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ﬁ Case Opening

Florida Southern Bankruptcy Court

Notes: Welcome to the training module on Case Opening: Filing a New Bankruptcy Case. This module guides you
through the process of case opening when experiencing bankruptcy petition preparation software program failure or in lieu
of having it.

Slide 2

@ Objectives
o e |

After completing this module, you will be
able to:
Q File a Voluntary Petition

Upload a List of Creditors

Assignment

[}
0 Complete the Judge/Trustee
Q File the StIal\tlement of Social Security

Number,

Notes: After completing this module, you will be able to file a voluntary petition, upload a List of Creditors, complete the
Judge/Trustee assignment, and file the Statement of Social Security Number/TIN. When you are ready to begin, click
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START.
@ Navigation
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Slide Number

Table of Contents (TOC)

Move your mouse over the

This button displays
iso

arrows [/ in the image to
the right for information on
its navigational functionality.

Press F11 on you tle of Training Module

2
keyboard to enter or exit

full screen mode.
outhern Bankruptcy Court

‘ Table of Contents (TOC)
=  -— 3 oC
shows o
2 e

The TOG allows you to
revisit siides you have |

Click START to begin.

Notes: Take a moment to review the navigation instructions on this screen. Use the Table of Contents to review a lesson
or quickly access the Knowledge Check if you are already familiar with the content. Additionally, enable the Closed
Captioning to view the text for the slide. When you are ready to begin, click START.
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Click Bankruptcy

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

NOTICE:

On Mondays the CM/ECF and PACER servers will be unavailable from 12:01 AM till 12:30 AM.

This faciliey ts for Official Court Business only. Activity to and from this site is logged. on th tvil Procedure 11 and
“eclaral Rule of Bankruptcy Procedure 9011 Taow onf officials under 18USC 152 and
571,

To Update Your ECF Account Information [CLICK HERE]

Notes: From the Main Menu bar, click Bankruptcy to start the process of filing your voluntary petition package.

Slide 5

Notes: The Bankruptcy Events list will appear. Select Open Voluntary BK Case from the list.

Slide 6

Notes: In the Open Voluntary Bankruptcy Case screen, you will input the primary elements of the case. For the purposes
of this tutorial, you will be filing a Chapter 7 petition for joint debtors. By Chapter, click the Options button.
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{1z5 uscourts.gov/ g -bin/Disp
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Select 7

Notes: Select 7 from the list.

Slide 8

£13b USCOURS.GOV/<gi-biry Dispateh pirOpenBsC aie

o - Page~ Sefety~ Too~ @~ | ] ]

Notes: Joint Petition defaults to No for an individual. Click the Options button.

118 uscouns.gov/<gi-bin Dispatch plIOpenBiC ase

#h - Page~ Sefety~ Toohs~ &~ | @ )

Select y

Notes: Change it to Yes for joint petitions.
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Notes: For Deficiencies, always accept the default of No (this is reserved for internal use by the Clerk’s Office). Click Next
to continue.

Slide 11

| CM/ECF TRAIN -

G5 etpw./ect train b uscouns gov/ < biry Dispatch.pII038BETR0250 v 8 |49 x J28 Goopie -

pen Voluntary Bankruptey Case

Tax ID /EIN

Notes: The Search for a Debtor screen will appear. Debtors must be searched in the court’s database - even when page
two of the petition indicates no prior case- to avoid duplicity of party filers. Since we selected joint debtors, you will work
on the debtor first and then perform similar steps for the joint debtor. You can search the CM/ECF database using various
fields to narrow down your search: SSN/ITIN, Tax ID/EIN, Last or Business name, First name, and Middle name. The
debtor’s name (and joint debtor’s, if applicable) must always be entered exactly as it appears on the petition. The next
couple of screens provide a demonstration of adding the debtor to the case. Just follow the mouse on screen. Click in the
Last/Business Name field and type Zamore.
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Notes: Click in the First Name field and type Zac. A middle name did not appear on the petition so we will leave Middle
Name blank.

Slide 13

Click Search

Notes: Click Search.

Slide 14

Safety > Tools~ &~ | ) (]

SSN/ITIN Tax D /EIN

Select the Zamore, Zac, 150 W Flagler St

Notes: Any matching result will display in the Party search results text box. Select the first matching party record from the
list: Zac Zamora.
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Notes: A dialog box will appear containing the name, address, and redacted SSN for the selected party. Compare this
information with that of the petition. Once you have compared your information click the Close button to exit. You would
repeat these steps until all possible matches have been viewed. This concludes the demonstration for creating a party.

Slide 16

Click Create new party

Notes: After verifying the information provided on the search results, you will have two options to choose from. The Select
name from List button is used only when the party information shown is an EXACT match to all petition data. Otherwise,
the Create new party button is selected when the party is not listed or is not an exact match with the information listed in
the court’s database. For this tutorial, the court’s database did not yield an exact match for our debtor so we will click on
the Create new party button.
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Slide 17

» ~|

m v Pagew Satetyv Toolkv

Notes: The Debtor Information screen will appear. The debtor's complete SSN, as listed on the Statement of SSN, must
be entered here although it will appear redacted on court records. Tax ID should be entered in business cases.

Slide 18

5 v

5 #m v Pagev Safetyv Took~w v

Last name Zamere Firstname Zac

» Generation Tide

| Eis e o Tax WEIN 12425t
Office. Address |
Addrews2 Address

Ciry Sate 2p
County - Country
Phone Fax

— Ruavien .. | A% sl sliss a corpecin paws e liien
popanydan

Notes: When there is more than one Social Security or Tax ID Number, enter them accordingly by clicking on the plus
sign. For the purposes of this tutorial, the debtor’s information has been entered for you as it appears on the petition.
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Slide 19

Tide

124254887

e icking he St St

Click Submit

Notes: Refer to the court’s Style Guide to ensure that all entered data is consistent with the court’s requirements. For
example: apt/suite/room number should be part of Address 1, as shown here, NOT as Address 2. The county selected
must correspond with the zip code entered to have the correct Divisional venue assigned. When the physical address is
outside of the Southern District of Florida, you will be given the opportunity to select the Divisional venue. Click Alias, to
add up to five aliases as needed. Click Corporate parent/affiliate to search for and add the corporate parent information. If
the debtor is a business and a Corporate Ownership Statement is being filed, it will be entered as a separate event. Once
you have verified the information for accuracy, click Submit.

