Uploading Proposed Order to Chambers for Signature

Slide 1 - Welcome

United States Bankruptcy Court
Eastern District of New York

Uploading Proposed Order
to Chambers for Signature

Welcome to the United States Bankruptcy Court Eastern District of New York's lesson on
Uploading Proposed Order to Chambers for Signature.
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UNITED STATES BANKRUPTCY COURT ~ .
EASTERN DISTRICT OF NEW YORK \-3;;_1'
<l

Hon. Carz E. Craig, Chief Judg= Rodert A. Gavin Ir., Carc of Court

Navigation Instructions

Table of Contents:

Use the Table of Contents (TOC) to jump to different sections of the module. You can open it and
close it with either:

The arrow in the top left corner of the screen, Table of Contents
Or 7
The TOC button in the Navigation bar.

Playback Controls:

Playback controls are located at the bottom of the screen. They may be used to move forward or
back, or to rewind to the beginning of the lesson. The playback controls also include a pause/play

button toggle. g A
) e L) L

You can turn the audio on or off by clicking the speaker icon.

Additional Information:
Additional information on this module will be displayed when the filer clicks on the “i”.
Additional filing information is displayed when the mouse hovers over the tip star icon.

Select START when you are ready to begin.
START
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UNITED STATES BANKRUPTCY COURT A

EASTERN DISTRICT OF NEW YORK

Hon. Carla E. Craig, Chief Judge Robert A. Gavin Ir., Clerk of Court \ A R

Objective

At the end of this lesson, you will be able to:
1. Use the Upload Proposed Order sub-menu.

2. Prepare a Proposed Order PDF to be uploaded to Chambers.
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UNITED STATES BANKRUPTCY COURT A

EASTERN DISTRICT OF NEW YORK | \

Hon. Carla E. Craig, Chief Judge Robert A. Gavin Jr., Clerk of Court

When submitting a Proposed Order using the E-Orders module, the file
must be prepared in compliance with the following requirements, or the
Order may be rejected by Chambers staff:

. Create the Proposed Order using a word processing

application (i.e. Word [.doc] or WordPerfect [.wpd]) and
convert it to a text accessible PDF file to allow editing. Do

not scan the Order.

. Convert the Proposed Order from a word processing
document (Word [.doc] or WordPerfect [.wpd]) to a Portable
Document Format (|.pdt]).
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Slide 5 - Order Requirements (Cont'd)

UNITED STATES BANKRUPTCY COURT A

EASTERN DISTRICT OF NEW YORK | \ ‘

Hon. Carla E. Craig, Chief Judge Robert A. Gavin Jr., Clerk of Court

3. Do not use pleading lines or elaborate formatting such as
borders, graphics, special date codes or colors, file locations,
data merging, hyperlinks, column formats and page numbers.

. Leave a four-inch margin at the bottom of the last page of the
Proposed Order for the date and the Judge’s signature. Do

not include a date or line for the date or Judge’s signature.
The date of the Order and the Judge’s signature will
automatically be affixed by the system.

When assigning a filename to your PDF document, do not use
any special characters such as |@#3%"&*()-={}[]\?:.,’
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Slide 6 - ECF Main Menu
(‘ " :F' uscourts. gov https://ecf-train

ECF

nyeb.uscourts.gov/cgi-bin/login.p

Bankruptaoy

Adversary Query Reports Utilities Search Logout

lIIIIII\__ p

U.S. Bankruptcy Court
Eastern District of New York
Official Court Electronic Document Filing System

ASE NOTE: CM/ECF is unavailable every weekday morning between 5:30 a.m. and 5:45 a.m. We apologize for any inconvenience.

Tha.s Jacility is for Official Court Business only. Activity to and from this site is logged. Document filings on this

- 'E‘J' lnl L ?m 17 0 . d Inl

=
LD e demiimntmin Bl e Teiman OA62L Tni T

After successfully logging in to CM/ECF, select Bankruptcy if you are uploading a Proposed

Order to a bankruptcy case, or select Adversary if you are uploading a Proposed Order to an
adversary case. For this lesson, select Bankruptcy.
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E C F Bankruptoy Adversary Query Reports Utilities Search Logout

Bankruptcy Events

Answer/Response...
Appeal New R3 Menu Items
Claim Actions Case Upload
Creditor Maintenance...
File Claims
Motions/Applications/Presentments
Notices
Open Vohmtary Case
Open an Invohntary Case
Other
Plan
‘pload Proposed
Judge/Trustee Assignment

Select Upload Proposed Order

https://ecf-train.nyeb.uscourts.g...splayMenu.pl?poUpload&id=1783755

From the Bankruptcy Events menu, select Upload Proposed Order.

