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Accessing
CM/ECF

The CM/ECF system is a web based software program. At this time Netscape Navigator
4.7 (or earlier versions) web browser has been tested and recommended for use with
this program.” CM/ECF court users process cases through the federal courts’ restricted
intranet while attorneys and other public users will submit pleadings and view case data
from the internet. Both court and external users have different levels of access to
screens via menu selections and functionality as determined by their needs.

STEP 1 To access the court web site, open Netscape Navigator and enter
the URL (address) of the court’s computer in the browser’s
Location field. (See Figure 1.) Familiarity with browser navigation
and functionality is recommended for successful and efficient use
of this system.

ﬂfr Showlndex - Hetscape

File Edit Yiew Go Communicator Help

v« 2 3 4 o 6w I & G @

Back  Foward  Reload  Home  Seach  Metscape  Pint Secunty  Shop Sto

w&' Bookmarks 4 Location:Ihttp:fﬂstudenﬂ.aotx.uscourts.govf j
118D Home [{D1aa this to creale a ik to this pagelpiemen [5] CM/ECF Develope |5 CM/ECF Barkupt [5) TTSD Stan
Figure 1
NOTE: For quick access to this site in the future, set a bookmark or create a

button on your navigation bar, (See Figure1.)

The Back button on your Netscape navigation bar can be used to back up
in case processing or queries at any time. <

Back

You will find that the Back button and the Forward button will allow you
added flexibility in case processing. s

Farward

1Users will be notified when Internet Explorer and more recent versions of Netscape can successfully be used for
CM/ECF.

USBC - Southern District of Ohio August 28, 2002
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STEP 2

STEP 3

The CM/ECF CERTIFICATE NAME CHECK screen may display
next. You may see a series of security screens similar to this.

Certificate Mame Check - Met=scape

does not contain the correct site name. It is possible, though unlikely, that
someone may be trying to intercept your communication with this site. If wou
connecting with, please cancel the connection and notify the site
administratar.

% Certificate Name Check
The certificate that the site 'txwb-test-dcn.teo.uscourts.gov' has presented
suspect the certificate shown below does not belong to the site you are
=

Here is the Certificate that is being presented:

Certificate for: Administrative Office of the United States
Signed by: Courts
Encryption: RSA Data Security, Inc.

Exzport Grade (RC4-Export with 40-hit
secrat key) _ more info... |

Figure 2

Click [Continue] and read the security information until the
[Finish] button appears.

Logins and Passwords

Internet users (attorneys, trustees and, in some courts, certain
creditors) will use two sets of logins and passwords; one for
CM/ECEF filing and the other for Public Access to Electronic
Records (PACER) access for queries and reports. Registered
Internet users will see a login screen as pictured below. (See
Figure 3a.)

ECF/PACER Login

MNotice

This is a Restricted Web Site for Official Court Business only. Unauthotized entry is prohibited and subject to
prosecution undet Title 18 of the U5, Code. All activities and access attempts are logged.

Instructions

Enter your ECF login and password for electronic filing capabilities. If vou do not need filing capabilities, enter
wour PACER login and password. If you do not have a PACER login, contact the PACER Bervice Centerto
establish an account. ¥ou may register online at http:ffpacerpsc.uscourts gov or call the PACER Service Center
at (800N 676-6236 ot (2100 301-6440

An access fee of $.07 per page, as approved by the Judicial Conference of the United States at its September
1992 zession, will be assessed for access to this service. All inguiries will be charged to your PACER login that
iz kept on file. If you do not need filing capabilities, enter your PACER login and password. The Clent code is

provided to the PACER user as a means of tracking transactions by client. This code can be up to thirty two
alphatmametic characters long,

Authentication

Login I
Password: I

client code: |

Login Clear

CMIECE has been tested and warks corvectly with Netscape 4.6x, Netscape 4.7x and Internet Explorer 5.5

Figure 3a

Participants will initially enter their CM/ECF login and password which has been issued

USBC - Southern District of Ohio
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by the court on this screen. This login and password allows electronic filing of
documents, not access to reports or queries.

Most courts consider the registered user’s login and password the electronic equivalent
of their signature. This concept is generally incorporated into the court’s General Order
on Electronic Filing or by Local rule.

Your Login and Password fields are case sensitive. A login of thomask should not be
entered as ThomasK or THOMASK. The password cannot exceed 8 characters and
should not include special characters (%,#,$,%).

The client code field is optional and is used for PACER users to associate this activity
to specific customers.

If an error is made entering login and password information before submitting the
screen, clicking on the [Clear] button will delete the data and allow you to reenter
information.

This login screen will subsequently appear when web users select any report or query
selection from a CM/ECF menu. The PACER program charges 7¢ per page. _After
running a report or query, a PACER summary of pages and costs will appear at the end.
A user will be advised of how many pages have been selected before accepting the
information and/or charges for pdf documents only.

PACER information and registration is available at http://pacer.psc.uscourts.gov/

The PACER Service Center bills users only when annual usage exceeds $9.99, e.g., If
on December 31, a participant owes $9.56, no bill will be issued for that year and a new
billing cycle will begin January 1 of the next year. Copies of case files are still available
at the court for $.50 per page.

All users are personally responsible for activity with their logins. Participants can also be
given access to maintain their login and password, address and e-mail preferences.