Slide 20

Notes: The Warning dialog box will appear. Since we are representing individual consumers and not a business, the Tax
ID is not required.
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Notes: Click OK to bypass. If it disappears, the data was NOT a required field. Consider this an opportunity to double-
check data entry before final submission.

Slide 22

£.111b uscounts.gov

Favorites | 5% CMV/ECF TRAIN - U.S. Bankruptey Courtfish % ¥ w0 v Pagev Safetyv Tookv @~

Open Voluntary Bankruptcy Case

SSNTITIN Tax ID/EIN
LastBusiness name Zsorsf

First Name

Middle Name.

Saucn | [Cianr

Notes: The Search for a Joint Debtor screen will appear. Now we will search for the joint debtor’s information as we did
the debtor’s. For this tutorial, the information has been entered for you. Click in the Last/Business Name field, type
Zamore.

Slide 23

m v Pagev Safety Tookv Wk~

Notes: Click in the First Name field and type Zoe.
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Slide 24

Click Search

Notes: Click Search.

Slide 25

Click Create new party

Notes: Any matching results will display in the Party search results text box. Copy previous party’s address is checked
automatically to carry over the address of the debtor. Uncheck this box if the joint debtor’'s address is different. A potential
match is not listed in the court’s database based on the information on the petition. As a result, we will leave Copy
previous party’s address selected and click on Create new party to enter the joint debtor.

Slide 26

Tast mame Zarre Firstname Zoe

uagte Gonerstion Tiae
ssXITIN ] oo Taxtamsy s
Address3

Seate 7 21p 32172
v Country
Fax

[ aios.. | Corperate parent  attiiaie Faviow..._) Sl S loas St spen oo s
! et cicking ha St St

Notes: The Joint Debtor Information screen will appear with the debtor’s address. Click in the SSN field.
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Slide 27

P v

v Pagev Satetyv Tookw W~

Firstname Zoe

Generation Tide
Tax WEIN s
Address1 1002 5w 107 Ave

Addrows3
Sate 7 Zip 22172
~  Country
Fax

Al | crpcrate parent afiiate Favian | AL sl slien s copecein s o sz
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Notes: Type the SSN. When there is more than one Social Security or Tax ID number, enter them accordingly by clicking
on the plus sign.

Slide 28

Last mame Zarre Firstname Zoe

Generation Tide

SENATIN sc7s2eree 0809000 Tax EIN
Office. Address 1

Address 2 Addrows3

Ciry miami Saate ©1
County. MIAMLOADE FL (12088) - Cowntry
Phone Fax |

At il st 1 corpceis s o szt
et icking e S e,

Carporaie parent / attiliaie Review

==

Click Submit

Notes: Verify the information and click Submit.

Slide 29

£.15b useounts.gev! < g bin Disg

CIF CMVECE TRAIN - US. Bankruptey Courtfisb

Click Next

Notes: The Divisional Office Venue screen will appear. Verify if the Divisional Office is correct. If the Divisional Office is
inconsistent with the information you entered, use the browser’s Back arrow in the upper left corner of the screen to make
any corrections to the County or Zip code entered on the previous screens. Otherwise, click Next to continue.
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Slide 30

11 uscourts.gov/<g. binDicy

a5 - Page~ Sefety~ Toos~ @~ | @ ]

© secking 2 waiver of the filing fee or to pay the filing fee in installments, you MUST upload the appropriate application immediately after
ing the case.

Escimated number of ereditors - ok R ”
Estimated assets - Single Asset Real Estate

Notes: The Statistical Data screen will appear. The Fee Status field defaults to Paid. Click on the Options button to view
status types.

Slide 31

< Click Options a1TOW yinees

5 s
Sengle Asset Real Estate
Estimated lisbilities = i

Notes: If the petition is accompanied by an Application to Pay Filing Fees in Installments, change the Fee Status field,
from Paid to Installment. The Application would be filed concurrently with the Petition as a separate event. If changing it
to IFP Filing Fee Waived, ensure that an Application for Waiver of Chapter 7 Filing Fee is filed along with the petition, also
as a separate event.
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Prior filing within last 8 years o+

Fee status  ~ais
Nature ofdebt consomer
Assetnodee 1o~
Estimated number of ereditors 1 43
Estimated assets 39 1= 320 000 =
Estimated lisbilities (217000 M— -

Click Next

Notes: Leave the Fee Status field default of Paid. For this tutorial, the information has been entered for you to match the
first page of the petition. Similarly, this would apply for the Type of Debtor or Nature of Business selections. Verify the
information is accurate and click Next to continue.

Slide 33

Notes: The PDF Selection screen will appear. When using CM/ECF, any document uploaded must be in a PDF file format
with the exception of the Creditor Matrix. The minimum requirement to open a bankruptcy case is the Official Form
Petition which consists of 5 pages, including Exhibit D. A complete petition package is filed as one PDF, including:
Exhibit D (for each, the debtor and joint debtor), accompanying Schedules —with unsworn declaration, Lists, Statement of
Financial Affairs, and Statement of Intention-if applicable. Bookmarks are required to identify each document within a
multi-document PDF. If the petition exceeds the file size of 10 MB it must be broken down into multiple documents. Click
YES to add attachments. This feature can also be used to attach exhibits, affidavits and other supporting documents. For
the purposes of this tutorial, we are filing an Official Form Petition which is below the 10 MB file size limit so we will accept
the Attachments to Document default of No. Click the Browse button to locate the Official Form Petition.
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6 Chroose Fie to Uplosd —

e®) «« COMMON (G) » 1 Case Documents

Organize »  New folder
B Desitop
&% Downloads
L Recent Places

4 Libraries
% Documents
D Massic

i Pictures

 Videor

-8 Computer
&os@
G APPS (F)
2% COMMON (G)

& ECRO (0)
€ PenaD (\\flsbnal \flsb\MIAUSERS) ()

File name:

F

Notes: The Choose File to Upload dialog box will appear. Navigate to the directory where the saved file is located. The
next couple of screens will provide a demonstration of uploading a PDF file to CM/ECF. Just follow the mouse on screen.