TIP: If you were uploading a Proposed Order to an adversary case, you would select the same
Upload Proposed Order option in the Adversary Events menu.
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€ & uscourts.gov | https://ect-train.nyeb.uscourts.gov/cgi-bin/DisplayMenu.p 77 = | C! | | 8~ Google 2l B

E C F Bankruptoy Adversary Query Reports Utilities Search Logout
Upload Proposed Order for Bankruptcy

E- load Single Orde l d Select Upload Single Order

Upload Ex Parte / Sua Sponte Order

https://ecf-train.nyeb.uscourts.go...cgi-bin/Dispatch.pl?poUploadSingle

As our Proposed Order is related to a previously-filed Motion, select Upload Single Order.
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6 :I:' uscourts.gov  htt yeb.uscourts.gov/cc
.

C F Bankruptoy Adversary Query

Upload a Single Order

Reports Utilities Search

Logout

Case number 12-70010

%

Find This Case | Examples: 99-12345, 1:99-bk-12345 or 1-99-bk-12345

Enter your Case number, and select Next to continue.
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6 EI:'uscourts.gcv ecf-train.nyeb.uscourts.gov/cc C atch.pl?7802 - | .."- Google Pl ﬂ'

E C F Bankruptoy Adversary Query Reports Utilities Search Logout
Upload a Single Order
8-12-70010-nhl Selma Widner

Related Document Numben Enter the document number of the related matter for which the order is being submitted.

Note: If you don't know the related document number, click on Next to continue.

Enter the document number of the related matter for which the Order is being submitted. If you
do not know the Related Document Number, select Next to continue.
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6 :I:' uscourts.gov  htt ecf-train.nyeb.uscourts.gov/cgi- C atch.pl?96:z | .."- Google Pl A n'

E C F Bankruptoy Adversary Query Reports Utilities Search Logout

pload a Single Order

elect the category to which vour event relates:

answer -
appeal
auditor
claims |=
cmp

court
crditcrd
ltdcred

-_nls_c_! _ Select motion
Filed | 5] to |

Documents to

[ Clear |

Select motion from the list of categories, as the Proposed Order relates to a motion. Select
Next to continue.
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E C F Bankruptoy Adversary Query Reports Utilities Search Logout

Upload a Single Order

You MUST select the appropriate event to which your order relates:

04/27/2012 5 Motion to Extend Time Filed by Selma Widner. (dms)

12/11/2012 8 Motion for Relief from Stay re: 20 Boganville Road, Northport, NY 11768 Fee
Amount $176. Filed by Simon Marcus on behalf of AT&T Mobility. Hearing
scheduled for 1/3/2013 at 10:00 AM at Courtroom 3577 (Judge Lord), Brooklyn,
NY. Marcus, Simon)

12/12/2012 9 Amended Motion for Relief from Stay correcting creditor's address. Fee Amount

$176. Filed by Simon Marcus on behalf of AT&T Mobility (RE: related

document(s)8 Motion for Relief From Stay filed by Creditor AT&T Mobility).

Hearing scheduled for 1/3/2013 at 10:00 AM at Courtroom 3577 (Judge Lord),

Brooklyn, NY. (Marcus, Simon)

(oomees

Place a check in the box next to the event to which your Order relates. Select Next to continue.
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E C F Bankruptoy Adversary Query Reports Utilities Search Logout

Upload a Single Order =

Case Number: 8-12-70010-nhl

Case Name: Selma Widner

Related Document Number: 9

Related Document Description: Motion for Relief From Stay

Order Type Select Hearing Held
15 an amendment and the original document has been set for a hearing, then select order type of
Hearing Held
; Hearing Scheduled o) o
Hearing Date Hearing Not Held D3/19/2002 or 03/19/02 |
File to Upload git:rk'S Office Orders Note: You can only upload files with a .pdf extension. F
er
e Examples: 03/19/2002 o 03/19/02
Date
Other Doc
Other related document number(s) (e.g. 2,4-
Nan er(s) (e.g- 2,4-7)
Notes

Please Upload Additional Order Related Document(s):

Please Upload Word Processing Document (Required for external users / Optional for internal users):

Word Note: Submit a copy of the order in .doc, .docx, or wpd

Document format.
Please Upload Additional PDF Document (Optional):

[ e i S B e e S -

Select an Order Type from the drop-down box. Select Hearing Held if your motion was already
heard. Select Hearing Scheduled if your motion is scheduled to be heard on a future date.

