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CM/ECF Attorney Training Reports

CM/ECF Reports

The following modules demonstrate the steps to take to run and print ECF Reports. The majority
of the reports require that you log into PACER. Once logged in, you will not be asked again for the
Login, Password, and Client Code. If you wish to change to a different Client Code click Logout
on the CM-ECF Main Menu, then log back into ECF. You will then be presented with a new
PACER login screen.

The only report that does not require PACER login is the Creditor Matrix - 3 Column Format.

Note: We ask that you do not run reports between the hours of 10:00 AM and 3:00 PM. This is
the heaviest processing time and will slow the system for both you and the Clerk’s office.

STEP 1 Click the Reports hypertext link on the CM/ECF Main Menu.
STEP 2 The Report Events screen displays. (See Figure 1)
SECF fankruptoy  » Addversary - Loty - Heparts
Reports

Caga Information Reports FLME Modified Reports Other Reports

Clams Regster ECE Actiany Calendar Events
Docket Report Chapter 13 Andst
Cazes Claims Supmary
Creditor Matroe ${mdmz Labels) 341 Mersing Calendsr
Claims Lisang

Astivity Heports
Clamns Achvity
Boclkrt Artonty

Figure 1
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CM/ECF Attorney Training Reports

STEP 3 The PACER Login screen displays. (See Figure 2)

EE F Bankruptcy Adversary + Query + Reports + U

PACER Login

Notice

This is a Restricted Web Site for Official Count Business only. Unauthorized entry is prohibited
subject to prosecution under Title 18 of the U.S. Cade. All activities and access attempts 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 password. If you do not have a PACER login, contact the
PACER Semice Center to establish an account. You may register online at
hitp:/fpacer psc uscourts gov or call the PACER Service Center at (800) 676-6856 or (210) 301-6440.

An access fee of $.07 per page, as approved by the Judicial Conference of the United States at its
September 1998 session, will be assessed for access 1o this senvice. All inquiries will be charged to
your PACER togin that is 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.

i Password: I

i

| Client code: I

[T Make this my default PACER login

Figure 2

Enter the PACER Login.
Enter the PACER Password.
Enter a Client Code, if any.
Click [Login] to continue.

4
*
*
+
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CM/ECF Attorney Training Reports - Docket Report

Docket Report

This module demonstrates the steps to take to display or print a Docket Report for an ECF case.

STEP 1 Click the Reports hypertext link on the CM/ECF Main Menu.
STEP 2 The Report Events screen displays.

g Click the Docket Report hypertext link.

STEP 3 The Docket Sheet Request screen displays. (See Figure 3)

(.E)E F Bankruptcy * Adversary + Query

Docket Sheet

Case number !EU}IJK—Z“

T Entered

'tu[

Daocuments l to I

¥ Include terminated parties
I Include links to Notice of Electromc Filing

& HTML

 Text
Sort by | Oldest date first @

Figure 3

* Enter the complete case number (office code-yy-[bk or ap]-nnnnn).

* The radio button for the option Filed is the default. This is the recommended
format to view the case docket. The option Entered will result in the Docket

Report arranged in order of the dates documents were entered on the
system.

* If you want to limit your search to a range of documents, you may do so by
entering the document number range in the Documents XX to XX field.
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CM/ECF Attorney Training Reports - Docket Report

g The report defaults to Include terminated parties. This is the
recommended default.

® If you wish to be able to view the Notices of Electronic Filing pertaining to
docket entries, place a checkmark in the box for the option: Include links to
Notice of Electronic Filing.

2 Click the down arrow ¥ to reveal the list of Sort by options. The system
defaults to Oldest Date First. The other options are:

Most Recent Date First
Document number Ascending

Document number Descending

Note: To return to the system default for all options, click [Clear].

* When you have selected all options, click the [Run the Report] to continue.
STEP 4 The Docket Report displays.

* Click the down arrow ¥ to scroll through the entire Docket Report.

* Clicking on a document number hypertext link will provide the PDF image

of the filed document. Clicking on the related document number (inside the
text box) will provide the PDF image for the document to which this docket
entry is related. (See Figure 4)

07/16/2001 11 | Order Granting Application to Employ (Related Doc # 9). Signed on
7/16/2001. (Monaghan, Susan) (Entered: 01/24/2003)

Figure 4
¢ To print the Docket Report, click the browser [Print] icon.