The PACER site also offers free Internet access to a series of CM/ECF tutorials for
attorneys and other web users through a series of Computer Based Training (CBT)
modules. No login or password or charge is required for this feature. The lessons can be
done at your PC in individual modules at the convenience of the student. Screens
replicate the CM/ECF environment and are interactive.

Access to this resource is available at http://www.pacer.psc.uscourts.gov/ecfcbt/.

The court user CM/ECF login screen is pictured in Figure 3b.

USBC - Southern District of Ohio August 28, 2002
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CM/ECF Login

Motice

This is a Resiricted Web Site for Official Court Business only. Unauthorized eniry is prohibited and subject to
prosecution under Title 18 of the .3 Code. Al activities and access attempts are logged

Authentication

Login: |\

Password: I
Login | Clear

CMECFE has beer tested and works carrectly with Neiscape 4.6x, Netscape 4.7x and Internet Explarer 5.5

Figure 3b

STEP 4 The CM/ECF MAIN MENU screen is pictured in Figure 4.

EE F Bankruptcy + Adversary + Query + Reports -+ Utllities -+ Logout

U.S. Bankruptcy Court
Systems Deployment and Support Division

Official Court Electronic Document Filing System

Figure 4

Access to the various modules are provided by the blue Main Menu Bar at the top of the
screen. Each selection is a hyperlink to another set of options or hyperlinks allowing

participants to file documents, query, view or print a docket sheet, generate reports or
maintain the system.

This menu is also used to exit the system. The preferred method to exit CM/ECF is to
click the Logout hypertext link on the CM/ECF Main Menu Bar.

USBC - Southern District of Ohio August 28, 2002
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Public Access

Bankruptcy case information on CM/ECF is available to the public through
participating court Internet sites. For instance, the bankruptcy court in the
Eastern District of Virginia can be accessed by typing this URL,
www.vaeb.uscourts.gov, in the Location Box of your browser. A PACER login is
universal and may be used at multiple courts for access to reports and queries.

Inquiries can be made through Public Case Query which provides search
capabilities by case number or name. (See Figure 5.)

=
EEC F Query + Reports + Utilities + Logout ?
Query

Search Clues

Casobumber | | (Example: 99-80013)

Last Mame l— (Examples: Desoto, Des™)

First Name l— Middle Name li
SN [ Tax ID [

Type 'I
Run Query | C\earl
Figure 5

PACER gives participants access to a CM/ECF court calendar, a cases report,
claims register, creditor matrix and case docket sheets. This information is
current and is updated with activity in real time.

CM/ECF registered users can subscribe to electronic notification of any filing on
any case within the district. These notices are received through the participants
e-mail program. Notices can be monitored throughout the day or by requesting a
daily summary of activity of all the cases they have signed up for. Every user can
access a copy of the PDF document that has been filed once without charge. It
is advisable to save or print this file. Subsequent requests through the
document’s hyperlink will produce the standard PACER login screen and the
user will be charged the appropriate amount per page.

USBC - Southern District of Ohio August 28, 2002
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Creating a PDF Document

There are two primary methods for creating PDF documents: formatting text
documents into PDF at the time of creation or scanning imaged documents from
paper into PDF. Of these two methods, formatting at the time of creation is
preferable. This method reduces the amount of labor involved, requires less storage
space, and allows for text search capability.

When Adobe Acrobat is installed on your system, the PDF Writer installs a printer
driver. Therefore, when text document is converted to PDF format it is done similarly
to printing the document. Users will often refer to PDF creation as “printing the
document in PDF.”

The PDF Writer is the recommended tool for creating PDF documents from word
processing programs. Adobe Acrobat also contains a tool called the Acrobat
Distiller. The Acrobat Distiller gives more precise control for documents containing
graphics or embedded images.

The PDF Writer is the more basic of the two and works well for simple text
documents. The PDF Writer works well for court documents which rarely contain
graphics.

USBC - Southern District of Ohio September 21, 2003
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Creating PDF Files from Word Processors

Converting a word processed document to a PDF file is as simple as printing it to
a standard printer if you have Adobe Acrobat installed on your computer. Once you
have completed the word processed document or have opened a saved word
processed file, you proceed as follows:

ﬁ FIEN Edit  View Insert Formak  Tools

L 2 Select File > Print, Figure 1. Oy Mew _ Cerl+hd
= Mews From Projeck...  Cerl+Shift+r
Tirn Open. .. Chrl+0
Close Chrl+F4
— Save Chrl+35
Save As,.. F3
L 2 Choose Acrobat PDF Writer from the Name Properties...
. . . . Version Control 4
menu in the printer selection box, Figure 2, Doturment N
and click [Print].
Page Setup...

Prink. ..
Prink Preview

Printing Info Online

Print to Acrobat PDFWriter (LPT1:) 2] inernet Publsher...
DS o Trel,..

Publish ko POF. ..

Mew XML Document, ..

Print ‘Delails] Multiple Pages] Eustnmize] Two-5ided Printingl

Current printer: Send To F
Acrobat PDFwrniter Froperties M Training Modules, wpd !
) . FDF Training.wpd i
Prink Copies k R Deputies List.wpd
(" Full document Nurber of copiss; |1 BPR. Meeting June S minutes, wpd ]

{*) Cunent page

" Multiple pages v . I Ijzl
{" Prirt pages : : I 'H

Edit Participants.wpd
Letterhead.wpd
menu_credclm, wpd

1

2

3

4

5 BPR Meeting June 21.wpd
&

7

5]

9 Chapter 29,wpd

Exit Ale+F4

Figure 1

Document on digk,

Close Settings Statug Help

Figure 2

USBC - Southern District of Ohio September 21, 2003
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2 In the Save PDF File As dialog box, Figure 3, choose the location to save the
PDF document/file. Enter a file name for your document/file and verify that
the “Save as type” contains the extension for PDF files (*.PDF). Click [Save].

