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Login Ingructions

1. Go to Hitp://www.courtwatch.com

2. At Login, typein your username and password. Click on enter

LOGIN

U=ername:

Login Password:

I
EHTER |

Log In Help

3. If logged in properly, Services Received screen appears.

E-Filing

4, Click on E-Filing

5. The Sdlect State and Court screen appears. Scroll to North Carolinaand highlight it.
If filing for Raleigh case, Court = USBC, Eagtern Didtrict of North Carolina (Raleigh).

If filing for Wilson case, Court = USBC, Eagtern Didrict of North Carolina (Wilson).

My Courtwatch - E-Filing « E-Search « Reports - Support - About - Logout - Admin « Sy

Select State and Court

State: | Marth Caralina 7|
Select Court: [HEEE

Eastern District of Morth Caroling (Raleigh’)

7. The Sdlect Case Type screen gppears. Thereis adrop-down box with Bankruptcy and Adversary.
Highlight Bankruptcy (See page 9 for adversary ingtructions)
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8. The Select Case Number screen appears. Type Case Number and click Next.

Select Case Number

(_.oUrt, USBC, Eastern District of Horth Carolina (Raleigh)
i_ase [ype Bankruptcy
i—ase Mumber: ||:|2_|;||;|123|

Dpen Mew Case,  New Case |

< Previous | Cancel | MNext =

Select Primary Document to File

_ourt: North Carolina, E.D. (Raleigh), USBC
—ase Type: Bankruptcy
Zase MNumber; 0200123
Party Mame(s): | CRUZ, MARIAM ~|

Primary Documennt

Client Code: |
Description: I Mlotice _"’_l
Document to file: |Chorderst TELE-HRG.wpd Browse... |

= Previous Cancel | Mext = |

0. The Select Primary Document screen appears.
10. If you have a Client Code, type it in the box next to client code (optiond).
11.  Sdect Description type from drop-down menu.

12. Beside Document to file, Click on Browse and locate file on your computer that you are e-filing.
(ex. You arefiling an order named “TELE-HRG.wpd” that islocated in C:\orders).

13. Click on Next.
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14.

15.

16.

17.

The Create Certificate of Service and Add Attachment(s) screen appears. If there are no attachments
and acertificate of serviceis not required, click on Upload Filing.

Create Cerlificale of Service and Add Attachment(s)

Document List
Case Mo  Description File Name Service Attach Delete

02 00122 Maotico TELE HRG wind : 1] o} =

l o

When wou are finished adding PRIMARY documents and Add additional PRIMARY documentis) to DOCUMENT LIST
attarkments click Fhe " plaad” Fokkan baooplanad sooe Fromm sarme ar nbher case nomber
documents to Courtwatch,com

Upload Flllngl Add Filing |

To Create a Certificate of Sarvice, click on icon under Service.
Create Certificate of Service screen appears. Click on Add Recipient.

TO ELECTRONICALLY SERVICE A RECIPIENT, THE RECIPIENT MUST BE A
COURTWATCH MEMBER. |IF THE PARTY YOU WANT TO SERVICE ISNOT A
COURTWATCH USER, A CREATE NEW RECIPIENT BUTTON WILL DISPLAY
FOLLOWING THE SEARCH. YOU MAY THEN CREATE THE RECIPIENT TO ADD TO
YOUR SERVICE LIST.

TO SERVE BY MAIL, click on CREATE NEW RECIPIENT. Type Recipient information, Select
Service type from drop-down box and Click Submit.

CourtWatch E-Service Recipient

First Mame: |Shirley

Last Mame: |Test

Firm/ Company: |

Audr 1: [PO Bux 1234

Addr 2: |

City: |Haleigh

State: [NC  2ip: [27602

Service by:

| Eubr‘nitl Caoncel |
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18.

19.

20.

21.

22.

After adding all recipients, click on Create Certificate of Service. Your certificate should appear.

UNITED STATES BANKRUPTCY COURT
E.D. (RALEIGH) DISTRICT OF NORTH CAROLINA

In re:

)

)

)

Drelbbon{s]. i

)
Certificate of Service

The undersigned hereby certifies that copies of the foregoing were serviced In the manner indicated
upon those listed below on 5/28/ 2002,

Mike Mathews
By CourtWatch E-Service

Christopher Smith
G710 Meyer Forest Drive, #12104
Houston Texas 77096

By First Class Mail

Shirley Test
Py Box 1234
Ralmioh B 2 TE0D

< Previous Cancel Mext =

‘Attach
L U]
If you want to add an attachment, click on icon under Attach.
Attachments
Descriptiun:llfh-:l“ﬂtm—
File HamE:lC:HnrdershExhibiﬂ s Browse. . |
|

Type Description.

