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REQUEST FOR COURTESY NOTIFICATION

OF ELECTRONIC FILING (NEF)
FILING STEPS

Step One:

Complete the Court’s mandatory form titled Request to be Added or Removed from
Courtesy Notification of Electronic Filing (NEF) and select the appropriate check box.

Step Two:
Login onto the LIVE CM/ECF system.

Step Three:

To access this event, click on Bankruptcy Menu, and select the BK - Courtesy NEF
hyperlink. (See Figure 1 below.) Enter the applicable case number and verify the case
name and number to ensure you are filing on the correct case.

5 ”
UE QF Bankruptcy  Adversary Query Reports  Utilities  Manual  Search  Logout
Bankruptcy Events

BK - Claim Actions / Select this event.

BK - Courtesy NEF New R3 Menu Items
BEK - File Claims BK - Claims Upload
BK - Creditor Maintenance...

BK - Lodge Orders (upload)

Figure 1

Step Four:

Select the event code Request for Courtesy Notice of Electronic Filing (NEF). Click
Next. (See Figure 2 below.)

EECF Bankruptcy  Adversary Query Reports  Utilities Manual Search  Logout

NEF

2:06-bk-10532-SB JohnQ Public

Tvpe: bk Chapter: T v Office: 2 (Los Angeles)

Assets y Judge: SB Case Flag: Incomplete,
VolDismPB.gst

Start typing to find another event. Hold down Ctrl to add additional items.
Available Events (click to select events)
Request for Removal from Courtesy Notice of Electronic Filing (NEF)

Selected Events (click to remove events)
|Request for courtesy Notice of Electronic Filing (NEF)

Figure 2
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Step Five:

At the Select the Party screen, select “Courtesy NEF.” If not listed on the case, select
Add/Create New Party. (See Figure 3 below.)

NEF:

2:08-bk-10259-BR WMako Harada

Type: bk Chapter: 7 v Office: 2 (Los Angeles)
Judge: BR Agsets n

Select the Party:

Gill, David A [Trustee] | AddiCreate Mew Party

Harada, Ltako [Debtor]
United States Trustee (L&), [U.S. Trustee]

If "Courtesy NEF" is not listed.
< proceed to the Add/Create New
Party link.

Figure 3

Step Six:

At the Search for party screen, type in Courtesy NEF under Last/Business name. Click
Search. (See Figure 4 below.)

EE F Bankruptcy Adversary Query - Reports

Search for a party
SSN Tax Id

Last'Business name |Courtesy MEF
First Name

Middle Name

Figure 4
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Step Seven:

Select the “Courtesy NEF” name from the party search results. Click Select name from
list. DO NOT create new party. (See Figure 5 below.)

Search for a party
SSN | | Tax 14

Last’'Business name |:|
Middle Name |:|

Party search results
Courtesy NEF,

[ Select name from list ]l [ Create new party ](— DO NOT create new party.

Figure 5

Step Eight:

At the Party Information screen select Interested Party from the pick list. DO NOT enter
an e-mail or street address. Click Submit. (See Figure 6 below.)

Party Information " i A
iy 5 DO NOT enter an e-mail or street address as this

Courtesy NEF  SSN:Unknown information is retained within the CM datahase.

Office | |
Address 2 | |
Gy ] |z |
County | v| Country | |
Phone | | iy f==—=1
E-mail | ¥

ed Party fintp:pty)

Party text |

’ Submit ” Cancel ”Clear]

Figure 6
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Step Nine:

Select “Courtesy NEF,” which is automatically highlighted. Click Next. (See Figure 7
below.)

HNEF:
2:08-0k-102539-BR L Hako Harada

Q‘:e. bk Chaptear. ¥« Office. 2 (Los &ngales)
ddge: BR Assets n

Select the Pamy:

Intaracstod Pary AddiCreale M Early
Gill, David A [Trustee]
Harada, ako [Debior]
United States Trustes (LA, [US5. Trustes]

Figure 7

Step Ten:

Check the “Courtesy NEF” checkbox. This will ensure you receive electronic notification
of case activity. Click Next. (See Figure 8 below.)

Bankruplcy Acdversary * Ousry =

Reports . LItilitines

Type: bk Chapter 7 v

Ciffice: 2 (Los Angelas)
Judge: BR Aggpl:

F

whons do nol ansl for thes case
1 b created for o 1]
E(?:'u'h::-y MEF, {pty:intp) represented by LeBlanc, Cocofaty)
Figure 8
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Step Eleven:

Browse, select and attach the PDF document. Click Next. (See Figure 9 below.)

Filemame

Adtachments to Document:

= .
L,E F Bankruptcy
NEF:

2-:08-bic-10259 BR Utako Harada
Twpe: bk

Judge: BR.

Adwversary -

Query Reports ~ uUtilities ~

Chapter: 7 Office: 2 (Los Angeles)

Assetsin

Select the pdf document (for example: CA199cwS01-21 pdf)y.

CADocuments and SettingsisoriatDesktof
@& MNo O Yes

Figure 9

Step Twelve:

Bypass this screen by clicking Next. (See Figure 10 below.)

CF

2:08-bk-10259-BR Utako Harada
Type: bk
Judge: BR

Bankruptcy .

Chapter: 7 v
Assets: n

Docket Text: Modify as Appropriate.

