CHAPTER 16
ADVERSARY CASE OPENING

Opening a New Ad(\?/Lersary Proceeding
Summons
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Adversary Proceeding
Case Opening

Opening an adversary proceeding involves entering the necessary information regarding the
plaintiff and defendant, along with basic statistical data. The lead event (usually the complaint)
is incorporated into this process and will not need to be docketed separately. This module
demonstrates the steps to take to open an adversary proceeding in CM/ECF.

STEP 1 Click the Adversary hypertext link on the CM/ECF Main Menu Bar.
STEP 2 The Adversary Events screen displays.

o Click the Open an Adversary Proceeding hypertext link.
STEP 3 The Case Information screen displays. (See Figure 1)

EE F Bankruptcy +  Adversary

Open Adversary Case

Office
Case type |ap *I

Date filed 8/19/2003

Complaint IE
w Clear E

Figurel

O

Click the down arrow i1 to reveal the list of Office (division) options. Select
the same division to which the related general case is assigned.

O

The Case Type defaults to ap (adversary proceeding). This is the only
option. No action is necessary.
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o The current date is displayed in the Date Filed field. This date cannot be
changed.
o Click the down arrow i to reveal the list of Complaint options: eithery for

yes or n for no. This field signifies the lead event for this proceeding. If
filing something other than a complaint, such as a Notice of Removal,
change the y to n.

o Click [Next] to continue or [Clear] to re-enter the information.

STEP 4 The Associated Cases screen displays. (See Figure 2)

EEC F Bankruptcy +  Adversary

Open Adversary Case

Add Associated Cases
Member case number

Lead case number [5-03-bk-27

Assoriation type [Adversmry j
= Clear
Figure 2
o Enter the Lead Bankruptcy Case Number (office code-yy-bk-nnnnn
format).
o The Association Type field defaults to adversary. No action is necessary.
o Click [Next] to continue.

Note: If the system prompts that the base case number entered is not a
valid case, click the [Back] button and re-enter the case number.

Middle District of Florida Page 2 May 2004



CM/ECF Trustee Training Adversary Proceeding Case Opening/lssuing a Summons

STEP 5 The Search Party screen displays. (See Figure 3)
EEC F Bankruptcy +  Adversary  »
Open Adversary Case
Search for a party
SSN | Tax1d |

LastBusiness name |

Search | CIEIBr|

Figure3

(0] Enter a social security number, tax identification number, or last/business
name to search for the party to be added to the case. It is recommended
that you add parties to the case in the following order: Plaintiffs,
Defendants, then interested parties/other as applicable.

o Click [Search] to continue.

STEP 6 The Party Search Results screen displays. (See Figure 4)

Search for a party

SSN | TaxTd |

Last/Business name l

Search | Clearl

Party search results
Jones, James _‘_i
Jones, Peter Paul
Jones, Sally
Jones & Jones,
Jones, Inc.,

.|
Select name from list Create new party
Figure 4
o If the system finds the correct party, highlight the party’s name in the Party

Search Results window, and click Select Name from List to add the party
to the case, and then proceed to Step 7.

OR
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o If the system does not find the party with the search criteria entered, it will
display a message No person found (See Figure 5)

&=
E ‘ F Bankruptcy . Adversary «  Query = Reports « Utilities + Logout

Search for a party
SSN | TaxId |

Last/Business name |
Search I Clearl

Party search results

Mo person found.

Create new party I

Figure 5

o Click Create New Party to add the party to the case.

STEP 7 The Party Information screen displays (See Figure 6).

Party Information
James Jones SSN:192-39-2085
Office | Address 1 [4321 Ok Coral Lane
Address 2 l Address 3 I

City |[Charlotte State [nc | Zip [zsz02
County IMeckIenhurg _:i Country i
Phone I Fax I

E-mail !
ProSe |0 = Role |F'Iaintiﬁ(p|a:pty) LI
Party text |
Attarney... | Alias... | Review. . ii%iﬁggﬁg;ﬁiﬁfesmﬁm
Submit | Cancel | Cleari
Figure 6

Middle District of Florida Page 4 May 2004



CM/ECF Trustee Training Adversary Proceeding Case Opening/lssuing a Summons

Note: If you have selected a party from the party list, you will not be able to change
the social security number/tax id number field; however, you will be able to modify
other field information.

o Enter or verify the party name. It is important to include the complete
mailing addresses of the plaintiff and defendant for noticing purposes.

Important: Specify applicable [Role] type, Plaintiff, Defendant, etc. The
system will default to “debtor” and must be changed to reflect the correct
party role for the party currently being added.