Browse to location of attachment on your computer. (Ex. Attachment is named “Exhibitl.wpd” saved
in c:\orders on your compuiter).

Click on Next.
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A LN R R e e e

Case No  Description File Name Service Attach Delete

N2-00123  Notice TELE-HRG.wpd ] iy
Exhibnit 1 Exhibit 1. wpd E

4 |
J -
when wou are finished adding PRIMARY documents and Add additional PRIMARY document(s) ko DOCUMEMT LIST
attachments click the "Upload” button to upload wour from same or okher case number

documents ko Courbwakch, com

Upload Flllngl Add Filing |

23.  After you have finished adding attachments, click on Upload Filing. The Uploading Selected
Documents screen appears.

Uploading Selected Documents

Please Wait while files are uploaded and, if necessary,
converted to PDF ...

24.  After files are converted to pdf, the“Do you agree to upload?’ screen appears. Click on
OK.
Do you agree to upload? ﬂ |

T he fallowing filez have been zelected for uploading. Do you agree to upload?

C:hordershTELE -HRG. wpd
C:hordershE shibit] awpd

&I Cancel |

Warning: Applet Window

25.  Wait while documents are uploading. When the Confirmation screen gppears, click on Done.

26.  TheE-Filing Confirmation screen appears. Click on Done.

27.  You have now efiled your document!
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28.

29.

30.

31.

32.

To see what you have e-filed for a specific time frame, click on Reports.

On the |eft Sde of the screen, click on E-Filing Transactions. The default date range isthefirst and last

day of the current month. Y ou can change this by typing the date range you wart.

E-Filing Transactions Report
Begin Date End Date
El|3n/z2002 El|3r31/2002
View Report

Click on View Report.

A ligt of your e-filing transactions appears. 'Y ou can view the transactions by clicking on the blue
confirmation number beside the transaction that you want to view. Y ou can print this report by clicking

on Print Listing.

To Logout, Click on Logout.

Filing a New Case

At the Sdect Case Number screen, click on New Case.

Opsn Nav Zase ariar case irforT ation be o
Cobtctis  ncivdal O Corpary
Ciebto: irst Marie |Smith
Zieator _ast Hare |_ack
D ooy S5k (123456769
Cocshteris & neivdlal O Corpary
Codebtar Tirst Mare |Smith
Cedestor _ast Mare |-ane

Corde st 5 5Ma (23735432

= Previous | Cancel Mgt =

Click on Next.

Type Case Information.

LR Y
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10.

11.

Click on Next. The Sdlect Primary Document screen appears.

Select Primary Document to File

Court North Carolina, E.D. (Raleigh), USBC
i_ase Type Bankruptcy
Case Number New Case
Debtor Smith Jack SSN#: 123456789
Codebtor Smith Jane SSN#: 987 65-4321

Primary Document

Client Code: |SmithJa|::k

Description: | Chapter 7 Woluntary Petition j
Docurment to file: |C:".,urders".FETITIDN.pdf Browse... |

= Bravimie I M™ancal I Mlavt = I

If you have aclient code, typeit in the Client Code box (optiondl)
Select Description type from drop-down menu beside Description.

Beside Document to file, Click on Browse and locate file on your computer that you are e-filing.
(ex. You arefiling a petition named “petition.pdf” that is located in C:\orders).

Click on Next. The Create Certificate of Service and Add Attachment(s) screen appears.
To attach a Matrix, click on icon under Attach.
Beside description, Type Matrix.

Beside filename, click on Browse to location of matrix on your computer. Click on Next.
*** Matrix should be saved in TXT format ***

Attachments

Descriptiun:lhdatri:-:
File HamE:lD:hurdershtestmatrix.td Browse... |

cPr'eviuusl Cancel | Next > |
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12.

13.

14.

15.

16.

The following message-box appears. Click on YES.