Courtesy NEF . (LeBlanc, Coco)

Request for Courtesy Notice of Electronic Filing (NEF) |

Online
Manual

Adversary + Query + Reports « Utilities -«

Office: 2 {Los Angeles)

Filed by Coco LeBlanc on behalf of

Figure 10

Step Thirteen:

CM/ECF displays the selected text event. Click Next to commit this text to the docket.

STOP! This concludes your fiing. DO NOT ADD THE CREDITOR to the CM/ECF
system after the Request for Courtesy Notification of Electronic Filing (NEF) has
been filed. Please verify the filing of this document upon receipt of your Notification of

Electronic Filing (NEF).

Request Add/Remove from Courtesy (NEF)
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REQUEST TO BE REMOVED FROM COURTESY NOTIFICATION OF ELECTRONIC FILING
(NEF)

FILING STEPS

Step One:

Complete the Court’s mandatory form titled Request to be Added or Removed from
Courtesy Notification of Electronic Filing (NEF) and select the appropriate check box.

Step Two:
Login onto the LIVE CM/ECF system.

Step Three:

To access this event, click on Bankruptcy Menu, and select the BK - Courtesy NEF
hyperlink. (See Figure 1 below.) Enter the applicable case number and verify the case
name and number to ensure you are filing on the correct case.

= i,
UE QF Bankruptcy Adversary Query Reports Utilities Manual Search Logout
Bankruptcy Events

BK - Claim Actions / Select this event.

BK - Courtesy NEF New R3 Menu Items
BK - File Claims BK - Claims Upload
BK - Creditor Maintenance. ..

BK - Lodge Orders (upload)

Figure 1

Step Four:

Select event code Request for Removal from Courtesy Notice of Electronic Filing
(NEF). Click Next. (See Figure 2 below.)

EECF Bankruptcy  Adversary Query Reports  Utilities Manual Search  Logout

NEF

2:06-bk-10532-5B JohnQ Public

Type: bk Chapter: Tv Office: 2 (Los Angeles)

Assets: y Judge: SB Case Flag: Incomplete,
VolDismR.gst

Start typing to find another event. Hold down Ctrl to add additional items.
Available Events (click to select events) Selected Events (click to remove events)
|Request for Removal from Courtesy Natice of Electronic Filing (NEF)

Request for courtesy Notice of Electronic Filing (NEF)

Figure 2
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Step Five:

At the Select the Party screen, select “Courtesy NEF”. (See Figure 3 below.)

Bankruptcy Adversary Reports

2:06-bk-10532-5B JohnQ) Public
Tvpe: bk Chapter: 7+
Assets:y Judge: SB

Select the Party:

Add/Create New Party

Frazer, Helen Ryan [Trustee]

Pedro’'s Money, [Creditor]

Public, JohnQ [Debtor]

United States Trustee (LA), [U.S. Trustee]

Office: 2 (Los Angeles)
Case Flag: Incomplete,
VolDismR.gst

[MELIVET Search Logout

Figure 3

Step Six:

Browse, select and attach the PDF document. Click Next. (See Figure 4 below.)

Bankruptcy Adversary Query Reports Utilities Manual Search Logout
2:06-bk-10532-5B JohnQ Public
Type: bk Chapter: 7 v Office: 2 (Los Angeles)
Assets: ¥ Judge: SB Case Flag: Incomplete,
VolDismR.gst
Select the pdf document (for example: C1199cv501-21 pdf).
Filename
C:\Documents and Settings\soria\Desktof
A h ts to D t: @ No O Yes
=
Figure 4
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Step Seven:

Bypass this screen by

clicking Next. (See Figure 5 below.)

SECF

Docket Text: Modify as Appropriate.

Attorney . (TwoMaria, Attorney)

Request for Removal from Courtesy Notice of Electronic Filing (NEF)

Bankruptcy  Adversary Query Reports  Utilities  Manual  Search  Logout
NEF:
2:06-bk-10532-5B John() Public
Type: bk Chapter: 7 v Office: 2 (Los Angeles)
Assets:y Judge: SB Case Flag: Incomplete,

VolDismRqgst

Filed by TwoMaria,

Figure 5

Step Eight:

CM/ECF displays the selected text event. Click Next to commit this text to the docket.

(See Figure 6 below.)

Bankruptcy

SECF

Docket Text: Final Text

Attorney. (TwoMaria, Attorney)

Attention!! Submitting this screen

Adversary

Query Reports utilities

Manual Search Logout
NEF:
2:06-bk-10532-SB JohnQ Public
Type: bk Chapter: 7 v Office: 2 (Los Angeles)
Assets: v Judge: SB

Case Flag: Incomplete,
VolDismRqst

Request for Removal from Courtesy Notice of Electronic Filing (NEF) Testing Filed by TwoMaria,

this tr:

if vou continue.
Have you redacted?

You will have no farther opportunity to modify this submission

Figure 6
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ECF Help Desk Information

For questions regarding this procedure, please contact the ECF Help Desk at (213) 894-
2365 or vial email at ECF_Support@cacb.uscourts.gov.

If after filing a document, you realize that an error has been made, please immediately
contact the ECF Help Desk.

Clerk’s Office staff members are available from 9:00 a.m. to 4:00 p.m., Monday through
Friday.
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