L 2 If the option to view Notices of Electronic Filing was selected on the Docket
‘ Sheet Request screen, a silver ball will be located to the left of the document
number hypertext link. {See Figure 5)

07/16/2001 11 | Order Granting Application to Employ (Related Doc # 9). Signed on
7/16/2001. (Monaghan, Susan) (Entered: 01/24/2003)

Figure 5

* Click the silver ball to view the Notice of Electronic Filing.
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CM/ECF Attorney Training Reports - Docket Report

* The Receipt Type screen displays.

* Select to view the Notice of Electronic Filing in either Html Version or Text
Version.

* Click [Display Receipt] to continue.

* The html version will contain hypertext links to the docket report and to the
document PDF image. The text version contains no hypertext links.
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CM/ECF Attorney Training Reports - Claims Register/Listing/Summary

Claims Register

The Claims Register Report shows the list of claims filed in a particular case.

This module
demonstrates the steps to take to generate a Claims Register Report.

STEP 1 Click the Reports hyperlink on the CM/ECF Main Menu.
STEP 2 The Reports screen displays.
* Select the Claims Register hyperlink.
STEP 3 The Claims Register Information screen displays. (See Figure 6)

EE F Bankruptcy Adversary + Query + Reports -«

Claims Register

Case number|
Creditor type R 3] Creditor[
Jhaminstenve s Tumber
Creditor name |
Claim number | to|
M o

Sort by | Claim Number E |
FiledDate %

Figure 6

* Enter the complete Case Number (office code-yy-bk-nnnnn).

* The Creditor Type defaults to ‘blank’ which means ‘all’ Creditor Types will
be included in the report. If you wish to limit the report to a specific Creditor
Type, click the down arrow ¥ to find and select the Creditor Type.
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CM/ECF Attorney Training Reports - Claims Register/Listing/Summary

* The Creditor Number field can be used to limit the report to only one claim.
* The Creditor Name field can be used to limit the report to only one creditor.
2 The Claim Number XX to XX field can be used to limit the report to a
consecutive group of claims.
2 Selecting Filed will result in the report showing the dates claims were filed.
* Selecting Entered will result in the report showing the dates claims were
entered on the docket.
* The Terminal Digits field allows the report to be limited by terminal digit(s).
2 The Sort by field defaults to Claim Number then Filed Date. Click the down
arrow ¥ to reveal the list of other options for report sorting:
Claim Number
Creditor Name
Filed Date
Click [Run Report] to generate the Claims Register.
STEP 4 The Claims Register Summary displays. (See Figure 7)
Claims Register
8:02-bk-00001-PMG Casey Knu and Anel Merritt
Judge Paul M. Glenn
_____ Debtor Name: KNU,CASEY =~~~ e
A Last Date fo File Claims: 07/03/2003
Creditor Name: GMAC i Last Date fo Rile (Govt): 03/26/2003
Claim Ne: 1 P.0.Box |Filing Status:
{Tampa, FL 33601 | Docket Status:
) _ | Amends Claim No: | Duplicates Claim No:
Claim Do UMM (v Clamo: Duphcatd By Claim o
L Cas | Awoest Claimed [ Amsd Allowed
[ Seowed 100000 |
Wl wows e
lwerpton.
Figure 7
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CM/ECF Attorney Training Reports - Claims Register/Listing/Summary

¢ The claim information is displayed for the selected claim. The case
name/number is a hypertext link to the docket sheet; the claim number is a
hypertext link to the claim image.

* The final page of the register is the Claims Register Summary.
(See Figure 8)

Claims Register Summary

Case Name: Casey Knu and Anel Merritt
Case Number: 8:2002-bk-00001-PMG
Chapter: 7

Date Filed: 06/12/2002

Total Number Of Claims: 3

Unse cure d

E Unknuwn
éiAtlnumstrat:we
I _Total .

|
|
} Priority

Figure 8

* To print the Claims Register, click the [Print] icon on the browser toolbar.
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CM/ECF Attorney Trainin Reports - Claims Register/Listing/Summary
9 g

Claims Listing

The Claims Listing is a Florida Middle District report that can be used as an abbreviated Claims
Register. It displays a list of claim numbers, creditors, file dates, and claim amounts in a particular
case. Use the same criteria to run the Claims Listing as the Claims Register. (See Figure 9 for
sample report)

Middle Districtsf Florida
Cladms Regiswer
8:03-bk 04408-MGW Robert Johnson

Judge MICHAEL WILLIAMSON
_— oo ChtwsBarDate: Chapter7
| CamMeber  CroditerName | FibgDue
I Codyhdsbe  (0H3003 _$aom
2 | Vit Pomz osneaun3 $L50000
3 | losneoss 3250000
4 B $150000

Figure 9
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CM/ECF Attorney Training Reports - Claims Register/Listing/Summary