€ Choose File to Upload

<« COMMON (G:) » 1 Case Documents =l

Name

N

w3 e
., Right click the PDF file " ||

&% COMMON (G)

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

File name:

F

Notes: When selecting a file you may right-click or double-click on the file you want to upload. However, before
uploading, verify the correct PDF file is selected and it is complete and legible. Right-click the PDF file.

Slide 36

6 Croose bl to plosd — 48 Goagie
C)e)| & * COMMON (G) » 1 Case Documents |
TET——TS l 5
% 2 el Balils
4 Recent Places A 1
[ e vt Adobe Acrober X 1
i Print 1

% CombiGelect Open with Adobe Acrobat
Scanta

Open with

™ Computer
& os@
G APPS (F)
2% COMMON (G:)

Always

ARSI I E

54 PenaD (\\fisbnal \flsb\MIAUSERS) (5

File name: 1 Vel. Petiton

Properties

Notes: Select Open with Adobe Acrobat to confirm you are uploading the correct file to CM/ECF.
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3. 1 Vol Petiton pdf - Adabe Acrobat Pro
File Edt View Window Help = =]

Choose File to Upload
iy

fiew BE BB 0000 - W

@ [1]r2|[aex]~] = Tools | Comment | Share

8 Computer
& os @)
G APPS ()
£ COMMON (6)

2% PenaD (\\fisbnal\fisb\MIAUSE

File name: 1 Vel

Notes: The image of your document will open. Make sure electronic signatures appear on Exhibit B and Exhibit D.
Confirm the PDF file has the correct information and pursuant to Federal Rules of Bankruptcy Procedure (FRBP) 9037
has been redacted to ensure the PDF image does not contain personal identifiers.

Slide 38

551 Vol Pectonpat - Adobe A5
File Edit View Window Help

Tl crete - | (9 =B | e - *Click Close

Organize »  New folder e —
SEl * ROl soex | 2ES Tools | Comment | Share

B Deitop

% Downloads

% Recent Places

58 ibrories
3 Documerts
& Music

i Plctures

B Videor

™ Computer

&os@

9 APPS (F)

2% COMMON (G:)

2 PenaD (\\fisbnal flsb\MIAUSE]

File name: 1V

| € Croose File to Upioad pre—

« COMMON (G:) » 1 Case Documents

New folder
Name

411 vol. Petiton

to Extend Time to File Scheds
to Avoid Lien
7318 Relief From Stay & Adequate Protection

G APPS (F)
2% COMMON (G)

2 PenaD (\fisbal \fisb\MIAUSERS) (5)

File name: 1 Vel. Petiten

Select Open

Notes: Click Open to associate the file with the case. This concludes the demonstration of uploading your PDF file.
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~ Page~ Sefety~ Tooh~ @~ | i) ]

Click Next

Notes: The PDF Selection screen will appear again. Verify the file path of the PDF selected populates the Filename field.
Click Next to continue.

Slide 41

- 5 |+ | x |8 coogie £ -

v Pagew Safetyv Toolkv

UMPORTANT; Enter in the Fields Below ONLY the Amounts Reflected on the Schedules Being Filed at thiz Time.
1€ s Schedule IS NOT Belng Filed at this Time, Leave the Field BLANK.

16 8 Schedule IS Being Filed at this Time, and There s No Amount to Report, Enter a ZERO (0) in the Fleld.

SUMMARY OF SCHEDULES

NAME OF SCHEDULEFORM ASSETS | LIABILITIES. oTHER
A~ Real Property
B - Personal Propesty
D - Creditors Holding Secured Claims Report totals

E - Cradutors Holding Unsecursd Priocity Claims

F - Craditors Holdiag Unsecured Nooprioaty Clains
Average Income (from Schedule 1, Line 16)

Average Expenses (from Schedole J, Line 15)
Correat Moathly

iy Income
(from Form 22 Line 12; OR. Form 22B Line 11; OR. Form 22C Line 20)
TOTAL Type of Linbility from

Form 6, Statistical Summary

(Generally Nendischargeable Debt — 28 USC 139)

Notes: The Summary of Schedules screen will appear. Read the instructions and enter all fields contained in the
Summary of Schedules and Statistical Summary as well as the Statement of Current Monthly Income. For this tutorial,
leave these fields blank since we are not filing a complete petition at this time.

Slide 42

P v

W v Pagev Satetyv Took~

Open Voluntary Bankruptcy Case
UMPORTANT; Enter in the Fields Below ONLY the Amounts Reflected on the Schedules Being Filed at this Tlme.
1€ & Schedule IS NOT Belng Filed at this Time, Leave the Field BLANK.

16 8 Schedule IS Being Filed at this Time, and There s No Amount to Report, Enter a ZERO (0) in the Fleld.

SUMMARY OF SCHEDULES

NAME OF SCHEDULE/FORM ASSETS LABILITIES oTHER
A Real Proparty i

B - Personal Propesty
D - Creditors Holding Secured Claims
E - Credutors Hoiding Unsecured Priocity Claims

F - Creditors Holding Unsecured Noaprioaty Clains
Average Income (from Schedule 1, Line 16)

Average Expenses (from Schedole J, Line 15)
Correat Moathly Income

(from Form 224 Line 12; OR. Form 22B Line 11; OR. Form 22C Line 20) Click Scroll Down arrow
TOTAL Type of Liability from

Form 6, Statitical Summary

(Generally Nevdischargeable Debt — 28 USC 139) ]

Notes: Scroll down to the bottom of the screen.
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NAME OF SCHEDULEFORM ASSETS LIABILITIES OTHER

- Cradstors Holding Unsacured Priority Claisaa
F - Cradstors Holding Unsacured Nomproity Clam

Average lncome (from Schedule L, Line 16)
Average Expenses (from Schedule J, Line 15)

Cusrent Moathly Income
(feom Form 224 Line 12, OR, Foan 228 Line 11; OR. Forn 23C Lise 20)

TOTAL Type of Liability from
Form 6. Statistical Summary
(Qenerally Nondischargeable Debt — 25 USC 139)

! mputed)
: Click Next o don DR E

'E‘C-v\

E

Notes: Click Next to continue.

