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Summons Service
Executed/Unexecuted

This process shows the steps and screens required to docket the execution or
unexecution of the service of a summons in an adversary case.

STEP 1 Click on the Adversary hyperlink on the CM/ECF Main Menu Bar.
(See Figure 1.)

Figure 1
STEP 2 The ADVERSARY EVENTS screen displays. (See Figure 2.)
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2 Click on the Complaint & Summons hyperlink.
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STEP 3 The CASE NUMBER screen displays. (See Figure 3.) The system
will display the number of the last case you accessed in this

session. If this is a different case, make sure you change the case
number!

EECF Bankruptcy  +  Adversary + Query .« Reports o Utlities « Logout

Complaint/Summons

Case Number

|02-1222 9912343, 1:99-bk-12345 or 1.99-bk-12345

Figure 3

* Click [Continue].

STEP 4 The COMPLAINT/SUMMONS selection screen displays. (See
Figure 4.)

(_; CM/ECF Test Database - Windows Internet Explorer

(€IS T e e N - 51 =) ] | CEF

* -5 @ 3 a3

Fowecrmnamee || & s ome

cM ECF&. Bankruptcy ~ Adversary ~ Reports ~ Utilities ~ Search Logout
Complaint/Summons

11-40002 Mark Snow Snow Pest-Reform Case Filed on: 01/20/2011

Type: bk Chapter: 7v Office: 4 (St. Louis)
Assetssn Judge: bss Case Flag: DebtEd, MEANSU,
REOPENED

‘ Start typing to find an event.

Available Events (click to select events) Selected Events (click to remove events)
Amended Complaint
Counterclaim

Crossclaim

Notice of Remaoval

Registration of Foreign Judgment
Summaons Senvice Executed
Summeons Senvice Unexecuted
Third-Party Complaint

Lontimie. -

Figure 4

L 2 Notice that there is an event for the Summons Service Executed
and one for Summons Service Unexecuted.

* If the defendant was successfully served the summons, then the
service was accomplished, or executed, so select the Summons
Service Executed event. If the defendant could not be found to be
served, and the service was not accomplished, then you would
select the Summons Service Unexecuted event.
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L 2 Click on the appropriate event, then click [Continue].

STEP 5 The PDF DOCUMENT screen appears. (See Figure 5.)

/= CM/ECF Test Databas:

Adversary - Reports ~ Logout
IComplaint/Summons:
11-40002 Mark Snow Snow Post-Reform Case Filed on: 01/20/2011
Type: bl Chapter: 7v Office: 4 (St. Louis)
Assets:n Judge: bss Case Flag: DebtEd, MEANSU
REOPENED
Filename
A hi to D @ No © Yes
N
Figure 5

STEP 6
. Click on the [Browse] button.

. In the File Upload screen, change Files of type: to All
Files.

. Navigate to the directory where the appropriate PDF file is
located and select it with your mouse.

. To make certain you are about to associate the correct PDF
file for this entry, right click on the filename with your mouse
and select Open. (See Figure 6a.)

x|
Look in: | <31 PDF Files =l = =% Ef-

EReceipt.de ESchedule H.pdF ESuppleme
| RECQABN.POF Tl schedule Lpdf Tl Trustes =
@Respnnse.pdf ﬂﬁchedule 1.pdf @TrusteeFu
ESCHEDO.de ESchedules A-1.pdf EVDIuntary
@Schedule A.pdf @Schedules.pdf ﬁ\-‘oluntary
@Schedule B.pdf Eﬁtipulatlnn.pdf @Vcﬂuntary
ESchedule Z.pdf EStmt of Financial &FF. pdf

@Schedule D.pdf EStmt of Intention.pdf

@Schedule E.pdf ESummary of Sched. pdf

T Schedule F.pdf T sUMMONS . pdf

@Schedule <.pdF m Select

EL e s {m
Print

File name: ISUMNSSHVC.de Open I
Scan for Wiruses...

Files of type: IAII Filez [*.] Cancel I

Make Available Offline FA

Figure 6a
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STEP 7

. This will launch the Adobe Acrobat Reader to display the
contents of the PDF document. Verify that the document is
correct.

. Close or minimize the Adobe application after verifying the
correct file and click Open on the File Upload dialogue box.
(See Figure 6b.)

2]
Look in: | {3 PDF Files ] & il

ﬁReceipt.pdf Eﬁchedule H.pdf Eﬁuppleme
T REQABN.PDF Tl schedule I.pdf Trustes 3

Response, pdf ESchedule J.pdf ﬂTrusteeFil
@SCHEDO.de ﬂSchedules A-1.pdf EVoluntary
'@Schedule &, pdf ﬁﬁchedules.pdf '@Voluntary
'@Schedule B.pdf IEStipulation.de '@Voluntary

ﬁSchedule C.pdf
ESchedule O pdf
'@Schedule E.pdf
'@Schedule F.pdf
'@Schedule G.pdf

|« - 1 3|

ﬁStmt of Financial AFf, pdf
ﬂStmt of Intention, pdf
ﬁSummary of Sched. pdf
T sUMMONS. pdf
SUMMSSRYE . pdf

File name: ISUMNSSFIVC.pdf ;I Open I
Filess af type: |,-’.\|I Files [*#] LI Cancel |

E

Figure 6b

. Click [Continue].

