INTRODUCTION SCRIPT

Welcome to our program this morning.  We’re glad to see so many people interested in and we hope excited about Electronic Case Filing.  Our objective today is that by the end of this training, you will be able to use the materials in your participant guide together with your hands-on experience to successfully file documents electronically.

We, together with the WDKY, expect to go live in August 2002.  At the end of this presentation, you will be given some homework.  If you properly complete the homework, you will be certified.

Each Court has set up a training room.  If, closer to August 2002, you want a refresher course on ECF, we will provide that to you free of cost.

Before we go further, let’s cover some external matters.  There are restrooms down the hallway to the left right.  Also, there is a break room with donuts and coffee provided by the UK CLE department down the hallway to the left right.  We will break for 15 minutes about half way through our presentation to give your minds and bodies a rest.  During the presentation, there will be several of our court’s personnel stationed in the room to help you get to the correct screen if you have a problem with your computer or fall a little behind, just raise your hand.

We expect that everyone has many questions, but since we have a lot to cover in the next 3 ½ hours and since we believe that our presentations will answer a lot of your questions, we ask that you hold your questions to the end of today’s workshop.  We have also provided “Answers to Frequently Asked Questions” in your Participant Guide on Page 185.

As we go through the preliminary steps, we will try to explain matters in layman’s terms since everyone is new to electronic case filing.  However, we have included a Glossary of common CM/ECF terms in your Participant Guide on Page 1 which you can refer to if the need arises.  At the end, if you are still feeling uncertain about any of the technical items that we have referred to during the training, we will have the scripts from today’s short lecture sections as well as the tutorials posted on our website.  Finally, there are several places in Lexington where you can get short Basic Computer courses for reasonable prices.  We have the web addresses and telephone numbers on a sign in the hallway. You’re at Sullivan so it’s not on the hallway sign because you can get their information at the front desk.

Now, we want to briefly cover the answers to some frequently asked questions as found on Page 185 of your participant guide.

 Will ECF be mandatory? Yes, the US Bankruptcy Court for the Eastern will make the filing of documents electronically mandatory within a few months after the August 2002 start date and we believe that the WDKY is also making it mandatory.

What technical expertise is required to file electronically?  That is what we will be going over throughout today’s workshop.

What hardware and software will be needed?  We will go over some of that information today, but a specific list can be found in FAQ #46 on Page 194 in the Participant Guide and a list is attached to the Attorney Questionnaire that you received during registration.

What are the applicable Federal and local rules?  The Federal Rules of Bankruptcy Procedure currently authorize individual courts to permit the electronic filing of documents by local rule in FRBP 5005, 7005, and 8008.  The service of documents electronically is also permitted (with parties’ consent) in FRBP 9006 and 9022.  The US Bankruptcy Courts for the Eastern and Western Districts of Kentucky are currently drafting new local rules regarding electronic filing, which will be in effect by August 1, 2002.  Also, there will be administrative procedures on our website that should be consulted prior to filing electronically.  The local rules and administrative procedures will cover a variety of issues such as how original signatures will be maintained, limitations, if any, on document size, what will happen to the original paper copies of documents that are electronically filed, and how will orders be tendered. Final decisions have not yet been made on those issues in the EDKY.  So, we cannot stress too much how important it will be for you to frequently check our website, www.kyeb.uscourts.gov for the most current information!

You may wonder how filing fees will be paid?  CM/ECF is currently being revised so that fees could actually be paid on-line by credit card in the same manner that one currently purchases a product over the Internet.  We hope that this revision will be available prior to our August 1, 2002 “live” ECF date.  

A number of security and privacy issues have arisen with the implementation of ECF.  Bankruptcy cases have always been public record, but they have not been so easily accessible in the past.  Concerns have been raised about making social security numbers, current addresses, children’s names, and account numbers, etc. available to so many so easily. FAQs #12 - #14 set out some of the concerns. We have included a Report on these issues by the Judicial Conference of the United States in your Participant Guide on Page 169.  Also, when you click on the “Security/Privacy Issues” tutorial on our website, it will take you to the website of the Judicial Conference regarding privacy issues.  There, in addition to the report, you can see the comments and concerns that were raised by attorneys and members of the public.