¥BScript: Text File Type Confirmation

Creditor Matrix or Proposed Order are the only tvpe of text .kt files that may be uploaded. Is

this a Creditor Matrix or Proposed Order?

fes

Mo

After you have finished adding attachments, click on Upload Filing. The Uploading Selected

Documents Screen appears After files are converted, the “Do you agree to upload?’ screen appears,

click on OK.
At confirmation screen, click on Done.
At efiling confirmation screen, click on Done.

Y ou have now e-filed your petition.
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1.

2.

Adversary Proceedings

For Adversary Proceeding cases, at Case Type screen, select Adversary.

The Select Case Number screen appears. Type Adversary Proceeding Case Number. Click Next.

Select Case Number

Court; USBC, Eastern District of Horth Carolina (Raleigh)
Case Type: Adversary
Case Mumber: |IIIE-IIIIII999

Cpen Mew Cage;  New Case |

:Previnu;l Cancel | Next >
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3. The Select Primary Document Screen appears.

Select Primary Document to File

Court: North Carolina, E.D. {Raleigh), USBC
Case Type: Adversary
Adversary Case Mo: 0200999

Primary Document

Client Code: |

Description: | Adversary Complaint = |
Document to file: |C:H|:|rdershte stcomplaint.pdf Browse... |

s:Prewnusl Cancel | MNext = |

4. If you have a client code, typein next to the Client Code box (optional)

5. Sdlect Adversary Complaint as description type at the dropdown menu beside Description.
Please note that Cover Sheet, Letters, and Summons should be submitted as separate primary

documents.

6. Beside Document to file, Click on Browse and locate file on your computer that you are e-filing.
(Ex. Complaint named “testcomplaint” that islocated in c:\orders).

7. Click on Next.

8. The following warning message appears. Click on OK.

Microsoft Internet Explorer ﬂ

& You musk add the Summons, Coversheet and Exhibits as atkachments,

8]4
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9. The Certificate of Services and Attachments screen appears. Click onicon under Attach.

10.  Atdescription, select Adversary Summons. At File Name, click on Browse to locate file located

on your computer. Click on Next.

Attachments

Description:| Adversary Summons v |

File Hame:lc:hurdershte stsummons. pdf

Browse... |

< Previous Cancel

Next > |

11.  Click on Attach icon. The Attachments screen appears. At description, select Adversary
Coversheet. At File Name, click on Browse to locate file located on your computer. Click on Next.

Attachments

Descriptiun:l Achersary Coversheet j

File Hame:l Chorders\coversheetwpd

Browse. . |

< Previous Cancel

Next > |

12.  Click on Attach icon. Y ou should see the Attachments screen appear. At description, sdlect
Adversary Exhibit. At File Name, click on Browse to locate file located on your computer. Click on Next.

Attachments

Description:| Achversary Exhibit =]

File Name:lC:'\cl rdersh TestExhibitwpd

Browse. . |

= Previous Cancel

MNext = |
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13.  After you have finished adding attachments, click on Upload Filing.
Case No  Description File Name Service Attach Delete
02-00992  adversary Complaint testcormplaint. pdf : 1] il
AL SLmmons testsurnmaons. pdf @
AC Coversheat coversheet, wpd E
AC Exhibit TestExhibit. wod m

L

When you are finished adding PRIMARY documents and
atkachments click the "Upload" button to upload wour From same or other case number
docurents to Courbwatch, com

Upload Flllngl Add Filing |

Add additional PRIMARY document(s) to DOCUMENMT LIST

14.

17.

18.

After files are converted to pdf, the“Do you agreeto upload?’ screen appears. Click on OK.

Wait while documents are uploading. The Confirmation screen gppears. Click on Done.
The E-Filing Confirmation screen gppears. Click on Done.

Y ou have now e-filed your adversary document!
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1.

2.

3.

4.

Filing Proposed Orders

Open Word Perfect program

Goto File- Open

| File Edit %iew Insert Formak Table Tools ‘Window

M Mew 0 Upen Hile - efiling

= Mew From Project... File Edit Wiew Tools
open... e e

— e R | YOS X
Close
3ave Look in: ||:| efiling

At the File Open Didog box click on the drop down arrow next to the “Look In” box and double-click
onVollonRd_App (J).