Claims Summary

The Claims Summary is a Florida Middle District report that is similar to the Claims Register with
the exception of creditor's address, filing, docket and late statuses. The Claims Summary does
include the party who filed the claim. Use the same criteria to run the Claims Summary as the

Claims Register. (See Figure 10 for sample report)

Middle Disirict of Florida
Claims Regisier
8:03-hk-04408- MGW Rebert Johnson
Judge MICHAFL WILLIAMSON
. ... Debtor Name: JOHNSONROBERT =~~~ ‘
. ) o Last Data 10 File Cloims:
Cambarl Godior Mame Cndy Aiche |Filed by: Tastee
) . Amends Claim Mo: Duplicatas Claim No:
Gam Date: SIOD | manded By Claimd: , |Dupticated By Claim o:
i Class L Amaunt Claimed | Ameunt Allowed
L. Unsecured . ge000 |
[ Total | $608.00
Figure 10
Page 10 June 2004
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CM/ECF Attorney Training Reports - Creditor Matrix (Mailing Lahetls)

Creditor Matrix (Mailing Labels)

This module demonstrates the steps to create a Creditor Matrix. This report is used to identify all
records on the matrix, to create three-column mailing labels, and to identify attorneys and other
parties set up for e-mail notification.

STEP 1 Click the Reports hypertext link on the CM/ECF Main Menu.
STEP 2 The Reports Menu screen displays.

L 4 Click the_Creditor Matrix (Mailing Labels) hypertext link.

STEP 3 The Report Selection Options screen displays. (See Figure 11)

EE F Bankruptcy - Adversary +« OQuery + Reports

Creditor Mailing Matrix (&4 LL) Coluren or Raw Data Forrst
Creditor Mathng Matriy - 3 Coluran Format

Wlailing Info for a Case (Recuests for Notice)

Iail Motification Reguests (by Person Name)

Figure 11

* From the Mailing sub-screen you can select:

Creditor Mailing Matrix {All}) Column or Raw Data Format
Creditor Mailing Matrix - 3 Column Format

Mailing Info for a Case {Requests for Notice})

Mail Notification Reguests (by Person Name)

* ¢ ¢ 0
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CM/ECF Attorney Training Reports - Creditor Matrix (Mailing Labels)

Creditor Mailing Matrix (All) Column or Raw Data Format
This report lists call creditors on a particular case including those with an incomplete address.

* Click the Creditor Mailing Matrix (All) Column or Raw Data Format hypertext
link (See Figure 12)

EECF Bankruptcy Adversary + Query +« Repori

Creditor Mailing Matrix

Case numbher |03-24|

Special mailing group 0 (Highlight blank field for no special mailing group)
Format # 1 column
" raw data format

Figure 12
L 2 Select from 1 column or raw data format
L 4 When all selections are correct, click [Run Report] (See samples below)
1 Column Format Raw Date Format

Search Results Search Results

Case Number:  8:03-bk-00024-TEB Case Number:  8:03-bk-00024-TER

8:03-bk-00024-TEB| [United States Bankruptey CourtfSam M.
8:03-bk-00024-TEBJABC Inc [130 B Street{Tampa FL 33610
8.03-bk-00024-TEB|AMERICAN EDUCATION SERVICES
8:03-bk-00024-TEB|Assistant United States Trustee [Timberlak
8:03-bk-00024-TEB|CHASE VISA [PO BOX 15583[WILMT
803-bk-00024-TEB|CITICARD [PO BOX 8115}S HACKEN
8:03-bk-00024-TEBHONDA [PO BOX 1027|ALPHARETT

United States Bankruptcy Court

Sam M. Gibbons United States Courthouse
801 North Flonda Avenue Sutte 727
Tampa, FL 33602

ABC Inc 8:03-bk-00024-TER[Internal Revenue Service |Attn: Chief Inscl
130 B Street 8:03-bk-00024-TERMBNA [PO BOX 15137fWILMINGTO]
Tampa FL 33610 8.03-bk-00024.TERPMONOGRAM BANK PO BOX 2601
Middle District of Florida Page 12 June 2004




CM/ECF Attorney Training Reports - Creditor Matrix (Mailing Labels)

Creditor Mailing Matrix - 3 Column Format

This report is used to create 3 column mailing. Mailing labels can be printed on Avery #5160
labels or the equivalent.