Save in: | i3 PDF Files

'@.ﬁ.dv Closings.pdf
'@.ﬁ.nnual Repart 2000, pdf
TBanCAPSplt. pdf
TIRS Letterz pdf

TIRS Letter.pdf

T oHsE_LBR_2002.pdf

~| & & cr B

IEF‘rtq:n:lsed LER. Mokice,pdf
'@Published Motice . pdf
'@Standards—[)ucketing Sequence.pdf
'@Standards—StatisticaI.de

T web Site Staks.pdf

File name: |F'DF Training, pdf

Save

Save as hype: | FDF files [*.PDF)

Edit Document |nfo.

ﬂ Cancel

[ Wiew PDF File

Figure 3

L 4 Your word processed document has now been saved as a PDF
document/file.

USBC - Southern District of Ohio

September 21, 2003
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Scanning Paper Documents into PDF

For those documents that must be imaged, the preferred method is to scan the
document directly into PDF format using Adobe Acrobat. Scanning to a format other
than PDF adds both delay and labor. It requires not only the document to be
scanned but also to be converted into PDF format after scanning. The process for
scanning a document directly into PDF format is as follows:

4 Launch Adobe Acrobat. This may be done by clicking on the Adobe Acrobat
icon or by clicking on Start > Programs > Adobe Acrobat.

L 4 Select File > Import > Scan, Figure 4.

22 Adobe Acrobat

N Edit Document Tools Wiew Window Help

Qpern... Chrl4+0 % | S oo
Open Web Page. .. Chrl+-3hift+0

Open as Adobe PDF.., Ul tl: E& T s

Expork 3

Form Data...
Document Properties 3
Batch Processing »

1 Ci\Program Files\adobe. . \Acrohelp. pdf

Z HL L ASplik Case Event, pdf

3 CADOCUME~1YSTEPHENM. . \xts9dnfu, pdf
4 CADOCIUME1Y, . \Split Case Event,pdf

5 CADOCUME~1Y, . \Wisio-Bifurcation. pdf

& CADOCUME~1'stepheni,. ..\~ 7456393, pdF
7 H:\,. . \Wwisio-Bifurcation, pdf

8 H: L Wisio-Clerks Default Orders. pdf

Exit Chrl+Q

Figure 4

USBC - Southern District of Ohio September 21, 2003
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L 4 An Acrobat Scan Plug-in dialog box will appear, Figure 5. Verify the correct
scanning device and format; then click [Scan].

Acrobat Scan Plug-in

Scanner

Format  |Single-sided

Destination

* Open Mew PDF Document
~

Scan | Zancel

Figure 5

4 A scan dialog box will appear, Figure 6. Select the appropriate setting for the
document you are scanning. Almost always, the document should be
scanned in black and white, so that the file size will be as small as possible.
However, there are some documents (those with shaded boxes, for example)
that may need grayscale instead. Click [Scan].

= Scan using Hewlett-Packard ScanJet 6100C or 4c/3c

What do you wantto scan? | [ |

Select an option below for the tupe of picture pou
want ko scan.

(%) Color picture

) Grapscale picture

(O Black and white picture or text
() Custom Settings

fou can also;

Adjust the guality of the scanned picture

Figure 6

Note: Scan dialog boxes will vary depending on printer brands and/or models.

USBC - Southern District of Ohio September 21, 2003
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L 4 Another Acrobat Scan Plug-in dialog box will appear, Figure 7. If multiple
pages are being scanned, remove the previously scanned page from your
scanner and insert the next page to be scanned; click [Next]. Once you have
scanned all pages, click [Done].

Acrobat Scan Plug-in E|

Mext Page

{* Fraonk of sheek 2

Mexk |

Figure 7

L 4 Once you have clicked the [Done] button, Adobe will open up your scanned
document. The document can now be saved as a PDF file by selecting File
> Save/Save As.

L 4 In the Save PDF File As dialog box, Figure 8, choose the location to save the
PDF document/file. Enter a file name for your document/file and verify that
the “Save as type” contains the extension for PDF files (*.PDF). Click [Save].

Save PDF File As RIX

Save ire | () FOF Files v 5k E-
'@.ﬁ.dv Closings. pdf '@Proposed LER. Motice, pdf
'@F\nnual Report 2000, pdf IEF‘uinshEd Motice. pdf
'@BF\NCAPSpIit.de '@Standards—Dock&ting Sequence.pdf
TIRS Letterz, pdf T Standards-Statistical, pdf
TR Letter pdf T web Site Stats.pd

T oHse_LBR_200z pdf

File name: |F'DF Training. pdf
Sawve az type: |PDF files [*.PDF] ﬂ Cancel
Edit Document Info. [~ ‘“iew PDF File
Figure 8

USBC - Southern District of Ohio September 21, 2003
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Proofs of Claim

When a proof of claim is filed in CM/ECF, the claim will be attached to the creditor
record of the claimant. One must first locate the creditor by searching the creditor
database and then enter the corresponding claim.