. 0pen File - ¥ol1 on "Ral_app" (X)

Fle Edk “iew Tools Favontes Felp

mw FExa B B B = %
Lok it: |§‘a":u'l on'Ra_zrp [l j

Go to the E-filing folder and double-click
I 13MATRIY
_lacCESS
_lACHE
H_I apps
H_I apskakus
H_I aks
lback
—IBATEMM
—lbecnch
_lbncimage
Clcars
=il Carolyn
| ecaDnmMIM
Il CCADMIMNG
T CCDATA
:I Zarmmnon
:I courknokcs
T CREDITOR
T DATAMET
T DBASES

5] criling |
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10.

Under the E-filing folder you should see afolder caled “ Proposed Orders’

Under the “ Proposed Orders’ folder you should see several sub-folders, numbered 01
through 12. These sub-folders represent each month of the year. Under each month there
are more sub-folders representing each day of the month

01 | Caot
oz oz
(o3 Clo3
Cod Clo4
= Clos
o Caoe
o7 (57 |
o Lo
[ Clow
(110 C11n
Ca1 Ca11
1z Cliz
ecmdlmsg.DBF Cl1z
Cl14
Cl1s

Find the proposed order by double-clicking on the gppropriate month and day

Once you find the gpproprieate order double-click oniit. It will automaticaly openin
WordPerfect.

Now you will need to save the file as a WordPerfect document. To do this go to File -Save
As.

At the Save As didog box make sure thefile typeis set to Word Perfect if not click on the

drop-down arrow beside the file type box and scroll until you see Word Perfect listed
Save the document.
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Converting to a PDF document

11. Pace your cursor at the beginning of the “DATED:” line.

[ DATED:

JLDGE, Us BANKHUPTCY COLRT

12.  Click onthe E-filing macro in your Word Perfect menu bar. Thiswill insert the current date
and Judge Smdl’ s sgnature line into your Word Perfect document. It will so convert your
document into PDF format.

13. Y ou should see the “ Save PDF file As’ diaog box gppear. Typein the name you want to save
the pdf document as.

E-filing
**** |n Raegh office only, the Deputy-In-Charge can e-file findized proposed orders ****

13. Go to Http://mwww.courtwatch.com

14. At Login, type in your username, password,
and click on enter. LOGIN

Username:

Username = ThomasSmall |
Password =

Login Password:

I
EHTER |

Log In Help

15. If logged in properly, you should see Services Received screen appear.
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16.  Click on E-Filing

17.  You should see the Sdlect State and Court screen gppear. State = North Carolina. If filing
for Raleigh case, Court = USBC, Eagtern Didtrict of North Carolina (Raleigh). If filing for
Wilson case, Court = USBC, Eastern Didrict of North Carolina (Wilson).

My Courtwatch - E-Filing » E-Search - Reports « Support - About - Logout » Admin - Sy

Select State and Court

State: | North Caroling v
Select Court: |

Eaztern District of Morth Caroling [Ralsigh)

18. Y ou should see the Select Case Type screen agppear. Select Case Type.

Select Case Type

Court; USBC, Eastern District of Horth Carolina (Raleigh)
Case Type: | Mone Selected ;I

iNone Selected
Adwversary
Bankruptoy

Claims

< Previ

19.  You should see the Select Case Number screen appear. If not new Case, type Case Number
and click Next.

Select Case Number

Court; USBC, Eastern District of Horth Carolina (Raleigh)

Zase Type: Bankruptcy
Zase Mumhber: |D1-I]I]1 23|

Open Mew Case;  New Case l

= Previous | Cancel | MNext =
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20.  You should see the Select Primary Document screen appear

Select Primary Document to File

ourt: North Carelina, E.D. {Raleigh), USBC
Case Type: Bankruptcy
Case Number, 0201239
Party Name(s): |[MAYTON, TERRELL x|

Primary Document

Client Code: |

Description: |Answer j
Document to file: |C:HDrders".,E-fiIingHEfiIing Finalized Froposec  Browse... |

-:Frevlnusl Cancel | Mext > |

Leave Client Code blank. Sdlect Judge Filing from drop-down menu beside Description.
Beside Document to file, Click on Browse and locate file on your computer that you are e-
filing. Your fileswill be in the following location C:\ordersie-filing (make surefile hasa
.pdf extenson..ie..” orders.pdf”). Highlight the document you want to e-file and click on

open.

