FILING A DOCUMENT/DOCKETING- PLAN
*EXAMPLE: OBJECTION TO CONFIRMATION OF PLAN**

The following instructions will guide you through the process of filing and docketing a document
or a “Plan” event in the Electronic Case Filing (ECF) system.

STEP 1 Select Bankruptcy from the Main Menu, and then click on Plan hypertext link.

STEP 2 The Case Number entry screen appears.

Bankruptcy . Adversary

=
Query Reports . Utilities . Logout ?

Case Number

|D2-UUU” 9913345, 190-bk-12345 or 1-00-bk- 12345

It Clear
4 Enter a case number, and click on the Next button to continue.
4

If the computer prompts that you entered an invalid case number, click on
Back hypertext link to re-enter.

2 Click on Next.

STEP 3 The File a Plan screen appears:
EEC F Bankruptcy . Adversary

==
Query  « Reports . Utilities Logout ? 1
File a Plan

02-00011 RACE HORSE

Chapter 13 Plan A
Chapter 8 Plan

Congentta Confirmation of Flan

Debtor's Response to Trustee's Ohjection
Disclosure Statement

Liguidation Plan & Analysis

Ohjection to Chapter 11 Disclosure Staternent
LOhjection to Confirmation of Plan

M Clear

Using up and down arrows to right of box, scroll the options to highlight the
type of document being filed.

Click on Next to proceed, or Clear to repeat selecting.



STEP 4 This screen allows you to select whether or not you are filing the Objection to
Confirmation of Plan with a joint attorney.

)
Bankruptc . Adversary . Query Reports . Utilities . Logout o
picy =

02-00011 RACE HORSE

I Toint filing with other attorey(s).

M Clearl

This screen is used only if another attorney is joining in a filing. If you are the only

trustee/attorney filing this application, skip this screen by clicking [Next] and proceed
to Step 8.

* If this is a joint filing and the box is checked, a listing of attorneys
presently on the case will be presented for selection.

STEP 5 Select the Party screen appears

o
EEC F Bankruptcy . Adversary . Query  « Reports . Utilities . Logout ? .
File a Plan:
02-00011 RACE HORSE

Select the Party:

FIRST INTERSTATE BANK [cror] Add/Create New Party
HORSE, RACE [pydh]
JENSEN, NEAL [ustust]
ESAMSON RICHARD [trir

M Clear

* If the name of party/filer is listed, click on the name(s), click on

Next and then proceed to Step 8. [If the selection box is full, use the scroll
arrows to further search for the party name(s)]

To select more than one name from the list, hold down the Ctrl key and use your mouse to
click on the names.

If the name of party(s) is not listed, click on Add/Create New Party

* The Search for a party screen appears.



Bankruptc’ . Adversar . Quer: . Reports . Utilities . Logout
picy Y Y P

Search for a party
SSIV | TaxId |

Last/Business name
Search | Clear |

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

The Search for a party (party results) screen appears

Bankruptcy . Adversary . Query = Reports . Utilities . Logout @
Search for a party
S8 || TaxId |
Last/Business name
Search | Clear

Party search results

SAMEON, RICHARD

Select name from list I Create new party

If name(s) is not listed, click on Create New Party and proceed to Step 6.

If the name(s) is listed, click on it. Click Select name(s) from list.

Party’s information appears for verification and modification, if necessary.

[This screen appears every time you select a party that exists or has been added to the

system. |

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

To add Party Text, such as A Montana Corporation, do so now in box provided

Click on Submit to continue, Clear to re-key party information or Cancel to go
back to the Select the Party screen.

Proceed to Step 8.



Step 6 Party Information screen appears:

Bankruptcy Adversary o Query Reports  +  Utilities Logout @
Party Information
Last name l\— First name ,7
Middle name l— Generation ,— Title ,—
SSN 222111334 Tax 1D
office [ | Address1[
Address2[ | Address3[
ci[ State[ | Zp[ |
County | Country ,—
| e
Ewal [
ProSe [no 1] Role [Debtor (dbpty) |
Party text [
Submit | Caneel ﬂl

L 4 Enter the party information in appropriate fields. Use the Last Name field for
last name or full business name, then press the tab key to advance to the First
Name field and enter first name. Proceed to the Role field by clicking on the

arrow to the right of the box to select the new person’s role, (i.e., Creditor
(cr:cr).

