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Section 1: Logging Into CM/ECF
This procedure explains how to access the CM-ECF system.
Access the CM-ECF application through our court Web site.

https://lecf-train.finb.uscourts.gov/cgi-bin/login.pl

The ECF/PACER LOG IN SCREEN displays

A starter Database Area - login - Microsoft Internet Explorer provided by AT&T Wol
J File Edit View Favorites Tools Help

EF

“Back v = ~ @ [ &t Dsearch EFavorites @Meda 3| By SR ~ E 9

Address Iél hittps:/fecf-train.finb. uscourts . gov fegi-binflogin.pl j &G0

Links CIPersonal Toobar Folder €IFLNB €1ABI €]3-Net ElWelcome to the United States Barkruptey Court  @Electronic Fiings Page =
C

ECF/PACER Login

Notice

This is a Restricted Web Site for Official Court Business only. Unauthorized entry is prohibited and
subject to prosecution under Title 18 of the U.S. Code. All activities and access atternpts are logged

Instructions

Enter your ECF login and password for electronic filing capabilities. If you do not need filing
capabilities, enter your PACER login and passward. If you do not have a PACER login, contact the
PACER Service Center to establish an account. You may register online at

http:#fpacer psc.uscourts gov or call the PACER Serice Center at (800) 676-6856 or (210) 301-5440

An access fee of §.07 per page, as approved by the Judicial Conference of the United States at its
September 1298 session, 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 Client code is provided to the PACER user as a means of tracking transactions by
client. This code can be up to thirty two alphanumeric characters long.

Authentication

Login: |
Pasgword:

client code |

Lagin Clear

CMECE has been tesied and works correctly with Neiscape 4.6x, Netscape 4.7z and Internet Explorer 5.0,

=
Done
Astart| | &0 & B > 7| @w | S |22 [[E1s... Bla.. |100% & £ BEAN ST HOED 12200

° Click in the Login field and key your ECF login.
NOTE: Your ECF login is different than your WEB-PACER login!
° Click in the Password field and key your password.

° Click on the Login button to continue.




The ECF MAIN MENU screen displays.

EIET=]
J File Edit Wiew Favorites Tooks Help E
J “Back v = v @ at | Qsearch EHFavorites DMedia &3 ‘ By~ & v =

JAddress I’dﬂ https:/fecf-train finb Uscourts. gov/cgi-binflogin. pl7639924743421342-L_916_0-1 j &Go
JLinkS ClPerzonal Toobar Folder €IFLNB €1ABI €13Met Elwelcame to the United States Bankruptcy Colrt ElBlectronic Fiings Page =

EE F Bankruptcy . Adversary . Query » Reports . Uutilities . Logout

U.S. Bankruptcy Court
Northern District of Florida

Official Court Flectronic Document Filing System

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

This facility is for Official Court Business enly. Activiiy te and from this site is logged, Document filings on this system are subject to Federal Rule of
Civil Procedure 11 and Federal Rule of Bankrupicy Procedure 9011, Evidence of unauthorized or criminal activity will be forwarded to the
appropriaie law enforcement afficials under 18USC152 and 3571,

[Welcome to the U.S. Bankruptcy Court for the Northern District of Florida Electronic Document Filing System. This service is for attorneys and firms
[participating in the electronic filing system. &

Cione

start||| @ @ BE > *|| @wiia... | Seny . | Bzany.. | #lsate. | [100% b-& S BELNS S EOEOS 1225

. Clicking on the hypertext links will allow you to use the features of CM/ECF

. When you are finished working in CM/ECF, you should log out of the
database.

. Click on the LOGOUT button on the right side of the Main Menu blue bar.

. Close the browser window if you no longer need to use it.

NOTE: Closing the browser window without pressing LOGOUT closes the browser
window, but does not log you out of CM/ECF. You should log out when you are not
using the application for significant lengths of time, e.g., lunch breaks, meetings, end of
day, etc. When you log out properly, you free up resources for other users who are
working




Section 2: Converting Documents to PDF

This procedure explains the basics of how you can convert a document in WordPerfect
(.wpd) or Microsoft Word (.doc) format to Portable Document Format (.pdf)°.

Conversion of any word processing document to a PDF is required before submission to
the court’s electronic case filing system (CM-ECF).