Create Certificate of Service and Add Attachment(s)

Document List
Case No  Description File hame Service Attach Deletp
010012 Judge Fing ordertestwithfotnote, wod g ﬂ I} =
{ 3

Wehar wou gre Frished eddirg PRIMARY docurentz and Add additional PRIMARY documen:(s) -o DOCLMERT L15™
actachments click -he "Uaload” bukton to upload your from same ar othar case numnber
daounents bo Cacrkwakeh cor

Uplead Fllngl Add Filing |
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21.  Youshould seethe Create Certificate of Service and Add Attachment(s) screen appear. If
there are no attachments and you do not want to do a certificate of service, click on Upload

Filing.

Attachments

Description:|Exhikit 1

File MﬂmE:ICZ"-,D rders\Exhibit] wpd BErows
< Previous Cancel Mext > |

Create Certificate of Service and Add Attachment(s)

Document List

Case No Description Rle Name Service Attach Delate
0--00122  .dge Fing croertestwithfoctnobe, wid g il W =
kit 1 Exhikit1. wpc @

? o

Yhzn wou are finished adding PRIMARY cocuments and  Add addit onal PRIMARY document(s) bo DOCIMENT L5
attachments ol ck the "Uplbad” button 2 upload wour from same or other case number
docurents 3 Courmwakch, cor

Upload Flllgl Add Filing |

22. If you want to add an attachment, click on Attach, Browse to location of attachment on your

computer.
(Ex. Attachment is named “Exhibitl.wpd” saved in c:\orders on your computer). Click

on Next.
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; hl:tD:,."'."'l.'H.'Jl.'!.l:DLI‘I:!.'J-EItd'I.EDI‘I‘I_"'EDI‘lfII‘I'I'I-EII:IDI'I,.H:

| File  EdiL  Wiews  Faweribe: Todls  Help

WE
] [

TTSEC, Fastern Tlismrict af Tarth Carnlina (Ralrigh)
CONFTRLTATTON (2002 3000428

The fallowq] ke Mathews

C:hoider s SAUL M EXprossway SUec dE

r:l'-.I'III'IF"rQIkI Caklshimrnm Cikv, OK 7000 J
1aabe *aarnitked IR N PR TR & STy |
Filer IC: ekl pes

fmall @LI‘:-HL @I—re

Caze Mumber: 01-C01z7
Cace Type: Bankruptey
|'-.-'-.-'arrin|;|: 8 mAcornesk Sobeeibed: T eedeestocdert msheibhbocbreke  FOE T wlge Filing
Allaclmens: ChordesAEvhilill  PDF S|l -

Phermn Yo Jor susbieniilanpy vorer (bl wion Lrascerii, fbout - Logout - Ad

Slogss print or seve this poage_for oL records

Doune

E-FILIMG F

o Please Wait while files are uploaded and, if necessary,

uploaded and a date converted to PDF ...
stamp is being appled. ..
the skatus bar allows wou

Lu i ikor e progress,

23.  After you have finishing adding attachments, click on Upload Filing. You should see
the Uploading Selecting Documents screen appear. After files are converted to pdf,
you will see the “Do you agree to upload?’ screen appear. Click OK.

Wait while documents are uploading. Y ou should see the Confirmation screen
gppear. Click on Done
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24.  You should then see the E-Filing Confirmation screen gppear. Click on Done. You
have now e-filed your document!

25. To see wha you have e-filed for a specific time frame, click on Reports. On the left
sde of the screen, click on E-Filing Transactions. The default date range isthe first
and lagt day of the current month. 'Y ou can change this by typing the date range you
want. Click on View Report.

E-Filing Transactions Report
Begin Date End Date
El|3n/z002 El|3/31/2002

View Report |

Y ou should then see alist of your e-filing transactions. Y ou can view the transactions by
clicking on the blue confirmation number beside the transaction that you want to view. You
can print thisreport by clicking on Print Ligting.

Court Case Mo. Docket Confirmation Received Delivered Docket
Category MNumber Courtwatch Court Court

USEC, 01-00123  Bankruptey C,2002,2,000425 3-12-2002 a-12-2002

Eastern Judge Filing S:d4:25 AM 2:33:13 AM

Dristrick of

Morth

Carolina

26.  ToLogout click on“Logout”.

**** Don't forget to delete old proposed order files from J\efiling\proposed orders ****
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