Most often the creditor filing the claim already resides in the creditor database. If the
creditor cannot be located in the case, they should first be added to the creditor
database. The Creditor Addition section of this manual provides instructions for adding
a creditor.

In the following exercise, the creditor is already on the case. Other lessons show how to
add creditors to the creditor database by uploading the matrix or adding each record
separately.

Internet users will access CM/ECF through PACER and will use two
different sets of logins and passwords; one for CM/ECF filing and the
other for PACER access to queries and reports.

This module will assume that the internet user has accessed the
court’s web site with their court assigned CM/ECF login and password.

STEP 1 Click the Bankruptcy hyperlink on the CM/ECF Main
Menu. (See Figure 1.)

EECF Bankruptcy +  Adversary + Query + Reports « Utilities + Logout o

Figure 1

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

L 4 Click on the File Claims hyperlink.

EE F Bankruptcy +«  Adversary

Bankruptey Events

Creditor Claimant A ctivity

File Claims

Creditor MMaintenance. .

Figure 2

USBC - Southern District of Ohio July, 2004
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STEP 3 The CREDITOR SEARCH screen will display. (See Figure 3.)

3
EE F Bankruptcy s+  Adversary s Query + Reports « Utilities + Logout o_

Search for Creditor

Case Number [0z-10070

Watne of creditor |Exxan

Type of creditor |Credit0r =
Mext Clear
Figure 3
2 Click in the Case Number box and enter the correct case number

in YY-NNNNN format.

L 4 Enter the Name of creditor filing the claim. Additional search
clues are shown below.

Search Hints for Creditor Database:

1. Include punctuation. (O’Brien or Garcia-Barrera)

2. Partial names can be entered. (Smi)

3. Significant words or names are effective. (Radio for Radio
Shack and Northwest Radiology)

4. Try alternate search clues if your first search is not successful.

5. Wild cards are not required but may be used.

NOTE: Do not change the default of Creditor in the Type of

Creditor box. When a matrix is uploaded into the system,
the Creditor Type field defaults to Creditor.

The Creditor Type must match the creditor information. If
creditors are stored on the database as a different Creditor
Type you will have to search by that Type. A creditor with a
Creditor Type of Notice of Appearance will not be found
unless the Creditor Type field is changed to Notice of
Appearance.

2 Click [Next] to search the creditor database for this claimant.

USBC - Southern District of Ohio July, 2004
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STEP 4 The CREDITOR SELECTION screen will then display the
creditor(s) who match the search criteria. (See Figure 4a.)
EECF Bankruptcy + Adversary + Query s Reports -« Utilities + Logout ?
Select a Creditor for Claim
Case 02-10070: Walter I. Daniels
Add Creditor
Mext Clear
Figure 4a
NOTE: If no search criteria was entered in the search Name of Creditor field, all
creditors belonging to the case will be found. Click on the drop-down arrow
to display all of the creditors (See Figure 4b.)
¢ 19 - LNEYION - ACCT. 15UB23 1/ 40 P, B0X 501U LONCORT, LA 9a40.24-U0 10 —
3720 - Christopher L. Taylor - 5100 Wheelis Drive, Ste. 111 Memphis, TN 38117
5721 - Dillards - Acct. 227531373 P.O. Box 269159 Baton Rouge, LA 70826-9159
5722 - Dr. Arthur Hernande D. - Acct, 23032365 P.O. Box 781347 San Antonio, TX 78278
- Exxon - Acct. 3859 8 P.0. Box 10 Atlanta (53 30353-5850
/5709 - Federal Housing Administration - 800 Daolorosa St./Legal Dept. YWashington Square Building San Antanio, TX 78207
5710 - First Mationwide Mortgage Corp - ATTH Bankruptcy Dept. 0023 P.O. Box 8481 Gaithersburg, MD 20898-9451
5725 - Foleys - Acct. 134965851 P.O. Box 52026 Phoenix, A7 85072
5705 - Heard, Goggan, Blair and William - Acct. 0877680070233 310 S. 5t. Marys San Antonio, TX 75205
8726 - Home Depot - Acct. 5172750089236 P.O. Box 105980 Dept 51 Atlanta, GA 30353-5580
8754 - Homecomings Network - Acct. 463976814 9275 Skypark Court San Diego, CA 92123
8727 - IRS/Special Procedures Branch - Stop 5026 Aus 300 E. Bth St. Auastin, TA 78701
5706 - Internal Revenue Serwice - 300 East 8th 5t. Stop Aus Austin, TX 78701 -
Add Creditor
Nextl Clear
Figure 4b
4 Select the desired creditor by clicking on it with your mouse if using the drop-down

select window.

If you are unable to find a creditor, or if an existing creditor’s
address does not match, after using various search criteria, the
Add Creditor hyperlink allows you to add a creditor to the case
(refer to the Creditor Addition section on page 8 for instructions on
how to add a creditor).

Click [Next] to continue adding a Proof of Claim.

USBC - Southern District of Ohio July, 2004
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STEP 5

The PROOF OF CLAIM INFORMATION screen displays fields for
each claim. (See Figure 5.)