4 Click the Creditor Mailing Matrix 3 Column Format hypertext link.
(See Figure 13)

EE F Bakruptiy 4 fulversary « Query  « Reports

Case number |
WAL Select ALL participants for case

OR
Select any combination of the following
Participants Creditors
f! Spwcial mailing group f‘i

3rd Prsty Plomi# - & Creditor Committee Mambers -
3rd Pty Detendant xf Creditor _ bt |
" Jodge ™ Attarmeys T™ Debuoy's attornsy(s)
" US Trustee I Trastee

1 column
Print format |2 ooiumns

IMPORTANT: For the Local Rude 1007-2 Parties in Interest Mawix, vou must seloct Debior,
Juint Debtor, Debter in Possession, and 1.8, Trustee in the Case Participants box AND select
Local Rule ¥007-2 Parties in Interest in the Creditors box.

Figure 13
* Enter the complete case number (office code-yy-[bk or ap]-nnnnn).
* The All check box is the automatic default. You can select any combination

from the Participants or Creditors Lists.

* The Participants list defaults to “blank”. You may select more than one
participant type by holding down the [Ctrl]] key and clicking on the
Participant types.

* The Creditors list defaults to “blank”. You may select more than one
creditor type by holding down the [Ctrl] key and clicking on the Creditor
types.

¢ The Check Boxes are used to select only the address{es) of the person(s)
that are checked. The choices are: Judge, US Trustee, Attorneys,
Trustee, Debtor’s attorney.
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CM/ECF Attorney Training Reports - Creditor Matrix (Mailing Labels)

* Print Format: Select 3 column PDF to create mailing labels.

2 When all selections are correct, click [Next] to continue.

* The PDF file link will display (See Figure 14)

The Mailing Matrix PDF file can be viewed or printed at this link.

The matrix can be printed on Avery #5160 Lahels or equivalent.

Total labels: 42

Figure 14

* Click on link to run the mailing label program. (See Figure 15)
American Express Temturion Bank ejo Back Amex Centurion Bank/beckst & Les LI Bank Of America
7.0, Box 3001, Dept. O Box 3K PG5, Box 30770
Maivern,k PA 15355-0701 ¥alvern, Pa 19355-0701 Tampa, Fl 33830
Bark 5f America Mortgage Bark Of America Mortgage Corp. Bank Cf America Na
7351 Bay Meadows ¥ay - Stop Cp-la /o Daniel Bitchoock, Esg. PO Box 2278
Homeaide Lending/washington Mutual 4505 Weodland Cerp. Blvd., 100 Norfalk, ¥Ya 23501
Jacksanville, ¥L 32254 Tampa, FL 33614
Bank Ime Bank Ome Retail Leading Automctive Chase Manhattan
F.C. Box 341iS 9620 W 2Znd hve Ste 108 P.O. Box 15583
Palatipe, I1 83084 Phoenix, Az B5021-8036 Wilmington, De 13885
Figure 15

* Labels can now be printed on Avery #5160 labels or the equivalent.

Middle District of Florida Page 14
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CM/ECF Attorney Training Reports - Creditor Matrix (Mailing Labels)

Mailing Info for a Case (Requests for Notice)

This report will list all attorneys that will and will not receive an e-mail notification for a particular
case.

* Click the Mailing Info for a Case (Requests for Notice) hypertext link.
(See Figure 16)

ailing Information for a Case

ter the case nurber to view the recipient list.
Case Number: “

Figure 16

* Enter the complete case number (office code-yy-[bk or ap]-nnnnn).

* Click [Submit] (See Figure 17)

Mailing Information for Case 8:03-bk-04408-MGW
Electronic Mail Netice List
The following is the list of attormeys who are currently on the lList to receive e-mail notices for this case.

v Ann hannavelli
ann_iannare i flmh uscourts gov

{Manual Netice List

IThe following is the list of attarneys whao are met on the list to receive e-mail notices for this case {who therefors require manual noticing). You may wish to use
browr merse 1o select and copy this list into your word processing program in order to create notices or labels for these recipients.

a Jackson
€7 I Daviz Blvd
ampa, FL 33606

ifack Monroe

Figure 17
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CM/ECF Attorney Training Reports - Creditor Matrix {Mailing Labels)

Mail Notification Requests (by Person Name)

This report lists by person record those individuals setup for e-mail notification in the CM/ECF
system.

* Click the Mail Notification Requests (by Person Name) hypertext link.

(See Figure 18)

EE F Bankruptcy «  Adversary

Mail Notification Requests

Person |
{Alexander, Carol {tr)
{Appel. Kathy (i)
Baker. Christine (1) )
Bennett Lee Ann (crt) 3

Figure 18

* Select the participant by highlighting the name. You may select more

than one participant by holding down the [Ctrl} key and clicking on the
name.

