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

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.

o Click the_Creditor Matrix (Mailing Labels) hypertext link.

STEP 3 The Report Selection Options screen displays. (See Figure 1)

EE F Bankruptcy +  Adversary « Query + Reports

Creditor Iiailing Matrix (511 Column or Faw Dlata Format
Creditor Bailing Dlatrd - 3 Colarnn Format

Ilailing Info for & Case (Recuests for Motice)

Iulail Motification Bequests (b Person Marme)

Figure 1

From the Mailing sub-screen you can select:

O

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 Requests (by Person Name)
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Creditor Mailing Matrix (All) Column or Raw Data Format

This report lists call creditors on a particular case including those with an incomplete address.

EEC F Bankruptcy

O

Midd

Adversary + Query + Repord

Creditor Mailing Matrix

Case numherlIZIB—24|

Fun Repart | Clearl

Figure 2

Format & 1 colurmn
O raw data forrnat

Search Results

Case Number: 8:03-bk-00024-TERE

Thited States Banlauptey Coutt

Sam I Gibbons United States Cowthouse
801 Morth Flenda Avenue Suite 727
Tampa, FL. 33602

ABC Ine
130 B Street
Tampa FL 33610

e District of Florida

special mailing group 0 (Highiight blank field for no special mailing group)

Search Results

Case Number: 8:03-hk-00024-TEB

8:03-ble-00024-TEB| [United States Banlruptey Court|Sam M.
8:03-ble-00024-TEB|ABC Inc |130 B Street|Tampa FL 33610
8:03-bl-00024-TEB|AMERIC AN EDUCATION SERVICES
5:03-ble-00024-TEB|Assistant United States Trustee |Tunberlak
2:03-ble-00024-TEE|CHASE VISA PO BOX 15583[WILMMI
2:03-ble-00024-TEE|CTTICARD [PO BCOI 81153 HACKEN
2:03-ble-00024-TEE[HCND A PO BOX 1027 ALPHARETT:
8:03-ble-00024-TEB [Internal Eevenue Service | Aty Chief Tnzol
8:03-bl-00024-TEBMBNA [PO BOX 15137[WILKINGTO]
8:03-bl-00024-TEBCIT OGR AN BANE [PO BCH 36011
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CM/ECF Trustee Training Reports - Creditor Matrix (Mailing
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o Select from 1 column or raw data format
o When all selections are correct, click [Run Report] (See samples below)
1 Column Format Raw Date Format

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.

o Click the Creditor Mailing Matrix 3 Column Format hypertext link. (See
Figure 3)
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SECF

Bankruptcy - Adversary + Query +« Reports

Mailing Labels by Case

Case numher |U3‘24
I All
OR

Participants

3rd Party Plaintiff

I~ Judge
[T US Trustee

Emerican Ex

[Next Clear
P.0. Box 3[—' _l
Halvem, BEGiid's

Bank Of America Mortgage

7301 Bay Meadows Way - Stop Cp-la
Homeside Lending/washington Mutual
Jacksonville, FL 32284

Bank Ong
B.2. Box 94015
Palating, I1 &0094

Figure 5

i’ Special mailing group

ard Pty Defendant |
[T Attorneys
[ Trustee

Print format |2 columns
3 col PDF

salect ALL participants for case

salect any combination of the following

Creditors

0 Creditor Committee Members

Creditors who hawve filed claims

L« Lix

O

[T Dehtor's attorney(s)

£ Zmerica
o A0TT0

Malvern, Pa 19355-0701 Tampa, F1 13630

Bank 0f America Mortgage Corp.
C/o Daniel Hitchcock, Esg.
4505 Woodland Corp. Blwd., #100
Tampa, FL 33614

Bank Cf America Ha
PO Box ZZTE
Worfolk, Va 23501

Bank One Retail Lending Automotive
9620 ¥ 22nd Awe Ste 108
Fhoenix, Az B5021-6036

Chase Manhattan
P.0. Box 15RE3
Wilmington, De 19884
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CM/ECF Trustee Training Reports - Creditor Matrix (Mailing
Labels)

o The All check box is the automatic default. You can select any combination
from the Participants or Creditors Lists.
o 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.
o T h e
=ditors
Mailing Information for a Case | s t
dfaults to
_ . _ blank”.
Eriter the case nuraber to wview the reciplent hist. ¥u may
Case Mumber: || elect
ore than
Submit | Clear | o e
ceditor
ype by
blding
dwn the
Figure 6 Etrl] key
a d
clicking
on the
Creditor
types.
o The Check Boxes are used to select only the address(es) of the person(s)
t ar
INIai]ing Information fd® Case 8:03-bk-04408-MGW c
h T
[Elecironic hMail Motice Listh c
[The following is the list c-fattc-ﬂeys whi are currently on the list to vecefve e-mail notices for this case. ar
e J
» Ann Iannavelli
a.rm_iamme]]i@ﬂ.mb.ugouﬂs.gw U
T
Mlanual Notice List r A
[The following is the list c-fattc-tneys whio are ot on the list to recenve e-tnad notices for this case (who therefore require raarual noticing). ¥ou rmay wish to use T
oy rmouse to select and copyrythis list mto yowr word processing prograra in order to create notices or labels for these reciplents. D
[Bhea Jackson € at
927 E Dawis Elwd t
Tampa, FL 33606
c’) \Jack Monroe P
rint Figure 7 F
or m
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at: Select 3 column PDF to create mailing labels.

o When
a | | The Mailing Matrix PDF file can be viewed or printed at this lLink. selectio

The matrix can he printed on Avery #3160 Labels or equivalent.

Total lahels: 42

L P U LT L

Figure 4 Bennett Lee Ann (cr) =]

Fun Report | Clearl

Figure 8

ns are correct, click [Next] to continue.

o The PDF file link will display (See Figure 4)

EE F Bankruptcy  » Adversary + Query + Reports

U.S. Bankruptcy Court

Middle District of Florida
Mail Noiification Requests

Tannarelli, Ann (tr)
Primary e-mail: Ann_Tannareli@fmb uscourts. gow
Additonal e-rnail:
Send notices to my primary e-tnail address: v
Send a notice for each filing in each case i which I am involved: ¥
Send a notice for each filing in other cases: n

Send a Daily Summary Eeport for other cases: v

O | Other cases: Click on link to run
the mailing label
pr |Sele|:tion Criteria (1 record) ogram (See
(= |People: |Ianna.re]]1 gure 5)
Figure 9
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o Labels can now be printed on Avery #5160 labels or the equivalent.

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.

o Click the Mailing Info for a Case (Requests for Notice) hypertext link.
(See Figure 6)
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o Enter the complete case number (office code-yy-[bk or ap]-nnnnn).

P

o Click [Submit] (See Figure 7)

Mail Notification Requests (by Person Name)

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

o Click the Mail Notification Requests (by Person Name) hypertext link.
(See Figure 8)

o 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.

o Click [Run Report] (See Figure 9)
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