_
EE F Bankruptcy »  Adversary » Query =« Reports -« Utilities « Logout o_

Proof Of Claim Information For

8724 - Exxon
Acct. 3889578708
P.0. Box 105980

Atlanta, Ga 30353-5980

Case Number Amends Claim # Duplicates Claitm #: Filed By:

02-10070 Clairn No: [Craditer =]
- Last Date Te o ) = . l—;[
Last Date To File File(Govt) Date Filed: 08/22/2002 Late: | Mo Status:
| Amount Claimed
Tnsecured Secured Priority Tnknown Total (Display Only)
| | | [as0.z6 [as0.26
| Amount Allowed
Total (Display Only) ’7

|Descript10n: “Gasnline purchases

|Remark_s: “

Mesxt Clear

Figure 5

Enter the data in the appropriate fields for the claim. Do not enter
the “$” or commas in the dollar amount fields. Values default to
whole dollars. Decimals are accepted but not required.

Enter the Amount Claimed in the appropriate category.

Amounts will total automatically and will appear on the Claims
Register.

Amounts should NOT be entered in the Total (Display Only) field.

The Filed By field offers the options of attorney, creditor, debtor, or
trustee.

The optional Status field displays the Claim status of Allow,
Amend, Expunge, Reclassify, Reduce, Withdraw. These values are
controlled by your local court.

The Description and Remarks fields will appear on the Claims
Register. Both fields are 255 characters long.

The Total Amount Claimed and the Total Amount Allowed fields
total the values of Unsecured, Secured, Priority and Unknown. An
aggregate total of all claims is included at the end of the Claims
Register.

When you have completed this screen, click [Next] to associate
the PDF file of the claim with this filing.

USBC - Southern District of Ohio July, 2004
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Bankruptcy Adversary

Select the pdf document (for example: C119%cv501-21 pdf)

Browse...

Attachments to Document: & No 7 Ves

s Query -«

Reports

The PDF Document screen displays. (See Figure 6a.)

?

+ Utilities + Logout

STEP 6
SECF
Case 02-10070
Filename
|
Figure 6a
4
L 4

A PDF image of the claim is required.

Click [Browse], then navigate to the directory where the

appropriate PDF file is located and select it with your mouse.

. To make certain you are about to associate the correct
claim file for this entry, right click on the filename with your
mouse and select Open. (See Figure 6b.)

21 x|
Laok ire | 3 PDF Files [ I e s
E 0305dick. bxk EBNC Order of Dischg.pdf EExhibit A
] 20largest. pdf TBNC_341Nte pdf TExhibit.p
Hiztary ﬂ Affidavit, pdf ﬂCertSvc .POF ﬂHearingNt
'E Amended Schedules, pdf W Irventory
ﬂ ANIWER, pdf IE(Zompl el Involunta
IE.ﬁ.pplication - Filing Fees.pdf 'ECDDY jointmatio
ﬂ Application for Compensation.pdf ECREDI Print Lisk of Al
'E Application to Employ.pdf IEDaniel - Martin. pd
IE.\1'.|:|:Iicati0n.|:cll’ IEDeclar Sean For Viruses. . Tation MU
(T apptsucc POF Docun Make Available OFfline Mation to
T appttr.POF Z] dtmot open with y EoMation to
I I uick View Plus
1 Cuick Prink _Pl
File name: ICIaimfolm.pdf £ winZip Y | Open I
Files of type: IAII Files [%.7] Send To * | Cancel |
uk A
Figure 6b
. This will launch the Adobe Acrobat Reader to display the
image of the claim. Verify that it is correct.
. Close or minimize the Adobe application after verifying the

file, then click on the Open button on the File Upload
dialogue box. (See Figure 6c.)

USBC - Southern District of Ohio

July, 2004
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NOTE:

*

DT 20
Look ire | £ PDF Files | « =k Ed-
B EBNC Order of Dischg.pdf EExhihit A
T z0largest.pdf THBNC_341nke pdf T Exhibit. pe
T Affidavit pdf T certsve.FOF THearingnt
'Enmended Schedules.pdf Claimform. pdf '@Inventory
'EP.NSWER. pdf ﬁ Complaint. pdf ﬂ Involunta
Application - Filing Fees, pdf '@Copy of Application to Employ . pdf IEjointmotio
"] Anplication for Compensation.pdf T CREDDISK POF T List of &l
'E.ﬂ.pplication to Employ . pdf '@Daniels_Dale_VPCh?.de I@I\ﬂartin.pn:l
IE.\3.|:|:Iicati0n.|:clf IEDeclaration.de IEl\ﬂotion ML
Eapptsucc.PDF EDocument.PDF EMotion <]
— T appttr POF dtmat.txt T Mation ta
Camputer A I I _’I
File: narme: ICIaimform. pdf j Open
Files of type: | | Cancel
%

Figure 6¢

The PDF Document screen will reappear displaying the complete
path of the associated PDF document that was selected. (See
Figure 6d.)

SECF

Case 02-10070
Select the pdf document (for example: CA138cv501-21.pdE).

Filename

« Utilities

Bankruptcy

Adversary + Query -+ Reports + Logout

Browse...

IO: VECF_Students) PDF FileshClaimform ;

Attachments to Document: & Mo © Ves

Nextl Clear
Figure 6d

PDF attachments to claims (contracts, invoices, or other
supporting documents) can be linked to this claim. To attach
supporting documents, click the Yes radio button to the right of the
Attachments to Document prompt to attach the PDF document.

Please note that the PDF file of this claim is not an
attachment. An attachment is other supporting document
or collateral information.

An attached document will be referenced in the docket text
separately, and the attached image will be accessible by a
separate hyperlink within the docket text.

Click [Next].

USBC - Southern District of Ohio
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STEP 7 The NOTICE OF ELECTRONIC CLAIMS FILING is then produced
and displayed. (See Figure 7.) This claim is now part of the official
court record.