STEP 1 Open the document to be converted.

STEP 2 Click on File in the toolbar to display the drop down menu.

Zll 2atty_traning_to_PDF - Microsoft Word

File | Edit  View Insert Format Tools Table Window Help
0O Mew. Ctrl+N Hal, L~ Arial
= Open... Ctrl+0
[ Save Chrl+5 RO R
Save As. .. —
Page Setup... the docunmu
&k Print... Cirl+P
1 CANCm-ECRY. . \2athy_traning_to_PDF on File in tt

Click on the Print option on the drop down menu to display the
PRINT DIALOG screen.

= 2atty_traning_to_PDF - Microsoft Word

EiT‘ Edit Yiew I[nsert Format Tools Table Window Help
O MNew... Chri+MN ial = Arial
= Cpen... Cirl+0
'[ Save Cil+5 2—.
Save 8. I
Page Setup...
EIEGEER col+p |
LR Tty ':PEE R e ] LS ) =

# Newer versions of the WORD and WordPerfect programs provide more advanced methods of converting documents to PDF via tool bar buttons
with the PDF icon or new FILE menu options that directly “publish to PDF” .
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Click the down arrow on the SELECT PRINTER box to display a drop-
down window with a list of printer choices. (See Figure 3)

Print 2 x|
~Printer -
Marne: S8 VFLNBTALLDOCYHP Color Prinker - Propetties |
Status: 3 WFLMBTALLDOCHR Calar Prinker = : :
- Acrobat Distiller Find Printer... |
R &% Acrobat PDF'Writer
Where: *-r o [~ Prink ko file
Comment: & hp deskjet 950c series I Manual duplex
_ | 5@ HP Laserdet S
(P08 raNge 1 S5 Hp Laser et 6P ~
oAl TIOTEET OF COpIES! 1 ﬁ
" Current page  Selection
" Pages: [ Collate ;
Enter page numbers and/or page ranges
separated by commas. For example, 1,3,5-12 N

STEP 3 Click on Acrobat/PDF Writer to select.

STEP 4 Click the Print button and wait for “SAVE PDF File As” screen to

appear.
i Save PDF File As 2 xIF
Save in:l@ handouts_attamey | & £ EOv

FBho01 _procedure_package_admin
Tho02_mal_rmessage_exarmples
'@h003_atyproc_bk_caseopen_ﬂowchart
'@h004_at\,fproc_bk_caseupload_ﬂowchart
TIn03_procedurs_package_pacer

[

File name: |Eatty_traning_to_F'DF ’ Save I
Save as type: IF'DFfiIes [*.PDF] j Cancel |

Edit Document Infao. | ¥ “iew PDF File

Name the file to be saved (i.e. Smith_0340001)
Confirm “Save as type” has selected PDF Files (*.pdf)
Confirm/change file location as needed

Click on SAVE the file is converted to PDF (Note: If the view PDF file box
at the bottom is selected, the new pdf document will be opened for viewing.)




Section 3: Adding Creditors

Go to our website, https://ecf-train.flnb.uscourts.gov/
Click on our ECF database and type in your login and password
Click on “bankruptcy” (a list of bankruptcy events will appear)

Bankruptcy Events

Creditor Batch Actions
Creditor Clamant A chivity
Creditor Mamtenance/Tpload.
File Clamms

Click on “Creditor Maintenance/Upload”
Click on “Enter Individual Creditors” and enter the case number and Click “next”

The next screen will now allow you to add creditors. Enter in the name and correct
address of the creditor. Make sure “Creditor” is selected in the TYPE field. If you need
to enter only one creditor to the case, select “Last Entry” and click “next”. If you need to
enter numerous creditors to the case, then select “Continue to Enter” until all are entered
and then select “Last Entry” and click “next”. Please do not use all CAPS.

Case 03-40013-T.MWE already contains creditors!
Case number 03-40015-LIE “William Blevins

Na.tnel
Address 1|
Address 2 |
Address 3 |
Address 4|
Address S |
Type ICreditDr LI

Creditor committee & o ¢ Yes
= Continue To Enter ¢ Last Entry

Nex‘tl Clear I

The computer will then let you know how many creditors that you entered to be added to
the case. If the number presented is correct, click “Submit”.

