date=226:2013] [FileNumbern679164-0]

(69165£7147638045 1 6eccas’ 73467 foc 57976 7dcicbd 16843bc3d556c 1014549
Tef94c0794772chba35) 3b0nd0n28aTae3 3601 dScaciDbdeec2932M])

10171.LMI 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.

Slide 47

6 Resources
——
S

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 48 - 54

Random Question

Linked To MiscPldgsDB2

Question 1 of 5

Notes: Knowledge Check
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Slide 55

Thank you for viewing the module on

filing Miscellaneous Pleadings Continued.

Notes:
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Knowledge Check Question 10f 5

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 2 of 5

Upon entry of a sighed 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)

Notices:

Knowledge Check Question 3 of 5

When submitting a Notice of Change of Address include the:

A) new address

B) old address

C) both old and new address
D) none of the above

Notes:

Question 1

Question 2

Question 3

Page 18 of 19



Adobe Captivate

DB=ModuIe8

Knowledge Check Question4 of 5

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:

Knowledge Check Question 5 of 5

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 4

Question 5
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