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STEP 1

STEP 2

STEP 3

Certificate of Service

Click the Bankruptcy hypertext link on the CM/ECF Main Menu.
(See Figure 1)

Figure 1

Logout

[Bankruptcy Events

Open a Bankruptcy Case
Open an Involuntary Case
File a Plan

Other Miscellaneous Events
Motions/Applications
Notices
Answer/Response...
Attorney Batch Filings (Multiple Cases and Documents)
Claim Actions

File Claims

Creditor Maintenance...
Appeal

Judge/Trustee Assignment
Wage Order Data Entry

Case Upload -Do Not Use on [

In Forma Pauperis, Ch. 11 Small & Health Care Cases

Click on Other Miscellaneous Events.

The CASE NUMBER screen displays. (See Figure 3)
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Continue: Clear

Figure 3
Enter the case number, including the hyphen. YY-NNNNN

Click [Continue].

The CASE INFORMATION screen displays. Click [Continue].
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STEP 4 The DOCUMENT SELECTION screen displays. (See Figure 4)
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Figure 4

Select Certificate of Service from the pick list of events.
Click on Certificate of Service to select it.

Click [Continue].

STEP 5 The JOINT FILING screen displays. (See Figure 5)
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Figure 5

This screen is only used if another attorney is joining in a filing.

No action is necessary.

Click [Continue].
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STEP 6 The SELECT THE PARTY screen displays. (See Figure 6)
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Bankruptcy ~ Adversary ~ Query Reports ~ Utilities ~ Search Logout

Miscellaneous:

11-40034 Christopher Paul McNuit and Test Jomt Debtor Post-Reform Case Filed on: 04/20/2011

Type: bk Chapter: 11 v Office: 4 (St. Louis)
Assets:y Judge: bss Case Flag: PinDue, DsclsDue
Select the Party:
Debtor. Test Joint [Debtor] Add/Create New Party

McNutt, Christopher Paul [Debtor]
Pelofsky, Joel [U S Trustee]

Figure 6
Click to highlight the party filer name.

Click [Continue].

STEP 7 The PDF DOCUMENT SELECTION screen displays.
(See Figure 7)
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11-40034 Chiistopher Paul McNutt and Test Joint Debtor Post-Reform Case Filed on: 04/20/2011

Type: bk Chapter: 11 v Office: 4 (St. Louis)
Assets'y Tudge: bss Case Flag PiiDue, DsclsDue
Filename

lAttachments to Document: © No O Yes

Figure 7

Click [Browse], then navigate to the directory where the PDF file
is located or type in the entire drive and directory path.

To verify accuracy of the document prior to uploading, right click
on the document name.
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*  Select open from the drop down list.
*  Verify document contents.

* Click the Xin the upper right corner of the document screen.
Double-click the PDF file to select it.

Click [Continue].

STEP 8 The DOCUMENT REFERENCE screen displays. (See Figure 8)
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Figure 8

Click in the Refer to Existing Event box.

Click [Continue].

STEP 9 The DOCUMENT screen displays. (See Figure 9)
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Figure 9

Click to highlight the category to which your certificate of service
relates.

You may enter a date range or document number to search.

Click [Continue].
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STEP 10 The MISCELLANEOUS screen displays. (See Figure 10)
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(Select the appropriate event(s) to which your event relates:

[ 03/05/2003 2 Chapter 13 Plan. Filed by Debtor Mickey Mouse. (ftestaftyl, )

[ 03/05/2003 3 Objection to Confirmation of Plan Filed by U.S. Trustee Toel
Pelofsky (RE: related document(s)[2] Chapter 13 Plan. Filed by
Debtor Mickey Mouse. (ttestattyl, )). (ttestattyl, )

[ 03/06/2003 4 Chapter 13 Plan. Filed by Debtor Mickey Mouse. (ttestattyl, )

[ 03/17/2003 6 Amended Chapter 13 Plan Filed by Debtor Mickey Mouse (RE:
related document(s)[4] Chapter 13 Plan. Filed by Debtor Mickey
Mouse. (ttestattyl, )). (testattyl, )

Continue M

Figure 10

Select the appropriate docket event that the certificate of service
refers to by clicking in the box next to the event.

STEP 11 The MODIFY TEXT screen displays. (See Figure 11)
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Docket Text: Modify as Appropriate.

Certificate of Service Filed by Debtor Mickey Mouse (RE: related document(s)[2]
Chapter 13 Plan). (ttestattyl, )

Continue Clear

Figure 11

In the text box additional text for the certificate of service may be
added according to the court’s procedures.

Click [Continue].
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STEP 12 The FINAL TEXT screen displays. (See Figure 12)
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Docket Text: Final Text
Certificate of Service Filed by Debtor Mickey Mouse (RE: related document(s)[2] Chapter 13 Plan). (ttestatty1, )

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

Zontinue Clear
BE=| [Document Done Slke % =P E3) o2
Figure 12

Verify the final docket text.

CAUTION!! This is your last opportunity to change this event.
Clicking [Continue] will submit this order to the database.

If the final docket text is incorrect, click on your browser’s Back
button to find the screen to be modified. To abort or restart the
transaction, click the Bankruptcy hyperlink on the CM/ECF
Main Menu bar.

If correct, click [Continue].

STEP 13 The NOTICE OF ELECTRONIC FILING SCREEN displays.
The Notice of Electronic Filing is the verification that the filing has
Been sent electronically to the court’s database.
To print a copy of this notice, click on the browser [Print] icon.

You may also save the notice through the browser File/Save
option.
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U.S. Bankruptcy Court
Eastern District of Missouri (T est)
[Notice of Electronic Filing

IThe following transaction was received from ttestattyl, entered on 3/19/2003 at 10:01 AM CST and filed on 3/19/2003
Case Name: Mickey Mouse

Case Number: 03-40079

Document Number: 8

[Docket Text:
Certificate of Service Filed by Debtor Mickey Mouse (RE: related document(s)[2] Chapter 13 Plan). (ttestattyl, )

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

[Document description:Main Document

Original filename:F\DUMP\TRAIN\Cruise Excursions\Certificate of service.pdf
[Electronic document Stamp:

[STAMP bkecfStamp_ID=1031339175 [Date=3/19/2003] [FileNumber=12831-0]
[c8bc56693a4ddd2170b2¢7 5165 dabi54{d7 7eab8a6223e4a94b86a285b712fe6008
[7543042063d326418¢1 b662691 68daed0d4dal 749¢43393 dfdB028c146d]]
03-40079 Notice will be electronically mailed to:

testattyl ~ test@swbell.com

03-40079 Notice will not be electronically mailed to:

& == |Document Dane

Figure 13
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