The next screen will provide you with the official receipt noting that your creditors have
been added to case and the number. You can also run the Creditor Mailing Matrix Report
to verify what you have entered now appears on the master creditor listing.

|Case Mumber |03-40013
|Tota.l Creditors A dded to Diatabase |1

File & Proof OFf Claitn

Eeturn Teo Creditor Mhamntenance Blenn




Section 4: Filing a Proof of Claim

Go to our website,

https://ecf-train.flnb.uscourts.gov

Click on ECF database and type in your login and password
Click on “bankruptcy” (a list of bankruptcy events will appear)
Click on “File Claims”

On the first screen, you will be asked for the case number and name of the creditor. You
must enter a case number, but you do not have to enter the creditor name if you want all of
the creditors in a case to appear. For type of creditor, choose the default of creditor. (If
you choose another type of creditor, nothing will appear) Click “next”.

Search for Creditor

Case IMumber |03—4DD1 3

Mame of cred.itorl
Type of creditor | Creditor =1

et I Clear I

On the next screen, you will see a box that contains all of the creditors that have been
added to that case. (Click on the down arrow to view all creditors) Click on the creditor
for which you are filing this claim and click “next”. If your creditor does not appear, you
may add them as described in Section 3.

Case 03-40013; Wilham Blewins
IEB?—Gator Real Estate Gaineswille, FL j

271 - Mathan & MNathan, PC- Afty For Sears. Foebuck & Company P O Box 1715 Birmingham, AL 35201-1715
272 - Sears, Roebuck & Company - 7023 Albert Pick Road Greenshoro, MC 27403-9500

273 - Sears, Roebuck and Co. - PO Box 3671 Des Maines, 1A 50322

275 - Small Business Administration - For Notice Only 801 Torm Martin Drive Suite 120 Birmingham, AL 35211
274 - Small Business Administration - F O Box 740192 Atlanta. GA 30374-0152

276 - State Of Florida/Depantment Of Rewvenue - Legal Division F O Box 320001 Montgomery, AL 36133

277 - Susan F.Wilson - Sears, Roebuck & Company P O Box 2632 Mohbile, AL 36652-2632

278 -Weteran's Administration - 117 West Hardaway Avenue Union Springs, AL 36083

The next screen will ask you to enter the information that is found on the claim. Once
you are finished, click “next”.

287 - Gator Real Estate
Gainesville, FL

Case Mumber: 03-40013 Claim Ho: fonnds Clam Dupticates Clam #:[ %
| Last Date To File: | Last Date To File(Gowt): | Date Filed: |DE!29I2DDE Late: IND j ‘ Status: | j
[ Amount Claimed
Tnzecured Secured Priority Unlknown Total (Display Only)
[iooooos S [ooooooo
| Amount Allowed
Tnsecured Secured FPriority Tnknown Total (Display Omly)
|Descripmon: ||333 Owing Lane
|Remarks ||Res|dence
M Clear |




You will then be asked to choose the pdf document associated with this claim. Attach the
appropriate pdf file and click “next”. (If there are attachments or exhibits to be added with the
claim, check “Yes” and click on “next” and then add the file(s) following the instructions provided
on the screen).

Case 03-40013
Select the pdf decument (for example: CA19%v301-21 pdf).

Filename

|C:'\Cm-E CRTrain_CDyclaim.pdf Browse...

Attachments to Document: & Mo O Tes

The next screen gives you the “Notice of Electronic Claims Filing”, which gives you the claim
number. You can print this page for your records. This will be the only proof of filing that you
will have. You will notice that the case number and claim number are underlined. Those are
hyperlinks to that case. You may click on those and login into Pacer to view the claim or docket
sheets.

