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Adversary
Summons Service
Executed/Unexecuted
for ATTORNEYS

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.)

STEP 2 The ADVERSARY EVENTS screen displays. (See Figure 2.)

—
Bankruptcy +  Adversary o Query « Reports « Utiiies + Logout ?

Adversary Events

Chpen an Adversary Case

Answers..

Appeal

Complamt & Summons (use only AFTER an Adversary case s opened)
Motions

Notices

Other

Figure 2

L 4 Click on the Complaint & Summons hyperlink.

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!
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EE F Bankruptcy + Adversary + Query + Reports + Utilities -«

Complaint/'Summons

Case Number

IDU— izzz 99-12345, 1:99-bk- 12345 or 1-99-bk-12345

M C\earl
Figure 3

&  Click [Next].
STEP 4 The DOCUMENT SELECTION screen displays. (See Figure 4.)

—
EE F Bankruptcy + Adversary + Query « Reports -« Utilities + Logout o_

Complaint/'Summons

00-01222 Financial Jervices, Inc. v. Daniels

Caormplaint, Third-Party

Counterclaim

Crossclaim

MNotice of Rernaval

Registration of Foreign Judgrment
Summong Service Executed
Summons Serice Unexecuted x|

M C\earl
Figure 4

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

4 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.

4 Click on the appropriate event, then click [Next].

STEP 5 The DATE FILED and PDF DOCUMENT screen displays. (See
Figure 5a.)
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Date document filed (mandatory)

brzw/z000

Select the pdf document (for example: CA199cv501-21.pdD).
Filename

z —
UE F Bankruptcy - Adversary ¢ Query - Reports - Utilities « Logout ?

Complaint'Summeons: 00-01222 Financial Services, Inc. v. Daniels

Attachments to Document: # Mo ¢ Yes

Brumse... |

Clear |

Figure 5a

* The current date will be displayed in the Date Filed box.

L 4 This screen allows you to enter the path and filename of the
associated pdf document.

Click the [Browse] button, and the File Upload window will
display.

Click the down arrow to the right of the Files of type: field,
at the bottom of the window, and click on All Files (*.*).

Click on the down arrow to the right of the Look in: field, at
the top of the window, and navigate to the directory where
the appropriate PDF file is located.

Click the PDF file to select it, then click the Open button on
the File Upload window to put that path and filename in the
Filename field.

Leave the No radio button to the right of the Attachments to
Document: prompt selected. (Attachments are covered in
another lesson.)

Click the [Next] button and proceed to STEP 6.
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STEP 6

NOTE:

STEP 7

L & 2

The PARTY SERVED screen displays. (See Figure 6.)

EE F Bankruptcy -  Adversary - Query - Reports - Utilities < Logout

Complaint'Summons: 00-01222 Financial Services, Inc. v. Daniels
Select the party served
Select the Party: [\\s
Daniels, Dale A [pty:df] =] AddiCreate New Party
Financial Services, Inc. [pty:pla)
|

Mext Clear |

Figure 6

Select the Defendants upon whom the summons(es) were served,
or attempted to be served. The defendant(s), will be identified by
[pty:dft] (person type:role type). Click on the appropriate
Defendants - party(ies).

. 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.

The SERVICE DATE screen will then be presented. (See Figure 7.)

=Y
EE F Bankruptcy ¢ Adversary + Query + Reports « Utilities + Logout ’,

Complaint/'Summons:
00-01222 Financial Services, Inc. v. Daniels

Enter date served

Dale & Daniels - Date served IS/ZTIZDDD Calendar |

M C\earl
Figure 7

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 defendant
served, click [Next] to continue.
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STEP 8 The FINAL TEXT screen displays. (See Figure 9.)

=
| EECF Bankruptcy +  Adversary + QOuery + Reports « Utilities + Logout o_
Complainti'Summons: 00-01222 Financial Services, Inc. v. Daniels

Docket Text: Final Text
Summons Service Executed on Dale & Daniels. (Ledford, Eerry)

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

Gtear | Iy
Figure 8

NOTE: The docket text for the Summons Returned Unexecuted
event says that the summons was “Returned Unexecuted”
rather than “Service Executed.”

L 2 This screen is your last chance to correct the event before it is
submitted to the court’s database. Verify the accuracy of the
docket text.

L 4 If the docket text has any errors, click the browser [Back] button
and correct the error.

2 To abort or restart the transaction, click on the Adversary
hyperlink on the CM/ECF Main Menu Bar. Although this can be
done at any time, this is your last opportunity to change the event.

L 4 If the docket text is correct, click [Next] to continue.

STEP 9 The NOTICE OF ELECTRONIC FILING screen will then be
generated. (See Figure 9.)
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C 2]
EE F Bankruptcy  +  Adversary  « (uery + Reports « Utilities + Logout ?

Complaint/'Summons:
00-01222 Financial Services, Inc. v. Daniels

Iotice of Electronic Filing

Case Name: Fmancial Services, Inc. v. Damels

Case Number: 00-01222

Document Numher: 2 I%
[Docket Text:

Summons Service Executed on Dale & Daniels 9/27/2000. (Ledford, Eerry)
The following documentis) are associated with this transaction:

Document description:Ivzin Document

Original filename: . TR ATIINGECTE/ Class FilesPDF Files/3TUMMONS FDF
Electronic document Stamp:

[STAMP bkecfStarnp_TD=97R562065 [Date=%27/2000] [FileMumber=2665-0] [3
341582664 19643 effeactd Telfele 543594 ch 26920 38905k fe ladecd 240a5dead 1a
SbEd373d9dE 558100340 28Ta 2B 1H20efc 216 1cbB6d0Ta6T0f212]]

00-01222 Notice will be electronically mailed to: [}5
00-01222 Notice will not he electronically mailed to:
Annie Applequist

Melson, Barrmgton & Lee
12382 Lalceshore Drive

Chicago, TL. 60612
Figure 9

The Notice of Electronic Filing is the verification that the filing has
officially been entered into the court’s database.

Clicking on the case number hyperlink, 00-1222, on the Notice of
Electronic Filing will display the docket report for this case.

Clicking on the document number hyperlink will display the PDF
image of the document just filed.

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

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