The PARTY SERVED screen displays. (See Figure 7.)

Complaint'Summons:
02-01222 Financial Services, Inc. v Rawson et al

Select the party served

Summons Service Executed

Select the Party:

AddiCreate Mew Party

=
Figure 7
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L 2

NOTE:

STEP 8

Select the party(s) upon whom the summons(es) were served, or
attempted to be served. This will normally be the defendant(s),
who are identified by [Defendant]. Click on the appropriate

party(s).

. To select multiple parties, hold down the Ctrl key and click
on any other parties to whom the summon(s) were served or
attempted. Scroll down, if necessary, to be able to see and
select all of the appropriate parties.

Although the screen says to select the party served, select
the appropriate defendant(s) whether the service of the
summons was executed or unexecuted.

Click [Continue].

The SERVICE DATE screen will then be presented. (See Figure 8.)

3 CM/ECF Training Database - Microsoft Internet Explorer

File Edit View Favortes Tools Help
« o Q9 A
Back. fEonward Stop Refresh  Home Search Favorites Media  History

Address [ hips://ect rain mosb.uscaurts gov/ograin,login pi7103392458909101-L_786_0-1

[~ .
Mail i

n
n
o
o}
&

Bankruptcy . Adversary . . . Utilities

Complaint/'Summons:
06-04001 Household Finance v. Clinton

Enter date served
William Clinton - Date served: [1/17/2006 Calendar
Continue | Clear

Figure 8

The date served defaults to the Filed Date. If necessary, enter the
actual date the summons was served.

Each defendant will have a separate Service Date.

When the date served has been entered for each party served,
click [Continue].
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STEP 9 The FINAL TEXT EDITING screen displays. (See Figure 9.)

This is the last opportunity to make any changes to this event.

2 CM/ECF Training Database - Microsoft Internet Explorer

Eile Edit View Favortes Tools Help

AR e

sh  Home | Search Favorites Media H\stury‘ Mail  Print Edi | Discuss iGive
gov/cgi-bin/login pl7273344831877159-L_786_0-1

Bankruptcy . Adversary . o «  Utilities
Complaint/Summons:
06-04001 Household Finance v. Clinton

Docket Text: Final Text
Summons Service Executed on William Clinton 1/17/2006 (pfieatty, )

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

Continue Clear

Figure 9

2 Verify the accuracy of the docket text. This is what will print on the
docket sheet.

2 If the docket text is incorrect, click the browser [Back] button at
the top of the screen one or more times to find the error.

2 If the docket text is correct, click on [Continue].
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STEP 10 The NOTICE OF ELECTRONIC FILING screen will then be
generated. (See Figure 10.)

2§ CM/ECF Training Database - Microsoft Internet Explorer _ =] x|
File Edi View Fovores Tools Help

S |
Back  Fowerd  Stop  Refresh  Home
Aéd'ﬁﬁﬁlajm\psllem'\ram moeb.uscourts gov/cai-ain/laginpl7279944831 §77159-L_786_0-1 j @Go | Links >

3

Search Fovoiites Media  Histoy

By sl 0B

Mail Print Edif Discuss  iGive

EECF Bankruptcy . Adversary . . Reports . Utilities . Logout

Complaint/Summons: =
06-04001 Household Finance v. Clinton

U.S. Bankruptcy Court
Eastern District of Missouri (Train)
otice of Electronic Filing

[The following transaction was received from pfieatty, entered on 1/17/2006 at 10:36 AM CST and filed on 1/17/2006
Case Name: Household Finance v. Clinton

Case Number: 06-04001

[Document Number: 2

[Docket Text:
[Summons Service Executed on William Clinton 1/17/2006 (pfieaty, )

[The following d §) are iated with this tr

[Document description:Main Document

(Original filename:F:\TRAIN\Summons Service Executed.pdf

[Electronic document Stamp:

[STAMP bkecfStamp ID=1031339175 [Date=1/17/2006] [FileNumber=36395-0]
[aabfdd6ac891767e591248ceedc397b46b594cd1e08f1671d5ef2276d1e3ede630bco
07a3a051519ef337156cc692696b148c6d94 7040b663cdefledde2 c92£2]]

06-04001 Notice will be electronically mailed to:

fieatty  beth pfister(@ca8.uscourts. gov

06-04001 Notice will not be electronically mailed to:
illiam Clint
i e =

€ [ 1[5 memat

Figure 10

2 Clicking on the case number hyperlink on the Notice of Electronic
Filing will present the docket report for this case. (via PACER)

2 Clicking on the document number hyperlink will display the PDF
image of the document just filed. (via PACER)

L 2 To print a copy of this electronic receipt click the browser [Print]
icon.
2 To save a copy of this electronic receipt, click [File] on the

browser menu bar and select Save Frame As.
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