Motice of Electromc Claimms Filing

The following transaction was recewved from Blewins, Wilham on 27292003 at 340 PR EDT

Case Name: William Blewns
Case Number: 0340013

. Gator Eeal Estate
Creditor Name: Ginsaville, FL
Claim Number: 1

Total Amount Claimed: %100000. 00
The following document(s) are associated with thiz transaction:

Document description: Main Document

COriginal filename: C\Cm-ECF\Tram CDelawm pdf

[Electronic document Stamp:

[STANP bkectStamp [D=1042227419 [Date=5/22/2003] [FileMNumber=5694-0] [3




Section 5: Assignment of Claims
e After accessing the ECF system, click on Bankruptcy

e From the menu, select and click on Creditor Claimant Activity
Bankruptcy Events

Crediter Batch Actions
Creditor Claimant Activity
Creditor hantenance/Tpload. .
File Claims

e Key in the case number and click “NEXT”

e Sclect “Assignment of Claim” from the menu if a waiver of notice is not
included. If a waiver is included, select the option that includes the waiver.

Then click “NEXT” and then again.

Agsignment of Claim
Assignment of Claim MWith Waiver of Notice)
MNotice of Appearance and Reguest for Natice

Feaffirmation Agreement
Withdrawal of Assignment of Claim
Withdrawal of Claim

Nex‘(l Clear |

e You will be presented with a screen to select an attorney. If you are not an
attorney, then do not select an attorney and click “NEXT”. A screen will then

appear noting that you did not select an attorney. Click “OK™.
(Note: If you are logged in the system as an attorney filing on behalf of a client, this screen will not appear.)

Select any additional attorney(s)

Allman, telanie (249) x|
Hilliard, Jowce (274)

larm, Sam (73

Trainingd, Attarney (560) & Mote: vou have not selected an attormey.

Trainingd, Attarney (564)

oK
[t Clear | 4'
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e Select your party on the next screen and click “NEXT; or

e Click on “Create New Party” if your party is not on the list and enter the party
name and address; if needed, change the party role to Creditor and click on
Submit;

e Browse for your PDF and click “NEXT”;

Select the pdf document (for example: CA199cwd01-21 pdE).

Filename

|C:\Cm—ECF‘\Train_CDRAﬂy\ASSignment Browse. .. I
Attachments to Document: Mo © Ves

It | Claar |

e You will then be presented with a screen for entering the claims that need to be
assigned. While several claims can be entered, separate transactions must be
completed by transfer type under FRBP 3001(e). Click “Next”.

(Note: see Section 8 on BATCH Actions for mass entry of assignments in more than one case or transfer type.)

Transfer Type ¢ 3001 (&3 1 & 3001 () 2 ¢ 3001 ¢2) 3 © 3001 (e 4

| Transferred To: ||Green Tree Forest Service

|Tra.nsferred From: ||Wh|:|dunit wlindows

| Clairn Mumber: ||3— |ﬂxmount: & ||5
|Tra.nsferred From: ||
| Claim Mumber: |I— |4-'l'a.mount: E ||

e Add a prefix to the docket text if needed and click “Next”.

Docket Text: Modify as Appropriate.

I 'I Assignment of Claim(s) Transfer Agreement 3001 (e) 2 Transferors: Whodunit Windows{Claim No.3,
Amount 5) To Green Tree Forest Service Filed by Green Tree Forest Service . (Credit, King)

e Confirm the Docket Text and click “Next”.

Docket Text: Final Text
Assignment of Claim(s) Transfer Agreement 3001 (&) 2 Transferors:Whodunit Windows{Claim No._3,
Amount8) To Green Tree Forest Service Filed by Green Tree Forest Service. (Credit, King)

Adtention!! Submitting this screen commits this transaction. ¥ou will have no further opportunity to modify this
submission if you continue.

Mexdt I Clear |

You will see the Notice of Electronic Filing and Time Stamp, which you may print
for your files.

11




Section 6: Filing Reaffirmations as Creditor/Claimant

(Note: for an attorney filing a reaffirmation, the steps will the same as when filing a motion)

After accessing the ECF system, click on Bankruptcy;

From the menu, select and click on Creditor Claimant Activity;
Bankruptcy Events

Crediter Batch Actions
Creditor Claimeant A ctivity
Creditor Mamtenance/Tpload.
File Claims

Key in the case number and click “NEXT”;

Select Reaffirmation Agreement from the menu and click “NEXT” and then
again;

Assignment of Claim
Agsignment of Claim With Waiver of Notice)
MNotice of Appearance and Reguest for Notice

Eeaffirmation Agreemeant
Withdrawal of Assignment of Claim
Withdranwal of Claim

[ et | Clear |

You will be presented with a screen to select an attorney. If you are not an
attorney, then do not select an attorney and click “NEXT”. A screen will then
appear noting that you did not select an attorney. Click “OK™.

