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Creating Filing Agents on behalf of an Attorney

To add a filing agent to an attorney’s user account

1. | Login using the Attorney login and click
on Utilities from the Menu Bar.

EE c F Bankruptcy Adversary Query Reports Utilities Search Logout

U.S. Bankruptcy Court
District of Delaware
Official Court Electronic Document Filing System

This message is contained in the file OperationNotice.htm.
You may use this file to alert users to cmrent CM/ECF operational issues.

2. | From the Your Account menu, select
Maintain Your ECF Account.

EE F Bankruptcy Adversary Query Reports

Utilities
Your Account Docket Dictionary Information
Change Youwr PACER Unload the Document Type Table to
Account the screen
<E-Iai11tﬂi11 Your ECF Account > Query Docket Dictionary
Internet Payment History Attormey Reg Test Public Interface

Review Billing History
View PACER Account
Information

View Your Transaction Log




Creating Filing Agents on behalf of an Attorney

Sele.zct More User Information, at the bottom of the EE C F Bankruptcy L e Query Reports Utilities
Maintain User Account screen.
Maintain User Account
Last name Iﬂ«ttomeyll First name |
Middle name | Generation I—
Title | Type aty
" Add Headers to PDF D

Office Iﬂ«ttomey Account 4

Address 1 |
Address 2 |
Address 3 |
City | State [ Zip
Country [ County |
Fax |

Phone I
SSN;'TI']NI 0999.99.9999 Tax IdEIN I
Bar status

Bar ID
Imitials DOB
Email information. .. K More user information. .. i >
Enter the last name of the Filing Agent that will be EE c F Bankruptcy P e Reports
assigned a password.
More User Information for Attorney4

Login Aftormeyvd Cwrvent login 02-07-2013 10:25
Create date 03/25/2003

Update date 02/07/2013
Last login 02-07-2013 09:45

Click on the magnifying glass to search.
Registerved Y

Imnternet Payiment Y
Groups Afttorney

[ See the Uhilities meris jor the "Charnge Your Passwaord " aptiorn f

Filing agents

Find filing agent [lones]

Clear |

Feturn to Account Screen |
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A pop-up box will display. If the correct person is E c Bankru
F ptcy Adversary Query Reports
listed here, choose that filing agent and skip to Step o

7. More User Information for Attormeyd

Login Attorneyd Cwmrrvent login 02-07-2013 10:25
If the person being added is not listed here, at the Registered Y Create date 03/25/2003
bottom of the box, click on the link, Create a new Intermet Payment Y Update date 02/07/2013
filing agent. Groups Attorney Last login 02-07-2013 09:45

[See the Chilits Add a F g Agent

Could not find filing agent Jones
Filing agents

Find filing age:

Return to Accour

Create a new filing agen

Create a login with password and complete the Filing Agent Information
information screen to include name, address, and Login [Plones
phone number. Password [FJones2013

Tminivaura 8; upper- & lower-case letters; include digit or special character?

It is not necessary to complete the SSN/ITIN or DOB T I First name [Paralegal
boxes. Middle name | Generation I—
Title |
Click Submit. Office |
Address 1 123 Test St.
Address 2 |
Address 3 |
City Wilmington State DE Zip 19801

Country County |

Phone [355-535-3334] Fax |

SSN /ITIN DOB

‘\ Submit |I>Clear | Cancel |

 ——
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A message from webpage will display, indicating =EC F Bankruptey Adversary Query Reports Utilities Search
that the Filing Agent has been added to your e
account after you submit your changes. Click OK, More User Infermation for Attorney4
then Return to Account Screen. Login Atto1‘ney4 Cwrrent lOgill 02-07-2013 10:25
Registered Y Create date 03/25/2003
Internet Payment Y Update date 02/07/2013
Groups Attorney Last login 02-07-2013 09:45

[See the Uilities men for the "Change Your Password " aption]

Filing agents
M Tones, Paralegal [123 Test St., Wilmmngton, DE, 19801, 999-999-0999]