Your registered login and password will be treated the same as your original signature, with the same weight and the same FRBP 9011 consequences.  This means that security issues arise when anyone who had access to your login and password leaves your firm.  You will need to contact the court immediately to have a new login and password assigned to you.

Up to this point, we’ve tried to anticipate and answer some of your questions, now we want to go over some technical information and steps that you will have to take prior to filing electronically.

The first technical issue you will need to address is the fact that CM/ECF is browser specific.  Many of you may be using Internet Explorer, but the use of the Internet Explorer browser creates problems during ECF that have not yet been resolved.  Version 1 of CM/ECF is compatible only with Netscape Version 4.6 or Netscape Version 4.7. We want to point out that this is not the current version of Netscape, so even if you are using Netscape as your Internet browser, you will need to load an earlier version onto your computer instead of the latest version. There is a link on our website and on the tutorial homepage to download the earlier version.

The next technical step is that prior to logging in to file a document electronically, you will need to convert that document from Word or WordPerfect or other word processing formats to pdf.  Pdf is short for “Portable Document Format”.  This is a format designed to work well when sending documents over the Internet.  It saves all the formatting and fonts used in the original document so that no matter what system is opening the document, it will look the same to the viewer as the document looked originally.  You will need to purchase Adobe Acrobat Writer in order to convert your documents to pdf documents.  There is a tutorial on “Converting documents to pdf” on our website, which will take you to the Adobe Acrobat website where there is voluminous information available on Adobe Acrobat Writer.

We have also included an Issue Paper on converting to pdf in your Participant Guide on Page 5.  It provides very thorough coverage on how to convert documents from Word and WordPerfect to pdf.  It also provides thorough coverage on scanning documents to convert them to pdf. You will have occasions when you will need to scan a document because it is not a document that you created on your word processor.  For example, a copy of a recorded Mortgage, which you wish to attach to a Motion for Relief from Stay, would need to be scanned.  The answers to FAQs #47, #48 and #50 and FAQs #52 - #60 provide even more technical information about pdf documents and scanning issues.

If you are a debtor attorney, you will have an additional pre-filing step.  It will be necessary to convert your creditor matrix to a .txt form. Due to time limitations, we will not be demonstrating that today, however, we have included instructions on how to convert a matrix to .txt in your Participant Guide on Page 17.  

The good news for debtor attorneys is that if you use bankruptcy petition preparation software, most current versions will automatically convert your petition documents and matrix to the correct format.  There is also a feature in many of the preparation software packages that is called automatic upload.  This will greatly shorten the amount of time it takes to electronically file a petition, from about 6-7 minutes to about 1 ½ - 2 minutes.  We have included a chart showing the differences between automatic case upload and regular bankruptcy case opening and a list of software vendors that have the automatic upload capability in your Participant Guide on Pages 55 and 56.

There is one other technical topic that we need to mention because it will be important as you start using ECF.  The topic is referred to as File Management.  Simply described, this means that you will need to set up a method of storing your .pdf documents and your .txt matrices on your computer so that they are easy to find and attach when you attempt to electronically file the document.  A very simple and effective method of file management will be illustrated today as we go through the tutorials.  You can come up with your own system, if you wish, but the simple method in the tutorials should work well if you choose to adopt it. 

Finally, before we actually start the hands-on portion, there are two other items we need to mention.

During registration, you received an attorney questionnaire. You may remove and keep the attached list of required software and hardware.

 The information requested by this questionnaire will be needed by the court in order to set up your login and password information.  Please complete this questionnaire and return it to the registration desk or mail it to the court as soon as possible so we can work on creating your account.

Prior to going live, we will post on our website a list of court contacts.  This will provide you with guidance as to which person can best address a specific type of problem.  As we get closer to the live date, please check our court website, www.kyeb.uscourts.gov for this list and contact the appropriate person at the court if you are having any problems preparing for ECF.  We will be happy to try to help you!

Now, I’m going to turn the program over to ____________ to help you go through a tutorial on Opening a Bankruptcy Case and Uploading a Creditor Matrix.
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