(Note: If you are logged in the system as an attorney filing on behalf of a client, this screen will not appear.)

Select any additional attorney(s)

Allman, helanie (249) Microsoft T x|
Hilliard, Jowce (274)

lam, Sam (#3)

Trainingd, Attamey (560 & MNote: you have not selected an attorney.

Trainings, Attorney (564)

Ne)ctl Clear | Ll

e Sclect your party on the next screen and Click “NEXT; or
12




e Click on “Create New Party” if your party is not on the list and enter the party
name and address. If needed, change the party role to Creditor and click on
Submit

e Browse for your PDF and click “NEXT”.

Zelect the pdf document (for example: CA19%cw201-21 pdb).

Filename

|C:".,Cm—ECF‘-,Train_CD'\Atlyﬁ-,Fieaﬁirmatiic Browse. .. |
Attachments to Document: * Mo ¢ Yes

e Note the instructions on the next screen and click Next;

Complete The Docket Window With The Name Of The Creditor In This Reaffirmation Agreement

M Clear |

e Complete the text with the name of the creditor and Click “Next”.

Docket Text: Modify as Appropriate.
Reaffirmation Aggreement Between Debtor and |King of Credit Filed by King of Credit . (Credit, King)

ﬂl Clear |

e Confirm the Docket Text and Click “Next”.

Docket Text: Final Text
Reaffirmation Aggreement Between Debtor and King of Cradit Filed by King of Credit. (Credit, King)

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

M Clear |

You have now filed the Reaffirmation Agreement. You will see the Notice of
Electronic Filing and Time Stamp, which you may print for your files.

13




Section 7: Filing a Notice of Appearance

o Go to our website, https://ecf-train.flnb.uscourts.gov
e  C(Click on the ECF database and type in your login and password
e  C(lick on “Creditor Claimant Activity”

Bankruptcy Events

Crediter Batch Actions
Creditor Claimeant A ctivity
Creditor Mamtenance/Tpload.
File Claims

e  The computer will ask for the case number. Enter the number and
click “next”.

e  On the next screen, you will select “Notice of Appearance and
Request for Notice” and then click “next” and then again.

Assignment of Claim
Aszsignment of Claim MWith Walver of Motice

Motice of Appearance and Feguest for Motice

Feaffirmation Agreement
Withdrawal of Azsignment of Claim
Withdrawal af Claim

Nextl Clear |

e  You will be presented with a screen to select an attorney. If you are
not an attorney, then do not select an attorney and click “NEXT”.
A screen will then appear noting that you did not select an attorney.
Click “OK™.

(Note: If you are logged in the system as an attorney filing on behalf of a client, this screen will not appear.)

14




Select any additional attorney(s)

Allman, helanie (249) |\-1ic;|- x|
Hilliard, Jowce (274)

lam, Sam (#3)

Trainingd, Attamey (560 & MNote: you have not selected an attorney.

Trainings, Attorney (564)

Ne)ctl Clear | Ll

Select your party on the next screen and click “NEXT; or

Click on “Create New Party” if your party is not on the list and enter
the party name and address;

If needed, change the party role to Creditor and Click on Submit

Browse for your PDF and click “NEXT”.
=elect the pdf document (for example: CA199cwa01-21 pdf).

Filename

ICZ"-,Cm-ECF"-,TrELiH_CD"-;":"-.l'l'y‘"-,Nl:ltiI:E of Ap Browse.. |
Attachments to Document: * Mo © Ves

The next screen 1s very important! You will see a warning that
says: “Attention!! Submitting this screen commits this
transaction. You will have no further opportunity to modify
this submission if you continue.” Read the text completely (this is
how it will appear on the docket sheet) and if it is correct, click
“next”.

Docket Text: Final Text
Motice of Appearance and Request for Motice Filed by King of Credit. (Credit, King)

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

Nextl Clear |

The final screen gives the “Notice of Electronic Filing”, which
gives you the document number, and a hyperlink to the docket
sheet. It also lists who will receive notice of the filing of the

document and by which means the notice will be sent.
15




Section 8: BATCH Actions

Introduction: Batch actions will provide you with the opportunity to
file assignments or notice of appearances in more than one case at a
time. This feature should save you time, but does require advance
preparation in having all of the case numbers and applicable PDF
documents ready for mass keying into the system.