L 4 Click on Submit to continue, Clear to re-key party information or Cancel to go
back to the Select the Party screen.

STEP 7 The Select the Party screen appears with your party highlighted. Click on Next.

Bankruptcy

—
Adversary . Query - Reports . Utilities . Logout ?

File a Plan:
02-00011 RACE HORSE

Select the Party:

FIRST INTERSTATE BANK [or o]
HORSE, RACE [pydb]
JENSEM, NEAL [ust ust
SAMSON, RICHARD [t

Add/Create New Party

STEP 8 The attorney/party association screen appears

SECF

File a Plan:
02-00011 RACE HORSE

Bankruptcy

)
Adversary . Query -+ Reports . Utilities . Logout ?

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

[~ SAMSCN, EICHARD(trtr) represented by SAMSCHN, RICHAED (aty)
NOTE FOR ASSOCIATION: Click the box to associate the attorney with the party

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

4-



STEP 9 Select the PDF Document screen appears.

EE F Bankruptcy . Adversary . Query  « Reports . Utilities . Logout

File a Plan:
02-00011 RACE HORSE

Select the pdf document (for example: CA199cv301-21 pdf)
Filename

I‘ Browse

|Attachments to Document: & No  Yes

M Clear

* Type the file name in the blank box, being sure to include pdfsuffix, or click on
Browse. The Choose file screen will appear:

: 2lxl
Look jn: Iaother ﬂ é= fj( Eq>
. Ephone  Se0s5.11
) Tphone extensions 5510398
History Tlphone st 48096.51
Tschedf
Tltrapt Type: Adobe Acrobat Document
Tzeimd Size: 19.0 KB
<] [+]
File name: |SAMPLE PDF DOCUMENT 3381138 =] Open |
Files of type: |4 Files (7] =] Cancel |
A

L 4 Change Files of type: to Acrobat [*.pdf] or All Files.
L 2 Change File name: to appropriate drive where document is located.

L 2 Click on file name to be associated with this entry. Right click and Open
to view document.

L 4 Double Click or Click on Open. The following screen appears:



02-00011 RACE HORSE

Zelect the pdf document (for example: C:A19%cya01-21 pdf).

Filename

WihimagingiothehSAMPLE POF DOCL - Browse... |
ttact ts to D t: © No @ Yes
Nextl Clear

If there are attachments to document, e.g. exhibit, appendix, efc.
4 Click on the radio button next to Yes.

L 2 Click on Next.

STEP 9 Select one or more attachments screen appears. All exhibits must be attached at
this screen:

Select one or more attachments.
1) Enter the pdf document that contams attachment (for example: Clappendiz pdf).
Filename

|W:\imagmg\mher\SAMPLE PDFDOCL  Browse..

2) Select a document type andfor enter a description,

Type Description

|Aﬂ\davwl j |Jne Banker. First Citizens Bank

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 MNext button.

’7 Add to List

Remove from List

Select the filename of your attachment by using Browse.

Click on the ¥ down arrow next to Type and click on type of attachment.
Click in Description box and type in any additional description.

Click on Add to List.

Continue to Add Attachments using the above steps as necessary.

®* & O & o o

Once all attachments have been added, click on Next.

-6-



02-00011 RACE HORSE

Select the pdf document (for example: CA199cv501-21.pdE).
Filename

Wihimaging\othenSAMPLE PDFDOCL - Browse |
sttachments to Document: © Mo & Tes

M Clear |

If there are no attachments to document:

L 2 Click on Next.

STEP 10 Reference an Existing Document screen appears:

EE F Bankruptcy + Adversary + Query « Reports . Utilities + Logout

File a Plan:
0200011 RACE HORSE

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

ITOTE: If the event you are docketing is an answerfresponse, you will be prompted on a subsequent screen for its related motion. Therefore, de net click on this
bez to establish a relatonship to the metion you are answerng.

M Clear

* Click on box if the filing refers to an existing document.

L 4 Click on Next. The following screen appears:

EE F Bankruptcy Adversary + Query « Reports . Utilities + Logout

File a Plan:
02-00011 RACE HORSE

[Please select the category of documents to which vour decument refers.

motion AI

nofice
order —

-

M Clearl

L 4 Click on the A up and ¥ down arrow to select the category of documents to
which your document refers.