EE F Bankruptcy e« Adversary -+ Query -+ Reports - Utilities - Logout

U.S. Bankruptey Court
Systems Deployment and Support Division
Motice of Electronic Claims Filing

The following transaction was received from Wilson, DL, on Bf22/2002 at 246 P CDT

Case Name: “Walter I. Daniels
Case Number: 02-10070

Esmon
Creditor NWame: Acct, 3889578708

PO Box 105980
Atlanta, Ga 30353-5920
Claim Number: 1

Total Amount Claimed: £350.26
The following document(s) are associated with this transaction:

Document description:1Main Document

Original filename: OAECF_Students'PDF Files\Claimform pdf

Electronic document Stamp:

[STAMP bkecfStamp_TD=981735245 [Date=8/22/2002] [FilelTumber=7242-0] [5
d52503b0TdfB74887735403a76c8940f99d1837%ca8515170faf 1 80f3{78d9c6c2bT
3b4998bEbI3H 03383053 9d25400b60dc 120 1 acbede6bbBh Fa2405]]

Figure 7

L 4 Clicking on the case number hyperlink on the Notice of Electronic
Claims Filing will present the case docket report via PACER.

L 4 Clicking on the document number hyperlink displays the PDF
image, via PACER, of the claim itself. If the claim includes imaged
attachments, they will be accessible also through a separate

hyperlink.
L 4 To print a copy of this notice, click the browser [Print] icon.
4 To save a copy of this notice, click [File] on the browser menu bar

and select Save Frame As.

L 4 To continue claims processing, click again on Bankruptcy, File
Claims. Your prior case number will be preserved for further claim
entries to the same case. For a new case, simply type in the new
number and repeat the process outlined above.

STEP 8 CLAIMS REGISTER

L 4 To run the Claims Register, via PACER, click Reports on the Main
Menu Bar and then Claims Register hyperlink. There is a separate
CM/ECF Claims Register lesson.
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Creditor Addition

After conducting a search if you are unable to find the desired creditor, or if an existing
creditor’s address is incorrect, you may add a new creditor to the system. Searches

should always be performed prior to entering creditor data to reduce the number of
duplicated creditors within a case.

Creditors are added to ths system as follows:

STEP 1 From the CREDITOR SELECTION screen click on the Add Creditor
hyperlink. (See Figure 1)

2]
Bankruptcy +  Adwversary + Query + Reports + Utilities +« Logout ?
i

Select a Creditor for Claim

Case 02-10070; Walter T. Darels

Add Creditor
MNext | Clear |

Figure 1

STEP 2 The CASE NUMBER screen will display. (See Figure 2)

-
EE F Bankruptcy + Adversary + Query « Reports «+ Utilities + Logout ’,

Creditor Processing

Case Humber

n0-10122 0012345, 1:90-bk-12345 or 1-00.-bk-12345

M Clear

Figure 2

L 4 Enter the case number in the format yy-nnnnn, including the
hyphen.

L 4 Click [Next] to continue.
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STEP 3 The CREDITOR INFORMATION screen displays. (See Figure 3)

EE F Bankruptcy » Adversary + Query -+ Reports « Utilities - Logout
Add Creditor(s)

Case 00-10122 already contains creditors!
Case number 00-10122 Dale A, Damels

Name IHDmEDmners Finance

Address 1 [accc. # 74355-8999-2

Address 2 |SDDD Beltway

Address3 [Dallas, TX 77550

Addressd |

Address 5 |

Type ICredilor j
Creditor committee & No © Ves
@ Contnue To Enter © Last Entry

M Clearl
Figure 3

L 2 Enter the creditor name and address information.

Remember: 5 line maximum
Each line no more that 40 characters
Avoid special characters (# & C/O are okay)
Account number/attention line placed on line 2
City, state and zip on last line
Zip + four must include hyphen
State must be 2 letter abbreviation

L 4 Creditor Type defaults to “Creditor.” The default should not be
changed.

L 2 If you have multiple creditors to add, accept the default of
[Continue to Enter] button and then click [Next] to continue.

. When you have entered the final creditor, click the [Last
Entry] button, then click [Next] to continue.

. If you have only one creditor to add, click the [Last Entry]
button then click [Next] to continue.
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STEP 4 The TOTAL CREDITORS ENTERED screen will appear.
(See Figure 4.)

n
EE F Bankruptcy  » Adversary + Query « Reports -« Utilities « Logout ?

Add Creditor(s)

Total Creditors Entered 1

Figure 4
4 Verify the number of creditors you have entered.
4 If the number is not correct, click the browser [Back] button to
investigate your entries.
L 4 Otherwise, click [Submit] to continue.
STEP 5 The CREDITORS RECEIPT screen will then display.

(See Figure 5.)

EE F Bankruptcy + Adversary + Query + Reports s Utilities + Logout
Creditors Receipt

|ctase Musnber |oo-10122
|Total Creditors &dded to Database ‘1

File & Proof Of Claim

Return To Creditor Maintenance Menu

Figure 5

This screen confirms the number of creditor records that have been added to the creditor
database. The example in STEP 5 shows just one creditor added in this manner.

When claims are filed in CM/ECF, they are attached to the specific creditor record of the
claimant.

The Proof of Claim module is accessible on this screen so a claim can be added to this
new creditor in one continuous operation.