Go to our website, https://ecf-train.flnb.uscourts.gov
Click on the ECF database and type in your login and password
Click on “Creditor Batch Actions”

Bankruptcy Events

iCreditor Batch Actions
Crediter Clatmant A ctivity
Creditor Mamtenance/Tpload. .
File Claims

After keying in the case numbers, click “Next”.

Case Numberis)

03-40013 ]
03-40014
03-40015|

LI QR.12345, 1:99-bk-12345 or 1-99-bk-12345

Nex‘tl Clear |

You will then be presented with a screen for you to decide what
action you would like to take for the cases entered. For this
exercise, we will select “Assignment of Claim (With Waiver of
Notice)”. Click “Next”.

16




03-40013-LIE "Wilham Blevinsg
N5-40014-LWE Tarumy Jones
034001 5-LIWE hfark Patterson

Assignment of Claim

I Asgsignment of Claim Baith MWaiver of MNotice)
Motice of Appearance and Reqguest for MNotice

e  You will be presented with a screen to select an attorney. If you are
not an attorney, then do not select an attorney and click “NEXT”.
A screen will then appear noting that you did not select an attorney.
Click “OK™.

(Note: If you are logged in the system as an attorney filing on behalf of a client, this screen will not appear.)

Select any additional attorney(s)

Allman, tMelanie (249) x|
Hilliard, Jowce (274)

lam, Sam (#3)

Trainingd, Attamey (560 & MNote: you have not selected an attorney.

Trainings, Attorney (564)

Ne)ctl Clear | Ll

. Select your party on the next screen and Click “NEXT”; or

. Click on “Create New Party” if your party is not on the list and enter the
party name and address;

J If needed, change the party role to Creditor and Click on Submit
o Note the instructions on the next screen and click “Next”;

OU MUST ATTACH A PDF FOR EACH CASE NUMBER ON THE NEXT SCREEN
= | Clear |

17




Browse for your PDF’s, enter information as required and then click
“NEXT”.

03-40013-LIWE Wilkam Blevins |C:\Cm-ECF‘\Train_CD%WSSignment Browse.. |
03-40014-LME Tammy Jones |CACm-ECR Train_CDiAyAclaimpdf  Browse.. |
03-40015-LWE Wark Pattersen |C:\Cm-ECF‘\Train_CD%tt;:’\claim_exh.p Browse.. |

Transfer From Whnm'?lKing of Credit

Add a prefix to the docket text if needed and Click “Next”.

Docket Text: Modify as Appropriate.
7| Assignment of Claim. Claim Transfered From King of Credit. Filed by AmSouth Bank (Credit, King)

The next screen is very important! You will see a warning that
says: “Attention!! Submitting this screen commits this
transaction. You will have no further opportunity to modify
this submission if you continue.” Read the text completely (this is
how it will appear on the docket sheet) and if it is correct, click
“next”.

Docket Text: Final Text
Assignment of Claim. Claim Transfered From King of Credit. Filed by AmSouth Bank (Credit, King)

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

The final screen gives the “Notice of Electronic Filing”, which
gives you the document numbers, and hyperlinks to all of the
docket sheets. It also lists for each case who will receive notice of
the filing and by which means the notice will be sent.

18




1. Query

Section 9: Query/Reports

Log onto the system, click “query”, key in PACER log-in and password if
needed.

Key in case number, name, or other applicable search information

Click “run query”

If more than one case appears, select the case you are interested in
researching.

Query

Search Clues

Case Mumber [03-40013 | (Example: 99-80013)

Last Mame I— (Examples: Desoto, Des™)

First Marme I— hdiddle Marne I—
SSN Tax ID
Type I 'I

Fun Queny I Clear I

On the next screen, you will be presented with a list of different types of
information for the case selected. Click on an item you are interested in
seeing.

Duery
Alias Status
Azsoniated Cases Trustee
Attorney

Case File Location

Case Summary

Creditor

Deadine/Zchedule

Docket Beport ...