O

Click [Attorney] if you are representing the party being added.

o Enter your last name or bar id number.

O

Click [Search] to continue.

o The Attorney search results screen displays.
o Click to highlight the attorney name.
o Click [Select name from list] to continue and add yourself

as the attorney for the party.

Note: if you are representing multiple parties, you will need to add
yourself as the attorney for each plaintiff-party you are representing.
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e}

SECF

The Attorney Information screen displays. [Figure 7]

Bankruptcy - Adversary + (Query = Reports - Lilities

Attormey Information (Farty Spamow, Jack )
Christine Balcer Bar Id:Ustnown Bar Status: Ustnown
Office | Address 1 |1 36 Wrest Central Bouleveard
Address 2 |Suite 950 Address 3 |
City |Orando State |FL
Zip |32801 Country |
FPhone Fax |
E-mail | Lead attorney |yee vI
Click the Add atbomey or Cancel attomey button to rebum to
Add aftomey | Cancel attormeay | Clear | the Party screen and add other attormeys, add alisses, or
submil afl information for this party
Figure7
o If information is correct, click [Add attorney]. If information is incorrect,
click [Clear] and enter correct information.
o The Party Information screen displays again (See Figure 6).
o Add aliases, if any, by clicking the [Alias] button.
o Review information by clicking the [Review] button to verify the information
for the party being added.
o When all information is correct, click [Submit] to add the party to the case
and database.
o The Party Information screen displays again.
REPEAT Steps 5, 6 and 7 until all Plaintiff(s), Defendant(s) or other
interested parties have been added to the system. Note: When adding
a defendant, DO NOT associate an attorney for the defendant. An
attorney for adefendant will be added to the case upon the filing of an
answer.
o Once all parties have been added to the system, click [End Party

Selection].

Middle District of Florida
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SECF

Bankruptcy +  Adversary + Query + Reports + Utilities + Logout

Open Adversary Case

IMPORTANT: Is the complaint filed by the trustee? [y or n]

Trustee or is the Debto

FEE NOT REQUIRED: Is the complaint filed by the Debtor, United States Government, United States

r-in-Possession exempt from paying the filing fee (as applicable)? [vin]

M Clear |

Figure8
STEP 8 The Fee Information screen displays (See Figure 8)

o If you are the trustee, answer the first question with y. If you are not the
trustee, answer with n.

o If the filer is the Debtor, United States Government, United States Trustee
or is the Debtor-in-Possession exempt from paying the filing fee, answer
the second question with y. If not, answer with n.

o Click [Next] to continue.

Middle District of Florida
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STEP 9 The Adversary Statistical Data screen displays. (See Figure 9)

ZEC )
UE F Bankruptcy -  Adversary + (Query - Reports - Utilities - Logout ?

Open Adversary Case

Add judge | =l

Party cnde|3 LS. not & Party vl

Nature of suit|424 (Object or Revoke a Discharge pursuantto 11 U.S.C. Section 727) j
Origin |1 Original Proceeding =l

Transfer date I

Rule 23 {class action)ln 'I
Jury demand |None vl
Demand ($000)|

Mext Clear |

Figure 9

O

Click the down arrow i to reveal the list of Judge options. Select the
Judge that is associated with the Main Case to which the Adversary refers.

(@)

Click the down arrow 1 to reveal the list of Party Code options. If the U.S.
is a plaintiff or a defendant in this adversary proceeding, click to highlight
the correct party code to so indicate. If the U.S. is not a plaintiff or
defendant in your case, accept the default US not a Party.

O

Click the down arrow 1 to reveal the list of Nature of Suit options. Click
to highlight the nature of suit that applies to the instant case. Only one
Nature of Suit option can be selected. However, there will be a free-text
box window in the Final Docket Text screen in which to type any additional
Nature of Suit(s) the pertain to this filing.

Important Note: If there is more than one Nature of Suit and one is
objection to discharge (727), choose 424 (Object or Revoke a Discharge
pursuant to 11 U.S.C. Section 727) here.

(@)}

The Origin field defaults to “Original Proceeding”. No action is necessary.

O

Transfer Date is for Court use only.
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e}

O

O

 ZECF

Click the down arrow i to reveal the list of Rule 23 (Class Action) options.
The default is n for no. If the adversary being filed is a Rule 23 (Class
Action) proceeding, change the defaultto y.

Click the down arrow i to reveal the list of Jury Demand options. Those
options are Both, Defendant None, Plaintiff. The system defaults to none.

If you are requesting a jury trial in your attached complaint, so indicate in
this field.