L 2 Click Return to Creditor Maintenance Menu to continue creditor
processing.
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Miscellaneous Creditor Filings

In addition to the ability to file Proofs of Claim, creditor filers can also electronically file
the following documents with the Court:

. Appraisals of Property

. Assignments/Transfers of Claim

. Reaffirmation Agreements

. Motions for Withdrawal of Unclaimed Funds
. Withdrawals of Claim

The following example demonstrates the filing of an Assignment/Transfer of Claim.
While filing other miscellaneous creditor filings may involve slightly different User
Prompts, the basic functionality is the same for all miscellaneous creditor filings.

STEP 1 Click the Bankruptcy hyperlink on the CM/ECF Main Menu. (See Figure
1)

5 2]
UECF Bankruptcy +  Adversary + Query o Reports o Utiities + Logout Q_

Figure 1

STEP 2 The BANKRUPTCY EVENTS screen will display similar to the one shown
in Figure 2.

EE F Bankruptcy «  Adversary

Bankruptcy Events

Creditor Claimant A ctivity

File Claims
Creditor Mantenance. .

Figure 2

L 4 Click on the Creditor Claimant Activity hyperlink.
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STEP 3 The CASE NUMBER screen will display. (See Figure 3)
EECF Bankruptcy + Adversary + Quer
Creditor Claimant Activity
Case Number
| 0012345, 190-hle-12345 or 1-09-hk-12343
Figure 3
* Enter the case number, including the hyphen.
L 4 Click [Next].
STEP 4 The CREDITOR CLAIMANT ACTIVITY menu will display. (See Figure 4)

EE F Bankruptcy

Creditor Claimant Activity

3:04-ble-30280 John T Public

Assignment of Claim
Reaffirmation Agreement
Unclaimed Funds
Withdrawal of Claim

£

Figure 4

L 2 Click to highlight Assignment of Claim.

®  Click [Next].

USBC - Southern District of Ohio July, 2004



CM/ECF Miscellaneous Creditor Filings - Page 3

STEP 5 An ATTORNEY SELECTION screen will display. (See Figure 5)

E E C F Bankruptcy

Creditor Claimant Activity :
3.04-bl-30280 John L Public

Select any additional attormey(s)

Kirkland, James R (69)

Figure 5
4 No selection should be needed here. Click [Next]
L 4 Click [OK] on the message box, “Note: you have not selected an
attorney.”
STEP 6 A PARTY SELECTION screen will display. (See Figure 6)

EE F Bankruptcy +  Adversary

Creditor Claimant Activity :
3:04-bl-30280 John L Public

Select the Party:

Barkan, Alexander G IS Trustee] | AddiCreate Mew Party
Harker, Donald F Il [Trustee]
Fublic, John L [Debtor]

Figure 6

L 2 If you, the creditor, are listed, click the creditors name to highlight
it. Click [Next]. Proceed to step

USBC - Southern District of Ohio July, 2004



CM/ECF Miscellaneous Creditor Filings - Page 4

L 2 If you are not listed, click on the Add/Create New Party hyperlink.

STEP 7 A PARTY SEARCH screen will display. (See Figure 7)

EE F Bankruptcy + Adversary « [Quer

Search for a party
SN Tax Id

Last/Business name |Creditor

[ mearch ] [Clear]

Figure 7
* Enter the creditor's name in the Last Name field. Click [Search].
L 2 Your name search may find more than one record having the
same name. Clicking on each of the names will display a window
showing the party’s address information for verification. If a name
matches but the address data is incorrect you can modify the
address (for this case only) on the following PARTY
INFORMATION screen.
* If the appropriate creditor is found, click [Select name from list].
If no matching creditor was found, click [Create new party].
STEP 8 The PARTY INFORMATION screen will display. (See Figure 8)
Bankruptcy +  Adversary + Query + Reports « Utilities
Party Information
Last name |Creditor Inc First name
Middle name Generation Title
SSN 222.11-1234 Tax ID
Office Addvess 1 (1234 Any Street
Address 2 Address 3
City |Dayton State |OH Zip |45202
County - Country
Phone Fax
E-mail
ProSe no v 12X Creditar (crcn
Party text
Figure 8
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L 4 Insert or modify the address of the creditor being added.
* Change the ROLE to Credit.

¢  Click [Submit].

STEP 9 The PARTY SELECTION screen will display again. (See Figure 9)

EE F Bankruptcy +  Adversary

Creditor Claimant Activity :
3:04-bk-30280 John L Public

Select the Party:

% P | A dd/Create New Party
Barkan, Alexander G [U.S. Trustee]
Harker, Donald F Il [Trustee]

Public, John L [Debtor]

Figure 9

L 4 The Creditor that you added/created should now be highlighted.
Click [Next].

STEP 10 The PDF DOCUMENT screen will display. (See Figure 10)

EE F Bankruptcy +  Adversary «

Creditor Claimant Activity :
3:04-bk-20280 John L Pubilic

Select the pdf document (for example: SV 99cv301-21 pdf).

Filename

Browse...

Attachments to Document: & Mo O Yes

Figure 10
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L 4 A PDF image must be associated with this entry.

L 2 Click [Browse], then navigate to the directory where the
appropriate PDF file is located and select it with your mouse.