Slide 44

[ Schedule C- Total value of claimed exemptions

‘Schedute 1 ine 1: Monthly gross wages. salary, and commission Debtor Spouse
Schedule I line 3: Subtotal of payroll deductions Debtor Spouse
Schedule e 20¢; Monthly net income

Form B22A

Line 1A: Veteran's declaration
Line 18- Declaration of non-consumer debts

Line 2: Marital filing status =
Line 11: Subtotal of current monthly income Debtor Spouse
Line 14B: Debtors household size

Line 14: Applicable median family income
Line 15: Cusrent moathly income
Line 19A: National standards: food, clothing and other items

Line 198: N 2
Line 198: N, years
Line 20A: Local d

Click Scroll Down arrow

i s SR C

Notes: The Statistical Data screen will appear. For this tutorial, we will leave these fields blank. Click the Scroll down
arrow to reach the bottom of the screen.

Slide 45

Line 23: Local standards: wansportation ownership lease expense Number of vehicles owned

Line 23c and 24c:1 expen Vehicte 1 Vehicte 2
Line 33: Total expenses allowed under IRS standards

Line 38 Education expenses for dependent children undes 1§
Line 39: Additional food and clothing expense
Line 41: Total additional expense deductions

Line 46: Total deductions for debt payment
Line 47: Total of al deductions allowed
Line 50 Monihly disposable income

Line 51: 60-month disposable income
Line 52: Tnitial presumption determination
seured debe

i
Lu Click Next AR

e ) detormination v

| sl
lcm] Ciosr]
E

Notes: Click Next to continue.
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ct-4rain S uscouns.gov/cgi-biry/ Dispatch. piT38) 701651959067

@ - Page~ Sy~ Toos~ @~ } & [l

Line 22B: Local stand] Message from webpage.
Line 23: Local Number of vehicles owned -

Line 23 and 24c: Ly fb, Worming: you have not entered any dats Nadart Yeldaca
Line 33: Total expens

Line 38:
L i ==
Line 41: Total ady ——

Line 46: Total deductions for debt payment Click OK
Line 47: Total of all deductions allowed

Line 30; Monthly disposable income

Line 51: 60-month disposable income
Line 52: Initial presumption determination
Line 33: Total non-priosity unsecured debt

Line 54: Threshold debt payment amount
Line 55: Secondary presumption determination -
[Mowmt| [Clanr |

Notes: At the Warning dialog box, click OK to bypass.

Slide 47

@ - Page~ Safety~ Tools

ol ypor trom in addition 1o Form B22A, dock
ubamired.

' Select Unknown

F

Notes: The Presumption of Abuse Arises screen will appear. Select Unknown since the Statement of Monthly Income and
Means Test Calculation (Form B22A) was not included with the petition and will be filed as a separate event.

Slide 48

1011 uscourts.gov. <. bin D

@ - Pagew Safety> Tools =

Open Voluntary Bankruptcy Case

Presumption of Abuse Arises:

ote: If the Statement of Curvent Manthly Income and Means Test Caleulation Form Is Not Being Filed Along with the Pecirion. Select Unknown

ol in addition to Form B22A, docks
from A have been submirted.

Click Next

Notes: Click Next to continue.
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Click Next

Notes: At the default screen, click Next.

Slide 50

Click Next

Notes: The Fee screen will appear. This screen confirms the statutory fee that will be charged. Verify the fee amount
matches the chapter and click Next.

Slide 51

Open Voluntary Bankruptcy Case

n Judge/Trustee Assignment to Complete Case Opening Process.

Fﬂlmedialel_\‘ After Submitting Petition, Click on Creditor Maintenance to Upload the Creditor Matrix File, then Click

Click Next

Notes: The Reminder screen will appear. This is a reminder that you are only half way done. Next, upload the Creditor
Matrix separately and perform the Judge/Trustee Assignment to complete the case opening process. When other
documents are also filed, they must be entered AFTER these two transactions are done. Click Next to continue.
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7 Ssh UsCOUnS.gov/ g biny Dispateh. piI0382] 5556231 27

@ - Page~ Safety~ Tools~ @~ | N I8

I Chapter 7 Voluntary Pecition

=l

- [Fee Amount $306] (Pena, Dailin)

Click Next

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

Slide 53

1 112b uscounts.gev <. bi

o - Page~ Safety~

Atention!! 5 ction. Y N opportuminy submnission if cinme.

Click Next

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

13-10409 Notice will be electronically mailed to:

1310409 Notice will not be electronically mailed to:

Notes: The Notice of Electronic Filing (NEF) screen will appear along with the Summary of Current Charges dialog box.
The NEF is the confirmation that your transaction has been filed electronically and that a case number has been
assigned. You will need this case humber when completing additional transactions.

There are various links provided on the NEF screen. Clicking on the Case Number will allow you to generate a Docket
Report for this case which provides a listing of documents entered in CM/ECF based on your search criteria. Clicking on
the Document Number allows you to view the PDF image of the petition just filed. Clicking on the Notice of Bankruptcy
Case Filing link at the top of this page will generate a printable confirmation of the bankruptcy filing and participants in the
new case. This link will only appear on the NEF screen for new cases. These links require a PACER login and published
fees will apply.

Refer to last module’s lesson on Maintaining Your ECF Account for more information on email noticing.

Please note that any petition deficiencies must be cured by the deadline on the notice or the case may be dismissed
without further notice of the court.

The Summary of Current Charges dialog box will show a summary of current charges due. In order for this window to
display properly, your pop-up blockers will need to be set to allow pop-ups from the court’s website. You have the option
to Pay Now or Continue filing. The court recommends that you select Pay Now to avoid the suspension of filing privileges
due to outstanding charges due. When selecting Continue Filing, you will be reminded to pay filing fees after each
transaction. Any additional fees will be added to the Summary of Current Charges. Select Pay Now, although we will not
demonstrate paying these current charges in this lesson. Refer to the lesson on Paying Filing Fees in the last module for
the steps.
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P v

W v Pagew Safetyv Toolkv

U.S. Bankruptcy Court
Southern District of Florida

you. Your the amouat of §

int 2 copy ofy et s
deseripion:

> 7013 306.00)

Notes: The Pay Confirmation displays once the fees are paid. It contains the case number and provides a payment
transaction number.