Filers

HistorwD ocuments

IMotice of Banlkruptcy Case Filing
Party

Felated Transactions

2. Reports

Log onto the system, click “reports”

On the next screen, you will be presented with a list of the different types of
available reports. Click on a report you are interested in seeing, enter your

search criteria, then click “run report”.

Reports

Cases

Claims Eegster

Docket BEeport
Calendar Events

Creditor WMalhine hdatrs

19




Section 10: Utilities
Log onto the system, click “utilities”
On the next screen, you will be presented with the utility features you can

use to review your use of the system. To use an item, click on the one you
are interested in utilizing.

[Mtilities
Your Account MMiscellaneous
WView Your Transaction Log  Ialings. ..
Your PACEE Account. .

View Your Transaction Log: this is where you can verify your activity on the
system based on the dates you enter.

View Transaction Log

[Enter the Date Selection Criteria for the Transaction Log Eeport

Start Date: IE,-"L-"EDEIS End Date: IDE,-"ZB,-"EEIDS

Submit | Clearl

Transaction Log
Report Period: 05/01/2003 - 05/29/2003

| Id ‘ Date ‘ Case Number | Text

|1965 ‘ 05/08/2003 14:24:26 ‘B-UB-bk-BUDH |Mot10n to Dismiss Case filed by Sam Iam on behalf of Toe's Auto Body. (Tam, Sam)

[1967 | 050872003 144407 | Updated person revord: Sam Lam Prid. 73

|1968 ‘ 05/08/2003 144541 ‘3-03-bk-30011 |Second Idotion to Dismisz Case filed by Sam lam on behalf of Toe's Auto Body. (Tam, Sam)

[1973 | 050872003 145521 | [Opdated person record: Sam Tam Prid: 73

[1973 | 050872003 145522 | [Dpdated user record: wattomney 73

[450 | 052712002 13:5624 03-40013 |opened Mew BE Case 03-40013

[493 | 0572003 160027 03-4001 |Opensd New AP Case 03-4001

[2500 | 05272003 165534 03-40013 linsert 8 oreditors loaded

5530 0529/2003 104954 4-03-ble-40013 I;;:tc: afaiapsea:;nce and Request for Notice by Sam lam filed by Sam lam on behalf of Gator Real
Ilotton for Relief from Stay <I=Residence - 332 Owing Way</T=. Recept Number cc, Fee Amount

PoE 07252003 110614 13.03-bL-40013 575, filed by Sam Tam on g&ha]fofGator Real Esta;:m(g[am,)ém) ’ :

Total Humber of Transactions: 10

Your PACER Account: this is where you can update, review, and manage
your use of PACER while on the system.
¥Your PACER Account

CWUECE Login

Chanee ¥ our Chent Code

Chanee ¥ouwr PACEE. Account
Eewew Biling History

Wiew PACEER Account Information
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Section 11
United States Bankruptcy Court
Northern District of Florida
CM/ECF HELP DESK

TALLAHASSEE. GAINESVILLE AND PANAMA CITY DIVISIONS*
For CM/ECF help with cases and pleadings to be filed in the Tallahassee,

Gainesville and Panama City Division cases call:
LISA DAVIS: 1-888-765-1752

PENSACOLA DIVISION*
For CM/ECF help with cases and pleadings to be filed in Pensacola Division cases call:
KATHY CONN: 1-888-765-1751

For additional assistance or questions, please contact us at the following Help Desk e-mail address:
CMECEF _helpdesk@fInb.uscourts.gov

Web Sites that you may find helpful:

Florida Northern Bankruptcy Court:

Home Page: https://www.flnb.uscourts.gov

Login for Training: https://ect-train.flnb.uscourts.gov
Pacer Service Center: https://pacer.psc.uscourts.gov
Federal Courts Site: https://www.uscourts.gov

If requesting help on a particular case,
contact the case administrator assigned to that case.
Tallahassee, Gainesville & Panama City Divisions, call (850) 942-8933
Pensacola Division, call (850) 435-8475

*Counties covered by each division are as follows:

TALLAHASSEE GAINESVILLE PANAMA CITY PENSACOLA
Franklin County Alachua County Bay County Escambia County
Gadsden County Dixie County Calhoun County Okaloosa County
Jefferson County Gilchrist County Gulf County Santa Rosa County
Leon County Lafayette County Holmes County Walton County
Liberty County Jackson County

Madison County

Taylor County
Wakulla County
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12: Glossary of Terms

Acrobat/PDF Writer

Application used to create and view "pdf' documents; similar to a printer, but instead of
printing to a piece of paper, it “prints” to a file that is named and saved.