Disregard Hearing Not Held, Clerk's Office Orders, and Other. For this lesson, select Hearing
Held.
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Slide 14 - File to Upload
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S

E C F Bankruptey Adversary Query Reports Utilities Search Logout

Upload a Single Order =

Case Number: 8-12-70010-nhl

Case Name: Selma Widner

Related Document Number: 9

Related Document Description: Motion for Relief From Stay

Order Type Hearing Held -

Note: If the related document is an amendment and the original document has been set for a hearing, then select order type of
Hearing Scheduled.

Hearing Date |01/03/2013 | Examples: 03/19/2002 or 03/19/02

File to Upload Browse._ Note: You can only upload files with a .pdf extension. 7
e Examples: 03/19/2002 or 03/19/02

Date

g:l::r L Other related document number(s) (e.g. 2.4-7)

Notes

Please Upload Additional Order Related Document(s):

Please Upload Word Processing Document (Required for external users / Optional for internal users):

Word Note: Submit a copy of the order in .doc, .docx, or wpd

Document format.
Please Upload Additional PDF Document (Optional):

[ e i S B e e S -

The date your motion was heard in Court automatically populates the Hearing Date field. Select
Browse... to upload the Proposed Order in PDF.
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Slide 15 - File to Upload (Cont’d)

é b |5_[auscourts.gov https://ecf-train.nyeb.uscourts.gov/cgi-bin/Dispatch.pl?16¢ i dhs | b"" Google Pl A B

s 4
OO | .. » Computer » Local Disk (C:) » Widner v]#,” Search Widner

|
\| Organize « New folder = « [0 @
: A Favorites ! = Name ’ Date modified Type Size I
B Desktop F5112-70010 amended motion 12/11/20123:35PM  Adobe Acrobat D... 11 KB
@ Downloads 1] 12-70010 motion 12/11/2012 3:35PM  Adobe Acrobat D... 11 KB
| Recent Places @ Affirmation in Support 1/3/2013 3:16 PM Adobe Acrobat D... 11 KB
] Proposed Order 1/15/2013 2:47 PM Microsoft Word D... 13 KB
4 Libraries = 1/3/2013316 PM___ Adobe Acrobat D... 11 KB
| Documents Select Proposed Order
J’ Music
k=| Pictures
B2 videos

/% Computer
E’- Local Disk (C:)
5 ci-data-vo\FOF
5 REG CHAMBERS
5 ci-data-vol3\TRA ~

File name: Proposed Order - [AII Files ']

Open Ivl [ Cancel ]

H
s Select Open

Upload Additional PDF Document  (Optional):
Beouco Dot

Select the PDF version of the Proposed Order. It is highly recommended that you first right
click to open and view any file you are uploading to confirm that it is the correct document.
Select Open to upload the Proposed Order.
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6 f‘[:'usccurts.gcv https://ecf-train.nyeb.uscourts.gov/cgi-bin/Dispatch.pl?7165 v (& b‘" Google Pl B
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Case Name: Selma Widner

Related Document Number: 9

Related Document Description: Motion for Relief From Stay

Order Type Hearing Held -,
Note: If the related document is an amendment and the original document has bean set for a hearing, then select order type of Hearing
Scheduled.

Hearing Date 01/03/2013  Examples: 03/19/2002 or 03/19/02

File to Upload C:\Widner\Proposed Order.pdf Note: You can only upload files with a .pdf extension.

EE 11222013 |Examples: 03/19/2002 or 03/19/02

Date

Other Doc Num Other related document number(s) (e.g. 2.4-7)

Notes

m

Please Upload Additional Order Related Document(s):

Please Upload Word Processing Document (Required for external users / Optional for internal users):

Note: Submit a copy of the order in .doc, .docx, or .wpd format.
Please Upload Additional PDF Document (Op

Browse.. | Note: Submit additional order related document (exhibition, etc.).

Word Document

Attachment:
The attachment is a Form 21

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

IH] Clear -

If you are uploading an Order with a Settlement Date - in other words, the Judge stated at the
end of the hearing to settle the Order - enter the Settlement Date in the appropriate box. If there
are other documents on the case that are related to the motion for which you are filing the
Proposed Order, such as objections or affirmations in support, enter those document numbers in
the Other Doc Num box. Use the Notes box to provide only additional information to help
Chambers understand an out-of-the-ordinary Proposed Order. It is recommended that this box
be used on a limited basis.