Slide 56

Resources

For further information, refer to our website for:

®m Clerk’s Filing Instructions ™ LR 1002-1: Case

= Filing Requirements
(by Chapter)

Commencement

= LR 1006-1:
Installment

= Style Guide Payments & Ch 7
m Summary of Fees Fee Waivers

W LR 1007-1: Required Documents; Extention of

Time to File

Continue

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 57

List of Creditors

‘\_

Florida Southern Bankruptcy Court

Notes: Welcome to the lesson on Uploading a List of Creditors using CM/ECF. Immediately after submitting the Voluntary
Petition upload the List of Creditors text file; the document that contains the name and mailing address of each creditor
listed in the debtor’s schedules. Pursuant to Local Rule 1009-1 (D)(2), all creditors should be uploaded when a case is
filed. This is the second part necessary to complete the case openina process.
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Slide 58

Guildelines

QO Type faces: Courier 10 Pitch, Prestige Elite, or Letter Gothic
Q List the creditors without titles (i.e. Dr., Mr., etc.)

Q Each creditor listed must consist of no more than five total

single-spaced lines

Q The city, state, and zip code must be the only information on
the last line

Q Each creditor must be separated by one blank line

O Do not include any additional information, page numbers,
headers, or footers

O Save the data in text format only

Notes: The List of Creditors is to be filed in accordance with the Clerk’s Instructions for Preparing, Submitting and
Obtaining Service Matrices. The following are some general guidelines when formatting a List of Creditors. Take a
moment to review the guidelines. When you are ready to begin, click START.

Slide 59
v Pagev Safetyv Tookw o-’
U.S. Bankruptcy -
Click Bankruptcy Southern District of Florida
you. Your transaction i apleted.
'euw‘;r:«‘::(:fwm 7X(13-10409) [asse.volpTa) ( 306.00)
Notes: From the Main Menu bar, click Bankruptcy.
Slide 60

uscounts.gov/<gi-binDisplayMeou. piTEankrupte Events &id=

o - Page~ Sefety~ Tools~ @~ | I ]

Notes: The Bankruptcy Events list will appear. The list of creditors provided by the debtor at the time the petition is filed
resides in a different database from the creditors and other parties to the case. To make sure that they are included in all
future noticing, they must be added to the case database through a separate process by selecting Creditor Maintenance
from the list.
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Slide 61

Select Upload a creditor matrix file

Notes: The Creditor Maintenance screen will appear. Creditors can be entered individually OR uploaded as a list of
creditors in a text file format. For our new bankruptcy case, select Upload a creditor matrix file.

Slide 62

Click Next

Notes: The Case Number screen will appear. CM/ECF will default to the last case number entered. If it is not your new
case, re-enter the correct case number. Otherwise, click Next.

Slide 63

ZECF o

Case mumber 1136k 10409

Eater name of e andcick on Next
Exampie:crcreditorscn |
(i) (Cier

Click Browse

Notes: The Load Creditor Information screen will appear. The creditor matrix is the only non-pdf document uploaded into
CM/ECF. Be sure you saved it in a text file format. Click the Browse button to locate the List of Creditors.

Page 24 of 43



Adobe Captivate

DB=ModuIe2

16 Choose File to Upload

Slide 64

[@®) « COMMON (G)) » 1 Case Documents

Organizew.. Nowfolder
B Decktop
% Downlosds
£ Recent Places

4 ibearies

1 Video:

8 Computer
& os @)
G APPS ()
£ COMMON (G)
4 ECRO (0)
£ PensD (\\fisbnal \flsb\MIAUSERS) ()

File name:

11 Vol Patiton
2 Creditors Matrix

%523 Seatement of Social Security Number

%514 Statement of Current Monthly Income(7)

535 Declaration Re Hlectronic Fiing

52 6 Motion to Extend Time to File Scheds

45 7 Motion to Avoid Lien

9L 8 Relief From Stay & Adequate Protection

518 Relef From Stay

919 Certiicate of No Response

91 10 Proposed Order Granting Motion To A.

3 11 Proof of Claim

B Adversary Complaint

-

- [AuFies o)

E

Notes: The Choose a

8 Croose File 1o Upload. pr—

ey i = COMMON (@) » 1 Case Documants

Organize »  New folder
B Desitop
&% Downloads
% Recent Places

4 Libearies
% Documents
o Music

i Pictures

H Video:

8 Computer
& os(@
G APPS (F)
% COMMON (6
54 ECRO (0)
5 PenaD (\\fisbnal \isb\MIAUSERS) (5)

File name:

11 vol. Petiton
2 Cred
73 Stateme

B4 ststeme pige click the PDF file |

5 Oeclorat
%516 Motion to Litend ime to e Screas
9517 Motion to Avoid Lien

Adequete Protection
918 Relie From Stay
919 Cenifcate of No Response
9110 Proposed Order Granting Motion To A
B 11 Proo of Claim
%5 Adversary Comy
- s

E

Notes: Right-click the

PDF file.

6 Crooe e o Upload P——

Slide 66

e « COMMON (G) » 1 Case Documents ~ 4 1 »
| oromnce = newton . 0-® l
B Decttop Name -
ownioeds
gy 1 Vo, Petton
2G
% A sestemd  Select
% Documents T4 Shatarn Open
5 Declore 35
9 4 6 Motion)|
;ﬁ i EdiSelect Open
s Reierrd = C
= ) ot} & Combinesupperted fies n Acrobat
' sfum,u or 419 Cenifi Scan for Viruses.
& ioes 0 Frorope]  Opanwin :
= Proof
2% COMMON (G) 21‘“ s Ahways svailable offline
* ECRO (07) - _‘::‘ Restore previous versionz
£ PenaD (\\fisbnal \isb\MIAUSERS) (5:) =R Sad >
File neme: 2 Craditors Matrix - =
Copy
<
Delete
Raname

Notes: Select Open.
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" 2 Creditors Matrix - Notepad
[ Fie Edi Format view Help

