CM/ECF Trustee Training Attachments to Documents

Attachments to
Documents

This module demonstrates the steps to take when an electronically filed document has
attachments. This will occur most frequently when a document, such as a motion, is typed in word
processing and converted to PDF format. However, there are additional exhibits to be included with
the filing. In this instance there will be more than one PDF file; the document itself converted to
PDF format in the word processor, and one or more attachments scanned and saved in PDF
format.

STEP 1 Scan the attachment(s) and convert to PDF format. (See module: Converting
Scanned Documents to PDF Format Using Adobe Acrobat Software for additional
information.) If you have multiple exhibits to attach to a document, you can scan
them all at the same time and save them under one PDF filename.

STEP2 During the docketing process, the PDF Document Selection screendisplays. (See
Figure 1)

EECF Bankruptcy e - Adversary  « fuery +  Reports e Utilities s Logout 6_?% i

Open Adversary Case

COURT USERS: ADJUST THIS DATE, AS NECESSARY, TO THE DATE THE DOCUMENT WAS FILED

ATTENTION ELECTRORIC FILERS: You must attach a pdf document in the Filename box.
Select the pdf document (for example: C:\199¢vd01-21 pdf).

Filename

Attachments to Document: & No © Yes

Figure 1
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L 4 Click [Browse], then navigate to the directory where the appropriate PDF
file is located for the main document. Note: View the image before
associating it with the docket entry to verify that you have chosen the correct
document. Right click on the highlighted filename and select Open to view
the image in Adobe Acrobat. Once you have verified that the correct
document has been selected, double-click the PDF file to select it and
associate it with the docket entry.

¢ The Attachments to Document radio button defaults to No. Click to select
Yes.

4 Click [Next] to continue.

STEP 3 The Attachments to Document screen displays. (See Figure 2)
4 In Section 1), click [Browse], then navigate to the directory where the

attachment PDF file is located for the main document. View the document
to verify the correct file has been selected. Double-click the PDF
attachment file to select it and include it with the main document for this
docket entry.

Select one or more attachments.
1) Enter the pdf docurnent that contains attachment (for example: Clappendix pdf).

Filename

I

2) At your option, select a d
Type

ocument type and/or enter a description.

Description

3) Add the filename to the list box below. If you have more attachments, go back to Step 1. When the list of filenames is

complete, click on the Next button.

Figure 2
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STEP 4 The attachment PDF filename now displays in Section 1). (See Figure 3)

EECF Bankruptcy + Adversary +» Query » Reports

Select one or more attachments.
1) Enter the pdf document that containg attachment (for example: Clappendnz pdf).

Filename

X:4%PDF files\ntcll?.pdf

Figure 3

L 2 Section 2) allows for descriptive information about this attachment.

L 2 Click on the down arrow ¥ to reveal the list of options in the Type category.
(See Figure 4)

2) At your option, select a document type andf/or enter a description.

Type Description

3 Appendix bx below. If wou have more attachments, go back

QList of 20 Largest Creditors on.
Exhibit

Index

Affidavit
Revizion
Schedule
Supplement
Yolume(s)
|Proposed Order

Figure 4

Click to highlight a Type if appropriate for this attachment, or leave blank.

If you left the type field blank, you must click inside the Description field to
type the name of the attachment(s).

4 Click [Add to list] to include the attachment in the docket entry.
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STEP 5 The Attachment Filename displays in Section 3). (See Figure 5)

3) Add the filename to the list box below. If you have more attachments, g
complete, click on the Next button.

XAPDF files\ntc117 . pdf

Figure 5

¢ If the attachment filename displayed is incorrect, click to highlight the
filename, then click Remove from List.

L 4 If there are additional attachments to include, repeat Steps 3 and 4 until all
attachments are displayed in Section 3).
¢ When all attachments are displayed in Section 3), click [Next] to

continue.
* Proceed to docket the remainder of the event as usual.
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