In addition to a PDF version, the Proposed Order must also be uploaded in word processing
format (i.e. Word, WordPerfect). Select the Browse... button next to Word Document to do so.
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https://ecf-train.nyeb.uscourts.gov/cgi-bin/Dispatch.pl?16¢

Advorcarnvs

I Hilitioc -

FQQi! . » Computer » Local Disk (C:) » Widner - ] 5 | ' Search Widner pe P
! Organize v New folder =~ 0l @ I
| X Favorites 7 Name Date modified Type Size
Bl Desktop %11 12-70010 amended motion 12/11/20123:35PM  Adobe Acrobat D... 11 KB
@ Downloads 1] 12-70010 motion 12/11/2012 3:35PM  Adobe Acrobat D... 11 KB
i Recent Places T Affirmatid Select Proposed Order 1/3/20133:16 PM  Adobe Acrobat D... 11 K8
T Exhibit 1/3/2013 3:16 PM Adobe Acrobat D... 11 KB
4 Libraries £ (4] Proposed Order 1/15/2013 2:47 PM Microsoft Word D... 13 KB
%] Documents Proposed Order 1/3/20133:16 PM  Adobe Acrobat D... 11 KB
J’ Music
b=| Pictures
B2 videos

/% Computer
E’- Local Disk (C:)
5 ci-data-vo\FOF
5 REG CHAMBERS
5 ci-data-vol3\TRA ~

File name: Proposed Order

r—/
Select Open

~ | AllFites

| Oesp

o

Cancel ]

I_‘

Select the word processing version of the Proposed Order, and then select Open to upload the

Proposed Order.
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SUn
Case Name: Selma Widner

Related Document Number: 9

Related Document Description: Motion for Relief From Stay

Order Type Hearing Held hd
Note: If the related document is an amendment and the original document has bean set for a hearing, then select order type of Hearing
Scheduled.
Hearing Date 01/03/2013  Examples: 03/19/2002 or 03/19/02
File to Upload C:\Widner\Proposed Order.pdf Note: You can only upload files with a .pdf extension.
Settlement
1/22/2013 les: 03/19/2002 3/19/02
Date i Examples: 03/19 or 03/19.
Other Doc Num 10 Other related document number(s) (e.g. 2.4-7)
Notes

m

Please Upload Additional Order Related Document(s):

Please Upload Word Processing Document (Required for external users / Optional for internal users):

Word Document C:\Widner\Proposed Order.docx Note: Submit a copy of the order in .doc, .docx, or .wpd format.
Please Upload Additional PDF Document (Optional):
Attachment: Note: Submit additional order related document (exhibition, etc.).

The attachment is a Form 21

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

IH] Clear -

You may also add an additional attachment to a Proposed Order, such as an exhibit. For
example, when submitting a Proposed Order "to Approve the Stipulation,” select Browse... to
upload the Stipulation as an additional PDF document. However, you must comply with the
Judges' guidelines when uploading additional PDF documents with the Proposed Order. Also,
you should only upload an additional attachment at the direction of Chambers. Select the
Browse... button next to Attachment to do so.
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Slide 19 - Additional Attachment (Cont'd)

ps://ecf-train.nyeb.uscourts.gov/cgi-bin/Dispatch.pl?16¢

I Hilitioc - aarch | nonar

b‘ . ,: J.]i L » Computer"_b Local Disk (C:) » Widner - I +5 H Search Widner el ’
!

Organize v New folder =~ 0l @
A Favorites ! R Name ’ Date modified Type Size l
Bl Desktop %11 12-70010 amended motion 12/11/20123:35PM  Adobe Acrobat D... 11 KB
@ Downloads 1] 12-70010 motion 12/11/2012 3:35PM  Adobe Acrobat D... 11 KB
=, Recent Places @ Affirmation in Support 1/3/2013 3:16 PM Adobe Acrobat D... 11 KB
F';L Exhibit o | 1/3/2013 3:16 PM Adobe Acrobat D... 11 KB
= J.ibraries = @ Proposed Order Select Exhibit 1/15/2013 2:47 PM Microsoft Word D... 13 KB
"&| Documents T Proposed Order 1/3/20133:16 PM  Adobe Acrobat D... 11 KB
J’ Music
b=| Pictures
B2 videos

/% Computer
E_‘-' Local Disk (C:)
5 ci-data-vo\FOF
5 REG CHAMBERS
5 ci-data-vol3\TRA ~

File name: Exhibit - |AuFiles ~)

I Orﬁn 1'0][ Cancel l
———
Select Open

you continue.

[ Next | | Clear =

Select the Exhibit, and then select Open to upload the Exhibit.