S Fingular wireless .
B Po Box 70811
. Oganze v Newfoides [JcharTotte NC 28272-0811
B Deitop Randy's machinery
% Downloads Lauderhill FL 33301

£ Recent Places

EastCoast Home Insurance
1111 E 11 st #
S Miami springs FL 33130

3 Documents mBsa Americo Banco

POB 15165
& Music wilmington DE 19850

Bl Pictures First union National Bank
1 Videos POB 13765

Roanoke VA 24037

% Computer Banco of America

% Compute Banco of

& os(c) Greensburg NC 27419

S APPS (F) Household Retail Services
. /0 mary Jones

£ ChemMol . 4141 Folrth Ave #900

4 ECRO (0) Seattle wa 98121

8 PenaD (\isbnat\is\WMIA | { 4oo € xpeditions
a Aten: John miller
ile nome: $13557% 3

Hoqiam wA 98550

Brown Fox
1212 quick Lane

Notes: The matrix will open. Verify it contains the correct creditors for the case and complies with the required formatting.
Regarding corrections, delete any account numbers, duplicates, or attorney/debtor addresses.

72 Creditors Matrix - Notepad
Fle Edt Format View Help

Cingular wireles
70811

L 8 €nocse e to Upload

= PO Box 708
T A

B Desitop Randy's machinery
0
% Downloads Lauderhill FL 33301

% Recent Places EastCoast Home Insurance
1111 E 11 st #
miami springs FL 33130

S Libearies
mBsA Americo Banco

P08 15165
o Muzic Wwilmington OE 19850

i Pictures First union National Bank

Video OB 13765

B via Roanoke VA 24037
W roe Banco of America
¥ Compute Banco of

& os () Greensburg NC 27419

G APPS (F) Household Retail Services

70 mary Jones
£33, COMMON (%), 4141 Fourth Ave #900
# ECRO (0) Seattle WA 98121

S Penab (W< video Expeditions
Aten: John mMiller
File name: §(355

Hoqiam WA 98550

Brown Fox
1212 Quick Lane

/6 Choose File to Upload -

CNeys| & = COMMON (G) » 3 Cate Documents

Organize v New folder

B Desktop

Downlosds
- o 1 vol. Patiton
5 Recent Places

2 Creditors Matrix
423 Seatement of Social Security Number

451 4 Statement of Current Monthly Income(7)
7515 Declarstion Re Electronic Fiing

4 Libearies

5 6 Motion to Extend Time to Fle Schedz
451 7 Motion to Avoid Lien

9515 Relef From Stay & Adequate Protection
9518 Relef From Stay

%19 Certiicate of No Response
#5110 Proposed Order Granting Motion To A
5 11 Proof of Claim

953 Adversary Complaint

G APPS (F)
2% COMMON ()

4 ECRO (0)
28 PenaD (\\fisbnal\flsb\MIAUSERS) (S)

File name: 2 Creditors Matrix - [AuFiles )

Select Open

Notes: Click Open to associate the file with the case.
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Slide 70

Case mumber 1.13.6k 10409

Eter mame of Bl and ek 8 NSt . o iz vt ines i)

Click Next

Notes: The Load Creditor Information screen will appear again with the file path populated. Click Next to continue.

Slide 71

Click Submit

Notes: The Total Creditors Entered screen will appear. Verify that the correct number of creditors was uploaded. If the
total does not match your creditor count, exit this transaction by selecting Bankruptcy from the Main Menu to upload the
correct matrix file. Otherwise, click Submit to continue.

Slide 72

Notes: The Creditors Receipt screen will appear confirming the number of creditors added to the database for the case.
Uploading the Creditor Matrix does not generate a NEF and it will not appear on the case docket.
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Slide 73

Resources

For further information, refer to our website
for:

m Clerk’s Instructions for Preparing,
Submitting, and Obraining Service
Matrices

W LR 1007-2: Mailing List or Matrix

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 74

Judge/Trustee

Florida Southern Bankruptcy Court

Notes: Welcome to the lesson on Assigning the Judge/Trustee. Immediately after submitting the List of Creditors,
proceed to assigning the Judge/Trustee.

Slide 75

F htps Wb uscourts gov/cah-bi

S CM/ECF TRAIN - USS. Bankruptey Courtfisb

Notes: From the Main Menu bar, click Bankruptcy to complete the final step of the case opening process.
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1 uscourts.gov/<g-bin/ D o piTBankrupteEvents &id= 29960

@ - Pagew Sefety~ Tooh~ &= | N (]

Notes: The Bankruptcy Events screen will appear. All judges and trustees are randomly assigned. During the processing
of the assignment, it is important that you do not use the browser back button to revisit previous screens. Select
Judge/Trustee Assignment from the list.

Slide 77

Favorites | S[o CMV/ECF TRAIN - U.5. Banksuptcy Courtflsb

“may take  few mmimutes Please be patient A confumation sereen will sppess

341 Judge And Trustee

fn';: Chapter 341 Meeting. Judge Name Trastee Name

¥

Mesing o Craitos tobebed 0 06102013t 1000 A a 51 SW Fist A Roorn 102 Miasi. Oections sy st 08

Zamore
nd Zow to Discharge Dischargeability doe by 08.09.2013. (Pens, Dailin)
Zamers

List Of Cases That Didn't Get Processed. Please Call (305) 714-1741 For Help.

Case
No trustes could be assigned to your batch of cases for 51 SW First Ave Room 102, These cases = 1 the court

An ervor has occurred.
Please call (305) 7141741 for help.

Notes: A screen will appear confirming the Meeting of Creditor’s date, time, location and complaint deadline(s) along with
the judge and, when applicable, a trustee assignment or claim bar date if it is an asset case. All creditors should be
uploaded when a case is filed pursuant to Local Rule 1009-1 (D)(2). If a creditor is added to this case after the service of
this entry to all parties by the court, it becomes the debtor attorney’s responsibility to serve the added creditor a copy of
the 341 Meeting notice.