Demand: If there is a dollar demand in the complaint, enter the ($000)
amount to the nearest thousand (i.e. for a demand of 5,000 enter 5, leave
off the 000). Note: DO NOT use dollar signs or commas.

.
Bankruptcy -« Adversary + Query + Reports -+ Utilities - Logout ?

Open Adversary Case

COURT USERS: ADJUST THIS DATE, AS NECESSARY, TO THE DATE THE DOCUMENT WAS FILED

Selectthe pdf doc
Filename

ument (for example: C\199cvd01-21 pdf.

Browse... |

Attachments to Document: & Mo © Yes

N ext Clear |

Figure 10

(e}

Click [Next] to continue.

STEP 10 The PDF Document Selection screen displays (See Figure 10)

o

(@)}

Click [Browse], then navigate to the directory where the appropriate PDF file
is located. Verify you have selected the correct document by right clicking
on the highlighted filename and select Open to view the image in Adobe
Acrobat. Once verified, double-click the PDF file or click Open to select and
associate it with the docket entry.

The Attachments to Document option defaults to No. Click the Yes radio
button to indicate there are attachments and attach the Adversary
Proceeding Cover Sheet and the prepared Summons as separate
attachments. (Refer to module: Attachments to Documents for more
information).

Middle District of Florida
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Note: If exhibits are referenced in the complaint but are not a part of the

PDF image, attach the exhibit PDF image before the Adversary Proceeding
Cover Sheet and prepared Summons.

o Click [Next] to continue.

STEP 11 The Fee Information screen appears.

This is a fixed amount that cannot be
changed.

EEC F Bankruiply

Open Adversary Case

Achersary -

Quigry - Reports - Utikities

[NOTE: Only text in the white boxes can be modified
Docket Text: Modify as Appropriate.
N - | Complaint by Jack Sparrow against Joe Ellis .
Natwre of Suit: 424 (Object or Revoke a Discharge pursuant to 11 ULS.C., Section 727)

(Attachments: Z {1} Adversary Proceeding Cover Sheel = {2) Swnons) (Baker,
Clwistine)

.[h‘iﬂ] Cleall
Figure1l

o Click [Next] to continue.

STEP 12 The Final Docket Text screen displays (Figure 11)

A prefix box and supplemental text box window are available to add more
detail to the docket text.

Click the down arrow i to display the prefix options. Note: You may
also type the first letter of the prefix to immediately move to the list

of prefixes that begin with a particular letter (i.e.: Verified type “v”).
Prefix Options to choose from are:

[none]
Addendum to
Agreed
Alias
Amended
Amendment to
Certified
Corrective

Middle District of Florida
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Cross
Emergency
Ex Parte
Expedited
Fifth
Final
First
First Amended
Fourth
Fourth Amended
Interim
Intervenors
Joint
Limited
Modified
Omnibus
Opposition
Pluries
Pre-Trial
Proposed
Sealed
Second
Second Amended
Sixth
Status
Supplemental
Supporting
Third
Third Amended
Third Party
Trial
Unilateral
Verified

o A supplemental text box window is provided to add more detail or additional
“Nature of Suit(s)” to the docket entry.

o Click [Next] to continue.
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STEP 13 The Final Approval screen displays (See Figure 12)

EE F Bankruptoy - Adversary . - Reports

Open Adversary Case

Docket Text: Final Text

Complaint by Jack Sparrow against Joe Ellis. Nature of Suit: 435 (Determine
the Validity, Priority or Extent of Lien). (Attachments: # (1) Adversary
Proceeding Cover Sheet # (2) Summons) (Baker, Christine)

Attention!! Submitting this screen commits this transaction. You will have no fiwther
opportunity to moedify this submission if vou continue.

Figure 12
o Verify the Final Docket Text. Read the Attention!! message.
o If the Final Docket Text is correct,
o Click [Next] to continue and officially submit document.
o If the Final Docket Text is incorrect:
o Click the browser [Back] button to find the error(s) and proceed with
the event.
o To abort or restart the transaction, return to Step 1 and begin again.
o If no filing fee is required, proceed to Step 17.

STEP 14 The Electronic Payment screen displays.

o A summary of current charges appears showing the date incurred,
description and amount.

O

The user has the option to [Pay Now] or [Continue Filing]. Although the

court recommends that you pay as you go, you may pay at the end of each
CM/ECF session.
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O

Select [Continue Filing] if you are filing multiple adversary cases and want
to submit one payment at the end of each CM/ECF session. (You can also
combine other fee-based filings before submitting payment). Proceed to
Step 17.