* Click [Run Report] (See Figure 19)

EE F Bankrupley = Adversary  + Query -« Reports

U.S. Bankruptcy Court

Middle District of Florida
Mail Notification Requests

Iannarelli, Ann (%)
Primary e-mail: Ann Jannareli@fimb uscourts gov
Additonal e-mail
Send notices to my primary e-mail address: ¥
Send a notice for each fiing in each case m which I am mvolved: y
Send a notice for each filing in other cases: n
Send a Datly Summarty Report for other cases: y

Other cases:
Seloction Criteria (Lrecord) T
Penple: m ‘Immm .........
Figure 19
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CM/ECF Attorney Training Reports - Cases Report

Cases Report

This module demonstrates the steps to take to obtain a Cases Filed Reportin the CM/ECF system.
This report can be used to monitor cases that have been filed, discharged, dismissed, closed, and

converted.

STEP 1 Click the Reports hypertext link on the CM/ECF Main Menu.
STEP 2 The Reports Menu screen displays.

2 Click the Cases hypertext link.

STEP 3 The Report Selection Options screen displays. (See Figure 20)

Bankruptcy +  Adversary  » Huery +  Reports «  Utilities -

1Baker, Christine :
iBennet, LeeAnn #

Filed {4/24/2003 o [4/24/2003

w]

Discharged | | o |

Clesed | w| |
Terminal ﬁgi‘(s)l 2,47 ¥ Open cases I Party infarmation

{™ Clased cases
Sortby [Filed Date 8 [ IR £ |
Flgure o T
L 2 The Office category defaults to ‘blank’ which means ‘all’ Offices will be

included in the Cases Report. If you wish to limit the report to a specific
Office, click the down arrow ¥ to select the Office. You may select more
than one Office by holding down the [Ctrl] key and clicking on the additional
office names.
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CM/ECF Attorney Training Reports - Cases Report

*

The Case Type category defaults to ‘blank’ which means ‘all’ Case Types
will be included in the report. If you wish to limit the report to a specific Case
Type, click the down arrow ¥ to select the Type. You may select more than
one Case Type by holding down the [Ctrl] key and clicking on the additional
choices.

The Trustee category defaults to ‘blank’ which means ‘all’ Trustees will be
included in the Cases Report. If you wish to limit the report to a specific
Trustees, click the down arrow ¥ to select the Trustee. You may select
more than one Trustee by holding down the [Ctrl]] key and clicking on
additional Trustee names.

The Chapter category defaults to ‘blank’ which means ‘all’ Chapters will be
included in the Cases Report. If you wish to limit the report to a specific
Chapter, click the down arrow ¥ to find the Chapter. You may select more
than one Chapter by holding down the [Ctrl] key and clicking on additional
Chapter numbers.

There are various ways to limit the results of the Cases Report. Any
combination (or none) of these options may be chosen. The options are:

* Filed; limits the report to cases filed during a specific period of time.

* Entered; limits the report to cases entered on the system during a
specific period of time.

* Discharged; limits the report to cases discharged during a specific
period of time.

 J Dismissed; limits the report to cases dismissed during a specific
period of time.

* Closed; limits the report to cases closed during a specific period of
time.

* Converted; limits the report to cases converted during a specific
period of time.

* The Terminal Digits field is available if you wish to limit the report
to a specific terminal digit(s).

2 The Open Cases radio box is automatically checked. I you wish to
only see closed cases, un-check the Open Cases radio box and
select Closed Cases.

Middle District of Florida
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CM/ECF Attorney Training Reports - Cases Report
Click to place a checkmark in the Party Information radio box if you
wish the report to include Party Information.
* Click to place a checkmark in the Closed Cases radio box if you
wish the report to include Closed Cases.
L 4 Click the down arrow ¥ to reveal the list of options in the Sort By
field. The report may be sorted by: Filed Date, Entered Date, Case
Number, Terminal Digit, Case Type, Office, and Trustee. Up to
three sort criteria may be chosen. The default is one sort, based
upon Filed Date.
When all selections are correct, click [Run Report] to continue.
Note: To return to the original defaults and begin again, click
[Clear].
STEP4 The Cases Report displays. (See Figure 21)
G02bkO0SLTER ok MadoThomss  Bayoes | Pled 09052002 |Offce Tampa
1 Smith : \Asset: Yes
{ : |Fee: Paid
__________ b N D R {County: Hillshorough
$02-bk-00052.FMG bk |7 Omie Osbome Glenn " Filed: 09/25/2002 | Ofice. Tampa

Woodard Converted: idssef Yes
: 11/19/2002;| Fee: Paid
|Courdy: Hilleboraugh

Figure 21

To print a copy of the report, click the browser [Print] icon.

