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Figure 1

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. 

ó Click the Creditor Matrix (Mailing Labels) hypertext link.

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

    

ó From the Mailing sub-screen you can select:

ó Creditor Mailing Matrix (All) Column or Raw Data Format
ó Creditor Mailing Matrix - 3 Column Format
ó Mailing Info for a Case (Requests for Notice)
ó Mail Notification Requests (by Person Name)

Creditor Matrix (Mailing Labels)
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Figure 2

Creditor Mailing Matrix (All) Column or Raw Data Format

This report lists call creditors on a particular case including those with an incomplete address.
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ó Select from 1 column or raw data format

ó 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.

ó Click the Creditor Mailing Matrix 3 Column Format hypertext link.  (See
Figure 3 )
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Figure 5

Figure 3
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Figure 6

Figure 7

ó The All check box is the automatic default.  You can select any combination
from the Participants or Creditors Lists.

ó 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.
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Figure 8

Figure 9

Figure 4

at: Select  3 column PDF to create mailing labels.

ó W h e n
a l l selectio

ns are correct, click [Next] to continue. 

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

  

              ó Click on link to run
the m a i l i n g  l a b e l
p r ogram.   (See
F i gure 5)



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

Middle District of Florida               
May
2004Page 16

     

ó 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.

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

ó 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. 

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

ó 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.

ó Click [Run Report]   (See Figure 9)
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