Slide 78

Resources

For further information, refer to our website
for:

®m LR 1073-1: Divisional and Judicial
Assignment of Cases

m LR 1009-1(D)(2): Service on

Affected Parties Required

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.
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Slide 79

Statement of SSNs

Florida Southern Bankruptcy Court

Notes: Welcome to the lesson on Filing the Statement of Social Security Number(s). There are several required
pleadings that are filed separately at the time the petition is filed. The first of which is the Statement of Social Security
Number(s). All documents filed in CM/ECF, with the exception of the Statement of Social Security Number(s), are
viewable from the public docket report. This PDF image is only available to court users and is required for all petitions.

Slide 80

G5 natps:/ect-tein S uscounts gov/cah-binsJudTrssee81 Avign ot

S} CMVECE TRAIN - U.S. Bankruptcy Courtfisb

Select Bankruptcy 341 Judge And Trustee

Case | M€ Chapter 1 Meeting Judge Name Trastee Name

Tsicoff Laursl M. Tabas Joul

Zamors DMesting of Creditors to be held on 06102013 at 10:00 AM at 51 SW Fisst Ave Room 102, Miami. Objections.
to Dischacgs Dischargeablity doe by 08.09:2013. (Pena, Dailin)

List Of Cases That Didn't Get Processed. Please Call (305) 714-1741 For Help.

Cae
of cases for 51 §W First Ave Room 102, These cases 5 the court

An ervor has occurred.
Please call (305) 7141741 for help.

Notes: From the Main Menu bar, click Bankruptcy.

Slide 81

Notes: The Bankruptcy Events list will appear. Select Other from the list.
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Slide 82

2~

w0 v Pagew Safetyv Tookw v

Click Next

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

Slide 83

ct4r4in Ssb UsCOURS. GOV/<gI-biny Dispateh. plIg1 9432741297707 > 8 | % | x [ ceope » ~|

¢ Favorites | {JE CM/ECF TRAIN - U.S. Bankruptcy Courtfish % v B) v 3t v Pagev Safetyv Tookw @~

Notes: The Available Events screen will appear. You can use the scroll bar to navigate through the list of events or search
for a specific event by entering a key word in the text box. Click in the text box above Available Events and type
“statement” to narrow your search. A listing that contains the key word will appear.

Slide 84

o<t 4rain 1, uscounts gov/<g-biny Dispateh, pUSI 432731297707 > 8 | 45 | x |8 Geoge » ~|

W v Pagev Safetyv Tookv v

Assets: 0 Judge 10T Case Flag CounDue, CounDualT

(Click your selecton. ot uae arows o Iighlght i knd press Eater
Selected Event

C1

Click Scroll Down arrow

Notes: Scroll Down to locate the needed event.
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et 4rain, fsb USEOURS. GOV < gi-biny/Dispateh pUIT194 32741 297707 8|+ 2 Googie » -}

S CMVECF TRAIN - U.S. Bankruptcy Courtfisb v B) v 0 g v Pagew Safetyv Tookv @+

Click your selection, or e aiTows 10 highlight t and preas Enter
3 a Selected Event

Select Statement of Social Security Number(s)

Click Next

F

Notes: Confirm it appears at the Selected Event field to the right of the screen and click Next to continue.

Slide 87

» ~|

W v Pagev Safetyv Tookv v

M1 Zas Zamors snd Zoe Zamars
Chapter 7+

Select Zamore, Zac [Debtor]

Notes: At the Select the Party screen, always select the person that you represent. Select the Debtor first.

Page 32 of 43



Adobe Captivate DB_Module2

Slide 88

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

Slide 89

» -1

S dm v Pagew Satetyv Tookw @

Case Flag CounDue, CounDuelT

Notes: Once the debtor and joint debtor are highlighted,

Slide 90

Click Next

Notes: click Next to continue.
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Slide 91

ect-Arain 1 uscouRt. gov/ <gi-biry Dispatch, piT361EI6765534AT @ 4§ Googie -

S CM/ECF TRAIN - USS. Bankruptcy Courtfish - Satety > Took~ @~

Click Browse

Notes: The PDF Selection screen will appear. Read the Reminder and proceed accordingly. Accept the Attachments to
Document default of No and click the Browse button to locate the PDF file.

Slide 92

5 Choose File to Upload J—

«« COMMON (G) » 1 Case D

5 beclari pouble click the PDF file

9 6 Motior
#X 7 Motion to Avoid Lien
X1 8 Relief From Stay & Adequate Protection

No Response
5 10 Proposed Order Granting Motion To A

&% COMMON (G)

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

File name: |

F

Notes: The Choose File to Upload dialog box will appear. Navigate to the directory where the saved file is located. Before
uploading, verify the correct PDF file is selected and that it is complete and legible. For this tutorial, we will not simulate
reviewing the PDF file. Double-click the PDF file.

Slide 93

| € Choose file to Upload —

« COMMON (G) » 1 Case Documents

931 vol. Petiton

2 Creditors Matrix

3514 Statement of Current Monthly Income?) |
525 Declaration Re Ele

o APPS (F)
% COMMON (G)

24 PenaD (\\fisbnal\flsb\MIAUSERS) (5)

File name: 3 Statement of Social Security Numb ~ Al Fles (%) 2

Open |v|‘ Concel |

Click Open

Notes: Click Open to associate the file with the case.
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4130 111 uscounts.gev! < gi-bin/Di

C[F CM/ECF TRAIN - U.S. Bankruptey Courtfisb

13:10409.L3[] Zac Zamors and Zoe Zamar
Type: bk Chapes Office: 1 QMiami)
Assetsn Case Flag: CounDue, CounDueJT

sigasture of ebior/joint debior require s Declaration of Electronie Filing LF-11.

in.f1sb, uscouRts.gov/<gi-biny Dispateh. pi?325681773136202

Favorites | ZJ% CMVECF TRAIN - U.5. Bankruptcy Courtflsb

Office: 1 OMiami)
Case Flag: CounDue, CounDuelT

~ Statement of Deblor(s) Secial Security Number(s) [Document fmage dvaileble ONLY to Court Users) Filed by Debtor Zac Zamore ,
Joint Debtor Zoe Zamore . (Pens, Dailin)

St [Ciase

Click Next

Notes: The Modify Docket Text screen will appear. In accordance with privacy guidelines, the image uploaded into
CMI/ECEF is restricted from public view. Verify the information is correct and click Next to continue.