Middle District of Florida
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CM/ECF Attorney Training Reports - Docket Activity

Docket Activity

This module demonstrates the steps to take to create a Docket Activity Report in the CM/ECF
system. This report is used to identify newly filed cases and track activity by events.

STEP 1 Click the Reports hypertext link on the CM/ECF Main Menu.
STEP 2 The Reports Menu screen displays.

L 2 Click the_Docket Activity hypertext link.

STEP 3 The Docket Activity Options screen displays. (See Figure 22)

Bankruptcy +  Adversary « Query « Reports -«  Utiities

KB)aker,r Christine -
or Event

BMNC Certificate of Mailing
BNC Certificate of Mailing
BNC Certificate of Mailing - Hearing Notice

bgh) 5 49
e &
Enteredbetween [4/2672003  w [4727/2003 Sumary Text
" Eniered today and not QC'd £ Full Docket Text
sons,[Case Number ﬁ I ﬁ

Fiéure 22

L 2 Enter the complete Case Number (office code-yy-[bk or ap]-nnnnn). You
can leave this field blank to search for multiple cases.

* The Judge category defaults to “blank™ which means “all’ Judges will be
included in the report. You can limit the search to a specific Judge by
clicking on the down arrow Wto select the Judge. You may select more than
one Judge by holding down the [Ctrl] key and clicking on additional Judge

names.
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CM/ECF Attorney Training Reports - Docket Activity

*

The Office defaults to ‘blank’ which means ‘all’ Offices will be included in the
report. If you wish to limit the report to a specific Office, click the down
arrow ¥ to select the Office. You may select more than one Office by
holding down the [Ctrl] key and clicking on the additional Offices.

The Case Type defaults to ‘blank’ which means ‘all’ Case Types will be
included. [If you wish to limit the report to a specific Case Type, click the
down arrow ¥ to find and select the Case Type. You may select more than
one Case Type by holding down the [Ctrl] key and clicking on the Case
Type choices.

The Trustee defaults to ‘blank’ which means ‘all’ Trustees will be included.
if you wish to limit the report to a specific Trustees, click the down arrow ¥
to find and select the Trustee. You may select more than one Trustee by
hoiding down the [Ctrl] key and clicking on additional Trustee names.

The Chapter defaults to ‘blank’ which means ‘all’ Chapters will be included.
If you wish to limit the report to a specific Chapter, click the down arrow ¥
to find and select the Chapter. You may select more than one Chapter by
holding down the [Ctrl] key and clicking on the Chapter numbers.

The Filer Type category defaults to ‘blank’ which means “all’ filer types will
be included. If you wish to limit the report to a specific filer click the down
arrow ¥ to find and select the filer. You may select more than one filer by
holding down the [Ctrl] key and clicking on the filer types.

The Category defauits to ‘blank’ which means ‘all’ categories will be
included. If you wish to limit the report to a specific category click the down
arrow ¥ to select the category. You may select more than one category by
holding down the [Ctrl] key and clicking on the categories.

The Event defaults to ‘blank’ which means ‘all’ event types will be included.
If you wish to limit the report to a specific event click the down arrow ¥ and
select the event. You may select more than one event by hoiding down the
[Ctrl] key and clicking on the events.

The Terminal Digits field is available if you wish to limit the report to a
specific terminal digit(s).

Entered radio button is the default. This limits the report to case(s) entered
on the system during a specific period of time.

Entered today and not Qc’d - Currently not used.

Middle District of Florida
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CM/ECF Attorney Training

Reports - Docket Activity

* The report can be run with Summary Text or Full Docket Text.

* Click the down arrow ¥ to reveal the list of options in the Sort By field.

* When all selections are correct, click [Run Report] to continue.

Note: To return to the original defaults and begin again, click [Clear].

STEP 4 The Docket Activity Report displays. (See Figure 23)

Docket Activity Report

Report Period: 9/25/2002 - 9/25/2002

U.5. Bankrupicy Court - Middle Disirict of Florida

-~ . — . ; : - v ;
Office ey DueEnemimed L Brent R
| |Entered: 0912512002 Category: misc i S Subm. By
3:02-bk.00051-TER Marlo Thomas 410:35:06 | Trustes: Srith $Chapter: T
Qffica: 8 \Filed: 0912512002 : i Type: bk
s T 5 i -
Docket Text for above mise: Voluntary Petition urder Chapter 7. Receipt Nurber ce, Fee Amount $200 Filed by Dariel J. Herman on bebalf of Marlo
Thomas. (Delamater, COMUS) A

Figure 23

L

To print a copy of the report, click the browser [Print] icon.