Automatic E-mail Notification

A CM-ECEF feature that permits attorney users to receive notification of the filing of a case
or document via e-mail.

BNC (Bankruptcy Noticing Center) and EBN (Electronic Bankruptcy Noticing)
The BNC is the entity authorized to provide centralized noticing for all bankruptcy courts.
If requested, the BNC can work with parties so that they receive BNC notices either by
mail, fax, or e-mail (PDF format) via the electronic bankruptcy noticing (EBN) feature. For

more information see:

http://www.ebnuscourts.com/
Browse

A Windows operation of navigating through directories to select a specific file.
Browser

A browser is a software program which provides a user-friendly interface allowing a user
to access information and services available on the Internet. The browser programs
interpret Hypertext Markup Language (HTML) documents delivered from WEB servers.
Netscape Navigator and Internet Explorer are the two most popular WEB browsers.

Category
In CM-ECF, a category is a classification of similar document types.

Check Box
Check boxes are designed so that you can chose items from a list by clicking on the
boxes that are to be selected. Once selected, the box will contain either a check mark or
an “X”.

CM-ECF

Case Management/Electronic Case Filing is the new application that is revolutionizing the
way we do business, completely replacing the current NIBS system with "next generation”
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case management capabilities. With CM-ECF, attorneys can open cases and file
documents as well as pay fees electronically via the Internet. Default

A Default is a common suggested value displayed by CM-ECF on a screen. If correct,
you may accept it; if incorrect, you can type over it.

Document Type

In CM-ECF, we use the tern Document Type to describe a specific CM-ECF filing or
event within a case which behaves uniquely from other document types.

Drop (Up or Down) Box

A form field with specific types of information listed in a text box. The are used throughout
CM/ECF when making selections. When you see the selection you want to make, do a
left mouse click to highlight it. On Motions when you need to select two parts, hold your
control "CTRL" key down when making the second (third, etc.)selection.

EBN (Electronic Bankruptcy Noticing) - see BNC
Hypertext Link

A hypertext link is a web page location imbedded in a html (hypertext markup language)
document. It permits the user to move from one area (or topic) to another in a Web based
program.

NIBS (National Integrated Bankruptcy System)

One of the two automated case management systems developed for use by the
bankruptcy courts. NIBS, along with the other program BANCAP, were designed using
old technology

Notice of Electronic Filing

An important feature of CM-ECF is a Notice of Electronic Filing. This is an electronic
document produced by CM-ECF which certifies each filing with the U.S. Bankruptcy
Court. Review the parties section at the bottom of the notice to see who received
electronic notice and who will need notice via regular mail

PACER/WEB PACER

Public Access to Court Electronic Records (PACER) is an electronic public access
service that allows users to obtain case and docket information from Federal Appellate,
District and Bankruptcy courts, and from the U.S. Party/Case Index. Currently most courts
are available on the Internet. Electronic access is available for most courts by registering
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with the PACER Service Center, the judiciary's centralized registration, billing, and
technical support center. (http://pacer.psc.uscourts.gov/register.html)

PDF Document
A "Portable Document Formatted" document is a type of imaged document created by the
PDF writer. It can be viewed from a Web Site. To be filed in CM-ECF, all documents must
be in"pdf" format

Primary Attachment

The pleading document being filed electronically. All CM-ECF filings will have a
document in PDF format as a primary attachment.

Radio Button

Radio buttons are designed so that you can chose one item from a list. Select or click to
make selection.

Secondary Attachment
An additional supporting document filed electronically with a pleading. All documents
filed in CM-ECF will have a PDF file as a primary attachment. Most docket entries will
NOT have secondary attachments. An scanned exhibit might be a secondary attachment
to a pleading.

URL

URL is short for Universal Resource Locator. URL’s are the naming scheme used to find
web pages. A URL is like a street address.
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