L 4 To ensure that you are about to associate the correct document
for this entry, right click on the filename with your mouse and
select Open. (See Figure 10a)

Lok i | 3 PDF Fies [ O s o =
a Q308dick. kxk EBNC Order of Dischg.pdf EExhibit h-
T z0largest. pdf THBHC_34 1Mt pdf THExhibit.p
) Affidavit, pdf T Certsve FOF T Hearinght
ﬂ Amended Schedules, pdf W Inventory
IE.C'«I\-JS\N\I'ER.|:clf IE(Zompl el Irevolunta

IE.ﬂ'.pplication - Filing Fees, pdf ﬂCDDy joinkmotio
'E Application for Compensation.pdf IECREDI Print List of Al
ﬂDaniel

ﬂ Application to Emplay.pdf - Martin. pd

IE.ﬂtpplication.pdlt IEDeclar Sl [y S Mation My

(T apptsucc POF DUCU“ Make Available OFFline Mation to

IEeq:qjttr.PDF dtmot  open with » [-|Mation ko

< | Cuick Yiew Plus _'I

Cuick Prink

File name: IEIaimfolm.pdf ) WinZip * | Open I

Files of ype: [ Files Send To Y| cancel |
~uk ﬂ

Figure 10a

L 4 This will launch the Adobe Acrobat Reader to display the image of
the document. Verify that the document is correct.

L 4 Close or minimize the Adobe application after verifying the file,
then click on the Open button on the File Upload dialogue box.
(See Figure 10b)

Look i |3 POF Files [ o = el e

. =] ngoadict bt EBNC Crder of Dischg, pdf EExhibit a-
) T 20largest . pdf THBNC_341Nkc,pdf THExhibit.pc
Hiztany ] affidavit, pdF 'ECertSvc .PDF IEHearingr\It
7 | Amended Schedules. pdf ClaimForm, pdf ﬁInventory
a ANTWER. pdf IEi.’_omplaint.pl:lf IElnvolunta
ﬂ Application - Filing Fees.pdf ECGW of Application to Ermploy.pdf ﬁjointmotio
| Application For Compensation.pdf T CREDDISK.FOF TList of Al
a Application to Employ, pdf IEDaniels_DaIe_\l'PCh?.|:|cIF 'EMartin.pd
ﬂ Application. pdf ﬂDeclaration.pdf ﬁMotion T4
a apptsuce . POF IEDl:u:ument.F'DF 'EMotion [a]
appttr.PDF E dtrok, bxk IEl‘ﬂotion to
i

File name: ICIaimform.pdf j Open

Files of type: | 411 Files [77) =] Cancel

F

Figure 10b

USBC - Southern District of Ohio July, 2004



CM/ECF Miscellaneous Creditor Filings - Page 7

4 The PDF DOCUMENT screen will reappear displaying the
complete path of the associated PDF document that was selected.
(See Figure 10c)

EECF Bankruptcy «  Adversary -«

Creditor Claimant Activity :
3:04-blk-30280 John L Public

=elect the pdf document (for example: CA199cw301-21 pdf).
Filename

H:Training PDFsiTest Doc.pdf

Attachments to Docmnent: @ Mo O Yes

Figure 10c

®  Click [Next].

STEP 11 A CLAIMS TRANSFER screen will display. (See Figure 11)

Bankruptcy + Adversary + Query + Reports -+ Utilitig

Creditor Claimant Activity :
2:04-bk-30280 John L Public

Transfer Type O 3001 () 1 O 3001 (&) 2O 3001 (&) 3O 3001 (e) 4

Transferred To: ||Creditor Associates

Transferred From: | Craditar Inc

Claitr Murnber: Amount: § | 565.00
Transterred From:
Claim Mumber: Amount: §

Transferred From:

Claim MNurmber: Amount: §

Figure 11
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* & o o

Fill in all applicable information.
Multiple claims may be transferred within the case.
Click [Next].

A CASE VERIFICATION screen will display. Click [Next].

STEP 12 The FINAL TEXT EDITING screen will display. (See Figure 12)

SECF

Bankruptcy + Adversary + Query + Reports s+ Utilities

Creditor Claimant Activity :
3:04-bk-30280 John L Public

Docket Text: Final Text

Assignment of Claim (Amount 569.00). To Creditor Associates Filed by
Creditor Creditor Inc. (Sears, )

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

Figure 12

*

Proof this screen carefully! This is the last opportunity to make any
changes.

If the docket text is incorrect, click the browser [Back] button at
the top of the screen one or more times to find the screen to be
modified. Make any needed corrections and continue through the
event.

To abort or restart the transaction, click the Bankruptcy hyperlink
on the CM/ECF Main Menu Bar.

If no changes are needed, click [Next].

USBC - Southern District of Ohio
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STEP 13 The NOTICE OF ELECTRONIC FILING screen will display. (See Figure

13)

EE F Bankruptcy +  Adversary + Query « Reports « Utilities + Logout

Creditor Claimant Activity :
3:04-ble 30280 John L Public

U.S. Bankruptcy Court
Southern District of Oluo
Hotice of Electronic Filing

The following transaction was recewved from Sears, entered on 715/2004 at 12:41 PI EDT and filed on 71572004
Case Name: John L Public

Case Number: 304 -kl-30280

Document Number: 2

Docket Text:
Aasignment of Claim (Amount 569.00). Te Creditor Associates Filed by Creditor Creditor Inc. (Sears, )

The following document(s) are associated wath this transaction:

Figure 13
L 4 To print a copy of this notice click the browser [Print] icon.
L 4 To save a copy of this receipt, click File on the browser menu bar

and select Save Frame As.
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