Middle District of Florida
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CM/ECF Attorney Training Reports - Claims Activity

Claims Activity

This module demonstrates the steps to take to create a Claims Activity Report in the CM/ECF
system. This report is used to identify newly filed claims.

STEP 1 Click the Reports hypertext link on the CM/ECF main menu.
STEP 2 The Reports Menu screen displays.
L 2 Click the Claims Activity hypertext link.

STEP 3 The Claims Activity Options screen displays. (See Figure 24)

E ‘ F Bardkruptey - Arversary

Claims Activity

Case rﬂ——“"‘" Office ﬂ
nunher Flyers ¥

Trastes Chapter
Abbot. Doreen » 7w

Creditor name |

Entered between [3232004  and [3/23/2004
Sort by [Case Number =] [ Claim Number =j [ =
- pumRepnr | < Claar |
Figure 24

Enter the complete Case Number (office code-yy-[bk or ap]-nnnnn). You
can leave this field blank to search for multiple cases.

The Office defaults to ‘blank’ which means ‘all’ Offices will be included in the
report. If you wish to limit the report to a specific Office, click the down
arrow ¥ to select the Office. You may select more than one Office by
holding down the [Ctrl] key and clicking on the additional Offices.

The Trustee defaults to ‘blank’ which means ‘all’ Trustees will be included.
If you wish to limit the report to a specific Trustees, click the down arrow ¥
to find and select the Trustee. You may select more than one Trustee by
holding down the [Ctrl] key and clicking on additional Trustee names.
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* The Chapter defaults to ‘blank’ which means ‘all’ Chapters will be included.
If you wish to limit the report to a specific Chapter, click the down arrow ¥
to find and select the Chapter. You may select more than one Chapter by
holding down the [Ctrl] key and clicking on the Chapter numbers.

* The Creditor Name field is available if you wish to limit the report to a
specific creditor.

* The Entered between ficld defaults to the current date. If you wish to limit
the report to a specific date range, you will need to change the dates.

* Click the down arrow ¥ to reveal the list of options in the Sort By fields.
* When all selections are correct, click [Run Report] to continue.

Note: To return to the original defauits and begin again, click [Ctear].

Step 4 The Claims Activity Report displays. (See Figure 25)

gE F baskrugtoy . Adversary  »  Uuery - Heports - Utilites - Logoul

Claims Activity Report
0.5, Bankruptcy Court -- Middle District of Florida
Eeport Perlod: 1172004 - 3/23/2004

Chse: E:Q-hk-éﬂﬁi;ﬂﬁ Unsecured clamed o Chapter: 13
Tile: Tagry J Neighbor Secured clamed: $301.79 Judge: Braskran
Office: & Prionty clasmed: Trustee: Weatherford
Clasm Mo | Unknown claimed Filed by Credtor
Tiied: 012672004 Total clamed: §38179 Entered by: A Wiley
{Brrered: 012772004 Unserured allowed: Status:
Araends No; 1Secured allowed Late fag N
Aunended by Mo Priority lBowed Last date to Be:
Duplicates 1e: Unknown allowred: :
Dapheated by Mo Total alowed $0.00
gCreditﬁr namefaddress: Semmole County Tax Collector, Attn: Ray Valdes, 1701 East Faryt Street, Sanford, FL 32771
Casze: 6 M-bk-&ﬂ?l-#ﬁﬂ. . Unzecured cia:med Chapter 13

wle. Tagnmw ] Neighbor Secured clamed: $5804.54 Judea: Briskman

Figure 25
L To print a copy of the report, click the browser [Print} icon.

Middle District of Florida Page 24 June 2004




CM/ECF Attorney Training Reports - ECF Activity

ECF Activity

This module demonstrates the steps to take to display or print an ECF Activity Report. This report
allows attorneys and trustees to check what notices he/she should have received via Notices of
Electronic Filing. It provides the case number (link to docket report), document (link to image) and
docket text for all e-mails sent on one day. There is the normal charge through PACER for these
hyperlinks, but there is no charge for the report. If the user has more than one login (attorney and
also a trustee, for example), they can log in and run the report for each login. This will be especially
useful if you are unable to receive your e-mail for any period of time.

Note: We ask that you do not run reports between the hours of 10:00 AM and 3:00 PM. This is the
heaviest processing time and will slow the system for both you and the Clerk’s office.