Note: The system will not remind the user that there are fees to be paid. If
you [Continue Filing] the charges will accumulate until you are ready to
pay. To pay at the end of the CM/ECF session, refer to module “Internet
Payments Due”.

() If you select [Pay Now] proceed to Step 15.

STEP 15 The Payment Collections screen will display.
o Click the card type. The court accepts the following credit cards:

American Express

Discover
Master Card
Visa
Diners Club
o Enter the credit card number.
o Enter the expiration date.

o Click [Submit Payment].

STEP 16 The Transaction Receipt screen displays.

o Keep a copy of the transaction receipt for future reference. It provides the
transaction number.

o To print a copy of this notice click the browser [Print] icon.

o To save a copy of this notice, click [File] on the browser menu bar and
select Save Frame as.

o Click [Close Window].
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STEP 17 The Notice of Electronic Filing screen displays.

e}

O

O

O

O

O

O

O

O

It is on this screen where the Adversary Case number will be displayed.

The Notice of Electronic Filing is the verification that the filing has been filed
electronically in the court’s database. It certifies the that document is now an
official court document.

Scroll down to see participants who have and have not registered for
electronic noticing on this case.

Clicking on the case number hypertext link on the Notice of Electronic
Filing will present the Docket Report for this case.

Clicking on the document number hypertext link will present the PDF Image
of the document just filed.

To print a copy of this notice click the browser [Print] icon.

To save a copy of this notice, click [File] on the browser menu bar and
select Save Frame As.

You may also save the notice through the browser File/Save option.

This screen displays the participants who will receive electronic notification
of the filing.

Middle District of Florida
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Issuing a Summons

Upon notification of an electronically filed Adversary Proceeding, the Clerk’s Office will issue a
summons. The summons will be detached from the docket entry, signed and dated. If a pre-trial
hearing is routinely added to the summons, the Clerk’s office will add the stamp along with the
hearing date and time.

The summons will be re-scanned and docketed by the Clerk’s office. Upon e-mail notification to
the Attorney/Trustee (See Figures 13-15); the Attorney/Trustee (or designee) will serve the
summons as normal.

***NOTE TO PUBLIC ACLESS USERS™* You may view the filed documents once without charge. To avoid 4l
later charges, download a copy of each document during this first viewing. r

U.5. Bankruptey Court
Middle District of Florida
Notice of Electronic Filing

The fallowing transaction was received from MASON , SARA entered on 4/25/2003 af 8:39 AM EDT and filed on

442m/2003
Case Mame: Tannarelli v, Mason
Case Number: 6:03-ap-00001

Document Number: 2

Docket Text:
Summons Tssued with MNotice of Pretrial an Ann Tannarelli Dote Tssued 4/20/2003, Answer Due 5/25/2003, j

Figure 13
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The following transaction was received fram MASON , SARA entered on 4/25/2003 ot 8:39 AM EDT and filed on ﬂ
4/25/2003

Case Mame: Tannarelli v, Masan
Case Number: §:03-0p-00001

Document Number: 2

Docket Text: J
Summons Issued with MNotice of Pretrial on Ann Tannarelli Date Tssued 4/25/2003, Answer Due 5/25/2003,

Pre-Trial Conference set for 7/25/2003 af 01:30 PA af Tampa, FL - Courtroom 10, Sam M. Gibbons Courthause,

801 M. Florida Avenue, (MASOMN, SARA)

The fallowing dacument(z] are associated with this transaction:

Document description:iain Document

Original filename: T:\masonsh000578_0112_01__ OxpOgmx30,pdf

Electronic document Stamp: j
Figure 14

The fallowing document(s) are associated with this fransaction:

bocument description:dhain Document

Original filename: T:\masonst000578_0112_01__0=pOgm=30.pdf

Electronic document Stamp:

[STAMP bkecfStamp_ID=1021488240 [Date=4/25/2003] [FileNumber=20131-0]
(5780l caee3Pe7R0BEbETI434123 206214353 9870005620314bcee3 68537 bdbbBecab
feddBfod3lbdel d313056d3c4e774adb ot f7b 51 af7d77092498602])

8:03-ap-00001 Motice will be electronically mailed to:
Ann Tannarelli - Ann_Tannarelli@flmb.uscourts.qoy,
Sara Mason Sara_tason@fImb.uscourts.gay,

8:03-ap-00001 Motice will not be electronically mailed to: j
Figure 15
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Once the E-mail notification has been received and the summons served on the parties a
Certificate of Service (for each party served) will need to be entered on the docket.

Note: To have an Alias or Pluries Summons issued, e-mail the pdf image to the Help Desk
in which the case is filed. These cannot be filed using a CM/ECF event.
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