Find filing agent {lones s
The page at https://ecl-test. deb_circ3_den says: x [

< Return to Account screen i ) Clear | Filing agent Jones. Paralegal has been created and will be added to
v

your account after you submit your changes.
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Click Submit. - c
UE F Bankruptcy Adversary Query

Mlaintain User Account

Last mnamme [Naisgyl=me" First 1

Middle naine | Gener:
Title |

Office |A1:t|:lrr‘|ey Account 4 .
Address 1 |
Address 2 |
Address 3 |

City | |

Country | Cao

Phone |

SSMN/ITTIN I gga_g9g9_g999g9 Tax Id'E
Bar IT) Bar s
Imitials |

Email infarmation .. More user information. .. |

- Clear I
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To remove a filing agent from an attorney’s user account

1.

Follow Steps 1 thru 4 from the instructions to add
the filing agent.

On Step 4 once the search is performed of the filing
agent’s name, a screen will display the agent’s
name, address, and phone number.

Uncheck the box to remove the filing agent and
click Return to Account Screen.

o c F Bankruptcy Adversary Query Reports

More User Information for Attormey4
Login Attorney4 Cwrent login 02-07-2013 11:01

Registered Y Create date 03/25/2003
Intermet Payment Y Update date 02/07/2013
Groups Attorney Last login 02-07-2013 10:55

[See the Utilities menu for the "Change Your Passwaord" option]

Filing agents

Uncheck the box to remave «¢ filing agent.
ones, Paralegal [123 Test St., Wilnungton, DE 19801, 999-099-9909]

Find filing agent | »

L
| Return to Account screen |> Clearl
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Click Submit. - c
UE F Bankruptcy Adversary Query

Mlaintain User Account

Last mnamme [Naisgyl=me" First 1

Middle naine | Gener:
Title |

Office |A1:t|:lrr‘|ey Account 4 .
Address 1 |
Address 2 |
Address 3 |

City | |

Country | Cao

Phone |

SSMN/ITTIN I gga_g9g9_g999g9 Tax Id'E
Bar IT) Bar s
Imitials |

Ermail information. .. | More user information. .. |

Subrmit Clear I
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When a Filing Agent files on behalf of more than one attorney, to switch between attorneys

1. | Login using the login and password created when .
adding the filing agent to the attorney’s user CNI/E CF Log]_ll
account.
Notice
Tlus 15 a Restricted Web Site for Official Court Busmess only. Unauthonzed en
the U.S. Code. All activities and access attempts are logged.
Authentication
Login: |F'J|:|nes
Password: sesessssed
Login | Clear |
CAEECE has been tested using Firefox and Iternet Explarer 8 and 9.
2. | Select the appropriate attorney from the Filing for -
menu. Filing for
Aftorney3 (aty)
Attorneyd (aty)
3. | The selected attorney will show at the top of the

screen. You have the ability to switch between
attorneys by selecting Change user, which will
return you to the previous screen (Step 2.)

EE F Bankruptcy Adversary
Filing for Atterney3 (aty)
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The attorney has the ability to change the password on behalf of the filing agent

1. | Login as the attorney, From the More User More User Information for Attormey4
Information screen, select the filing agent Login Attorney4 Current login 02-19-2013 15:14
Registered Y Create date 03/25/2003
Internet Payment Y Update date 02/07/2013

Groups Attorney Last login 02-19-2013 15:12

[See the Utilities menu for the "Change Your Password" aption]

Filing agents

Ll o

Jieds o remove a filing agent.
W Jones, Paralegal [123 Test St., Wilnungton, DE 19801, 999-099-9999]

Find filing agent | »

Feturn to Account screen | Clear |

2. | Enter the new password in the Password field and Filing Agent Information
click Submit

Login |PJones

Password

Siminivan &, upper- & lower-case letters; nclude

Last name IJnnes

Middle name |
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A pop-up will display that the record has been
updated, click OK.

see the Utilities menit for the "Change Your Password" aption ]
iling agents

Tncheck the box ta remave aﬁimg agernt. Updated filing agent Paralegal Jones filing for Attormepd.

¥ Jones, Paralegal [123 Test St., Wilmingt

| The page at https: //ecf-test deb.circ3.den saps:

“ind filing agent | s~