STEP 1 Click the Reports hypertext link on the CM/ECF Main Menu.
STEP 2 The Reports Menu screen displays.

* Click the ECF Activity hypertext link.

STEP 3 The Summary of ECF Activity screen displays. (See Figure 26)

EE F Hankruptey

Summary of ECF Activity

Activity Date  [Jun =] [7 =] {2004 %]

# Summary Text
€ Full Test

Figure 26

2 Click the down arrows ¥ 1o select the Activity Date.

* Summary Text radio button is the default. To view the complete docket
entry, change the radio button to Full Text.

¢ When all selections are correct, click [Run Report] to continue.
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Step 4 The Summary of ECF Activity Report displays. (See Figure 27)

EE F tankruptey - Adyersary - Luery - Meports -« Utilites

Summwnary of EOF Acthvity
for 572004
£04.  Douglas T Hauser and KeBi L Hauser 1 Voluntary Petition {Chapter 13)
ELG:?SE-
Kl
Auto Docket Credt Card Pasrnent
2 Sratement of Social Securty Humbers
3 Chagter 13 Plan
Assign Tudge and Trustee 1o Electronically Filed Cases
4 Declaraton for Electronic Piling (batch)
5 AmendedAmersdment to Schedwe DL E, or F (Fee)
& Motion for Sanctions
Figure 27
4 To print a copy of the report, click the browser [Print] icon.
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341 Meeting Calendar

This module demonstrates the steps to take to generate a 341 Meeting Calendar Report in the
CM/ECF system.

STEP1 Click the Reports hyperlink on the CM/ECF Main Menu.
STEP 2 The Reports screen displays.

* Select the 341 Meeting Calendar hyperlink.

STEP 3 The Daily Calendar screen displays. (See Figure 28)

EE F Rugik et ay * Artuirs oy e {Ruwery o+ Roegmals e

Daily Calendar

Case rumher | Judge
Beynas, Thomas €. =
Briskmen, Athur B ¥}

Date [73/2004
Location | - ' x
Sort by [Trustee 7]

Trustee jAbbott Dorean -

- Punfeped | “Claar|

Figure 28

* Enter the complete Case Number (office code-yy-bk-nnnnn). You can leave
this field blank to search for multiple cases.

* The Judge category defaults to “blank” which means “all” Judges will be
included in the report. You can limit the search to a specific Judge by
clicking on the down arrow ¥to select the Judge. You may select more than
one Judge by holding down the [Ctri] key and clicking on additional Judge
names.

* The Date field defaults to the current date. Enter the appropriate date.

* The Location field can be used to limit the report to only one location.  If
you wish to limit the report to a specific location, click the down arrow ¥ to
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STEP 4

*

select the location. You may select more than one location by holding down
the [Ctrl] key and clicking on the additional locations.

The Sort by field defaults to Trustee. Click the down arrow ¥ to reveal the
list of other options for report sorting:

Trustee
Location

The Trustee field defaults to “blank” which means “all” Trustees will be
included in the 341 Meeting Report. If you wish to limit the report to a
specific Trustee, click the down arrow ¥ to select the Trustee. You may
select more than one Trustee by holding down the [Ctrl] key and clicking on
the additional Trustees.

Note: To return to the original defaults and begin again, click [Clear].

Click [Run Report] to generate the 341 Meeting Calendar report.

The 341 Meeting Calendar screen displays. (See Figure 29)

EE F Boaskrigaley - Srbgorsary o (eewy o Repurts o UiBlies « Logo

B41 dlesting Unicxebir Beport of 82 12 2804

For Trustee: All

5. Bankauptey Covxt - - Midle District of Flovida

Orlando, FL (6-60) - SouthTrust Bidg., 135 W. Central Bhd., 6th Floor,

_ Suite 600

0000 AM  £:03-ble-§4176-ABS Dean Joseph Arthur Lewis 341 Meeting-Indiv /Asset Contnuance
Bartholomew Meetng of Credtors

GO0 AM  603-bk-14257-ABE Shekeel A Khan and Peggy Ballweg 241 Meating-Indv fAsset Meeting of
Sabiha Ehan Credtors - Ch 13

00 AM  603-bk-1505%-ABE Benjarmin Lassus Richard Baker 341 3deehing-Indiv./Asset Merting of

Crediors - Ch 13
000 AM  £03-blk-15137-RET Curts Sandersand  Alberto 341 Meetng-Indiv /Asset Maenng of
Figure 29
4 To print a copy of the report, click the browser [Print] icon.
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Reports - Calendar Events

Calendar Events

This menu item is reserved for future use and the information contained in this report is not

accurate at this time.
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