L 4 Click on Next. The following screen appears:

Bankruptcy . Adversary . Query « Reports . Utilities  » Logout

02-00011 RACE HORSE

Include Date # Docket Text

®  11/15/2002 17 Chapter 13 Plan dated 4 1/14/02 Filed by RACE HORSE. (SAMSOMN,
RICTIART)

O 11/15/2002 18 Objection to Confirmation of Plan dated [ 1/14/02 Filed by FICHARD
SAMSON (related document(s)[177]). (ZAWSON, FICHART)
O 11/22/2002 26 Chapter 13 Plan dated 1/ 4/04 Filed by RACE HORSE. (SAMSON,

EICHARD)
MI Clear

* Scroll through the documents and click in the box of the related document.

2 Click on Next.

STEP 11 Docket Text: Modify as Appropriate screen appears.

EE F Bankruptcy . Adversary . Query -« Reports . utilities . Logout

File a Plan:
02-00011 RACE HORSE

Docket Text: Modify as Appropriate.

I - | Ohjection to Confirmation of Flan Filed by RICHARD SAMSON (related

document(s)[17]). (SAMSON, RICHARD)

M Clear

To add a prefix to docket text of motion/application:
Click on the arrow to right of first box.

¢ o

Select correct modifier

To add additional text:
Click in the second box.

Type in any additional description relating to the Objection, (i.e., date of the Plan)
Click on Next to continue

Verify docket entry as it appears on screen.

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

® ¢ &6 & ¢ o

If docket entry is incorrect, press Back to make corrections, or start over by
clicking on Bankruptcy on the main menu bar.

-8-



STEP 12 Docket Text: Final Text screen appears.

EEC F Bankruptcy . Adversary . Query Reports . Utilities . Logout

File a Plan:
02-00011 RACE HORSE

Docket Text: Final Text

Objection to Confirmation of Plan Filed by RICHARD SAMSON (related document(s)[17]). (SAMSON,
RICHARD)

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

* Verify docket entry as it appears on screen.

L 4 If correct, click on Next to submit filing to court.

L 4 If docket entry is incorrect, press Back to make corrections, or start over by
clicking on Bankruptcy on the main menu bar.

Receipt of Filing

Once entry is submitted after final approval, the Notice of Electronic Filing screen appears.
This screen gives confirmation that the system has received the entry, and the entry now is an
official court document. Scroll down to view entire receipt.

Bankruptcy Adversary . Query -« Reports . Utilities . Logout

02-00011 RACE HORSE

[Motice of Electronic Filing

The followng transaction was recewed from SAMSON, RICHARD entered on 11/22/2002 at 11:39 AR WTHN and filed on 1142272002
Case Name: RACEHORSE

Case Number: 02-00011

Document Number: 28

[Docket Text:
Objection to Confirmation of Plan Filed by RICHARD SAWSON (related document(s)[ 17]). (SAMSON, RICHARD)

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

[Document description: Main Document

Original fllename: W /imaging/Archive/Friday/bl-n0-02-60870 32415 25 pdf

[Electronic document Stamp:

[STAMEP bkecfStamp ID=986323682 [Date=11/22/2002] [FileMumber=417-0] [d

Gefbab3ee 24004 945662850520 707767 0eafea3f54 19605486 dd6clcce 8L 5939589

ef69777ed40b0ea%abdB202c13ebd6 1 ee 20952047777 6d(0f 50 Saa]) o

02-00011 Notice will be electronically mailed to:
TAMES & PATTEN  japatten@yahoo.com

EICHARD SAMICM  samsonrj@yahos com,




The Notice of Electric Filing appears each time you submit a filing to the court through the ECF
System. Each notice will include the following:

Who filed the document:

* Date and Time:
* Case Name:

L 4 Case Number:
L 4 Document Number:
2

2

P

2

Original filename (pdf):
Electronic document Stamp:
rint receipt
L 4 Click on File at top of Internet Explorer screen and select Print, or
L 4 Click on the Printer Icon at the top of the page.
[Note: It is highly suggested that copies of receipts be maintained for your records]
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