Slide 96

—— potch pTSI2647020921683 > 8 | 45 | % |28 Googie

¢ Favortes | (S CMVECF TRAIN - U.S. Bankruptcy Co m v Pagev Satetyv Took~ §~

Case Flag CouaDue, CounDuelT

‘Statement of Debtor(s) Social Security Number(s) (Document image Avaliable ONLY t Gourt Users] Filed by Debtor Zac Zamore, Joint
Debtor Zow Zamore. (Pana, Dailin)

s

| Arsentiont! e X ppor y ity

Click Next

Notes: The Final Docket Text screen will appear. Click Next to commit this transaction.
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S g v Pagev Safetyv Tookv v

)pt

document Stamp:
AMP blecfStamp_ID=1065065210 [Date= 5.2013) [FileNumber=6§5050-0]
475031644451 171900s

10409-1A0 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 98

Resources

er_

Eor further information, refer to our website
or:

®m LR 1009-1(C): Amendments to
Social Security Number or Other
Individual Tax Payer Information

m LR 5005-4(D): Verification of
Debtor’s Social Security Number

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 99 - 116

Random Question

Linked To CaseOpeningPart1

Question 1 of 17

Notes: Knowledge Check
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Slide 117

6 Summary
S ]

You should now be able to:

m File a new bankruptcy Case

m Upload the List of Creditors
m Complete the Judge/Trustee

Assignment
®m File the Statement of Social Security

Number/TIN

Notes: Now that you have reviewed this learning module, you will be able to file a new bankruptcy case, upload a List of
Creditors, complete the Judge/Trustee assignment, and file the Statement of Social Security Number/TIN. Click Exit when
you are finished.

Slide 118

6_

Thank you for viewing the module
on Case Opening: Filing a New
Bankruptcy Case.

Notes: Thank you for viewing the module on Filing a New Bankruptcy Case. The next module will continue with filing
additional pleadings that must be uploaded individually to complete the filing process for case opening.
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Knowledge Check e

Select a debtor from the database when the information is an exact
match to the petition data.

A) True
B) False

Notes:

Knowledge Check Question 2 of 17

When using CM/ECF, any document uploads must be in a PDF
format except:

A) Lists

B) Exhibit D

C) Schedules

D) List of Creditors

Notes:

Knowledge Check e

Before a discharge can be entered, the debtor(s) must complete and
certify the following post-petition course:

A
B
C
D

Personal Financial Management
Budget and Credit Counseling
Bankruptcy Basics

Bankruptcy Clinic

—_— ——

—

Notes:

DB=ModuIe2

Question 1

Question 2

Question 3
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N Question 4
D ! Knowledge Check Juestion 4 of 17

Complete the sentence below by filling in the blanks.

The required LF-4 provides instruction tothe | -Select- | v|to serve the notice of the meeting of

creditors upon all added parties when post-petition schedules are filed.

Options: Creditor’s attorney; Court; Debtor’s attorney; Trustee

Notes:

Question 5
Knowledge Check D
To avoid errors when uploading a complete list of creditors,
compare the total number of creditors uploaded to the total
provided in the Creditors Receipt.
A) True
B) False
Notes:
Question 6

Knowledge Check e

When your petition indicates no prior bankruptcy, you do not have

to search the database for debtor(s).

A) True
B) False

Notes:
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Question 7
Knowledge Check Question 7 of 17
A party seeking the same judge to related, not jointly administered,
case(s) must file a Motion for Joint Administration after a case is
filed.
~ A) True
B) False
Notes:
_ Question 8
Knowledge Check Question & of 17
Upload the List of Creditors immediately after submitting the
voluntary petition in a text file format (.txt or .scn).
= A) True
B) False
Notes:
Question 9

Knowledge Check e

When entering debtor(s) address(es), the county selected must

correspond with the zip code entered to have the correct divisional
venue and judge assigned.

= A) True

B) False

Notes:

Page 40 of 43



Adobe Captivate DB_Module2

— _ Question 10
Knowledge Check Question 10 of 17

When entering the debtor(s) SSN as listed on the Statement of

Social Security Number, Official Bankruptcy Form B21, do the

following:

A) type the last four digits of the SSN

B) type the complete SSN
Q) leave it blank

D) type the Tax ID/EIN number

Notes:

=32 Question 11
Knowledge Check Question 110f 17

Select YES for “Attachments to document” when:

A) filing affidavits, exhibits, etc.

B) file size exceeds 5 MB

Q) file size exceeds 10 MB
D) both Aand C

E) none of the above

Notes:

Question 12

Knowledge Check Question 120f 17 1)

Identify the sequence for case opening:
(Click the Options arrow for number one and select the first task from the list. Repeat for the remaining tasks.)

2)
1) --Select-- v|
2) --Select-- Y|
3) --Select-- v| 3)
4) --Select-- v
Options: upload the list of creditors file; assign judge/trustee; submit your petition; file other case 4)
opening events

Notes:
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Knowledge Check Question 130f 17

Pursuant to FRBP 9037, verify that PDF documents have been
redacted to ensure it does not contain personal identifiers.

A) True
B) False

Notes:

Knowledge Check Question 14 of 17

File a Declaration of Electronic Filing (LF-11) for all new petitions or
amended petitions and schedules or amended schedules that are
not filed along with the petition, when schedules do not contain a
signature of the debtor/joint debtor.

A) True
B) False

Notes:

KHOWIedge " Question 15af17

When the joint debtor has the same address as the debtor created,
do the following:

A
B
C
D

select “"name from list”

type the address again for the joint debtor
select “copy previous party's address”
none of the above

_— e e

Notes:

Question 13

Question 14

Question 15
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KnOWIEdge Check Question 16 of 17

When multiple documents are required for an event (e.g. petition
and schedules), upload:

A
B
C
D

—

each document as an attachment

the main document and each subsequent document as attachments
one PDF

one PDF with bookmarks

_— e —

Notes:

KnOWIedge ChQCk Question 17 of 17

The debtor’s complete SSN is viewable from the 341 meeting of
creditors notice on the court docket.

A) True
B) False

Notes:

Question 16

Question 17
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