TIP: 1tis highly recommended that you first right click to open and view any file you may be
uploading to confirm that it is the correct document.
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Case Name: Selma Widner
Related Document Number: 9
Related Document Description: Motion for Relief From Stay

Order Type Hearing Held hd
Note: If the related document is an amendment and the original document has bean set for a hearing, then select order type of Hearing
Scheduled.
Hearing Date 01/03/2013  Examples: 03/19/2002 or 03/19/02
File to Upload C:\Widner\Proposed Order.pdf Note: You can only upload files with a .pdf extension.
Settlement
1/22/2013 les: 03/19/2002 3/19/02
Date i Examples: 03/19 or 03/19.
Other Doc Num 10 Other related document number(s) (e.g. 2.4-7)
Notes

m

Please Upload Additional Order Related Document(s):

Please Upload Word Processing Document (Required for external users / Optional for internal users):

Word Document C:'\Widner\Proposed Order.docx Note: Submit a copy of the order in .doc, .docx, or .wpd format.
Please Upload Additional PDF Document (Optional):
Attachment: C:\Widner\Exhibit pdf Bro;vse... Note: Submit additional order related document (exhibition, etc.).
The attachment is a Form 21

you

Att m itting this screen commits this transaction. You will have no further opportunity to modify this submission if

Ne Clear -

If the additional attachment is a Form 21, the Statement of Social-Security Number(s), place a
check in the corresponding box. Before committing your transaction, make sure that the
information entered and documents uploaded on this screen are correct, as you will have no
further opportunity to modify this submission if you continue. Once you have made sure that all
information is correct, select Next to continue.
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Upload a Single Order
The new PDF document 949 .pdf was uploaded successfully on 1/15/2013 at 3:17 PM

Order Type: Hearing Held

Case Number: 8-12-70010-nhl

Case Name: Selma Widner

Related Document Number: 9

Related Document Description: Motion for Relief From Stay
Hearing Date: 01/03/2013

Settlement Date: 1/22/2013

Dther Related Document Number(s): 10

The additional PDF document has been uploaded to e-order.
Form 21 is not checked.

The word/wordperfect document has been sent to NHLOrders@nyeb.uscourts.gov.

Upload Single Order (bk)

 CONTINUE |

When you reach this screen, the Proposed Order has been uploaded successfully. The filer will
then receive an e-mail notification acknowledging the receipt of the Proposed Order. Once the
Order has been signed by the Judge and docketed by the Clerk's Office, the filer will receive an
e-mail notification in the form of a Notice of Electronic Filing. If you need to upload another
Proposed Order, select Upload Single Order (bk).



Uploading Proposed Order to Chambers for Signature

Slide 22 - After Uploading the Proposed Order

UNITED STATES BANKRUPTCY COURT

EASTERN DISTRICT OF NEW YORK

Hon. Carla E. Craig, Chief Judge Robert A. Gavin Jr., Clerk of Court

Please note that if the wrong Order is uploaded, it can be
removed as long as the signed Order is not yet on the docket.
Contact Chambers” staff by e-mail and inform them that an
incorrect Order was uploaded. When the Order is removed, you
may upload the intended Proposed Order.

The E-Orders Application also has an e-mail feature that permits
the Chambers’ staff to e-mail the filer with additional instructions
regarding the uploaded Order.
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Slide 23 - After Uploading the Proposed Order (Cont'd)

UNITED STATES BANKRUPTCY COURT

EASTERN DISTRICT OF NEW YORK

Hon. Carla E. Craig, Chief Judge Robert A. Gavin Jr., Clerk of Court

Please also note that failure to use the correct event, Upload
Proposed Order, will prevent the Judge from receiving the
Order for signature, as these Proposed Orders do not appear on
the docket. However, filers are asked to attach the Proposed
Order as an exhibit to the motion when docketing a motion.
Keep in mind that docketing a motion with the Proposed Order
attached, and the electronic submission of a Proposed Order
demonstrated in this module, are two separate procedures.
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UNITED STATES BANKRUPTCY COURT

EASTERN DISTRICT OF NEW YORK

Hon. Carla E. Craig, Chief Judge Robert A. Gavin Jr., Clerk of Court

You have completed the lesson on uploading a Proposed Order.
You should now be able to:

1. Use the Upload Proposed Order sub-menu.
2. Prepare a Proposed Order PDF to be uploaded to Chambers.

To exit this module press Ctrl W on your
keyboard or click on the X on the page tab
at the top of the screen to close the current
tab.




