Northern District of California ECF Financial Management Provider User’s Manual

Electronic Case Files System
User’s Manual

Getting Started

Introduction

This manual provides instructions on how to use the Electronic Filing System
to file documents with the Bankruptcy Court, or to view and retrieve docket
sheets and documents for all cases assigned to this system. It assumes a
working knowledge of Internet Explorer, Mozilla Firefox and Adobe Acrobat.
Please refer to Internet Explorer, Mozilla Firefox or Adobe Acrobat instruction
manuals for specific questions regarding those applications.

Help Desk

Contact the Court’s divisional offices at the following numbers for
assistance between the hours of 9:00 A.M. and 4:30 P.M., Monday

through Friday.

Oakland Division (510) 879-3554
San Francisco Division (415) 268-2368
San Jose Division (408) 278-7500
Santa Rosa Division (707) 547-5975

Identify the nature of the issue and your call will be transferred to the
appropriate person.

In addition, the Court’s General ITD Help Desk can be reached at:
(415) 268-2350 or e-mail helpdesk@canb.uscourts.gov
Capabilities of System

The electronic filing system allows registered participants with Internet
access to perform the following functions:

. Access the Court’'s Web page

. Access the training system comparable to the official “live”
system to acquaint yourself with how the system operates
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Electronically file pleadings and documents in actual (“live”)
cases

View official docket sheets and documents associated with
cases

View various reports

Hardware and Software Requirements

Minimum System Requirements

A personal computer running a standard platform such as
Windows or Macintosh

Internet service
Internet Explorer 5.5 or higher or Mozilla Firefox

Software to convert documents from a word processor format to
portable document format (PDF). Adobe Acrobat, as well as
certain word processing programs can perform this function. Both
Acrobat Writer version 3.x, or higher meets the CM/ECF filing
requirements. Adobe Acrobat Reader is available for viewing
documents only, not authoring them.

A PDF- compatible word processing system such as Windows
based versions of WordPerfect and Word.

A scanner to transmit documents that are not in your word
processing or petition preparation systems.

Recommended System Requirements for Better Performance:

When filing new cases and documents with the court, you will be transmitting large files
through the Internet. Itis possible to do this using a dial up modem, but it could take a
very long time to send or to download the files. We highly recommend that you arrange
for a digital Internet connection, such as cable or DSL service, which will provide a much
faster data transmission rate.
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PC System memory for handling large documents - 256MB at a minimum and ideally 512 MB
would be better.

Document Preparation

Portable Document Format (PDF)

Only PDF (Portable Document Format ) documents may be filed with the Court using
the Court’s Electronic Filing System. Be sure to view the PDF formatted document
before sending it to ensure that it appears in its entirety and in the proper format.

How to View a PDF File

. Start the Adobe Acrobat Reader program.

. Go to the File menu and choose Open.

. Click on the location and file name of the document to be viewed.
. If the designated location is correct, and the file is in PDF format,

Acrobat PDF Reader loads the file and displays it on the screen.

. If the displayed document is larger than the screen or consists of
multiple pages, use the scroll bars to move through the document.

. Click on the View menu for other options for viewing the

displayed document. Choose the option that is most appropriate
for the document.

How to Convert Documents to Portable Document Format (PDF)

The conversion process is relatively simple and can be accomplished in one of
two ways depending on the word processing program you are using.

. Once your document is complete and with the document to be converted
open on your screen.
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. Select File from the menu bar, then select Print (or click the printer icon
from your toolbar).

. Use the drop down box to change the current printer to Adobe PDF Writer
. Click Print.
. The document will not actually print; instead a Save As box will appear

on your screen.
. Select the directory and folder, name your file and click save.

The PDF conversion is now complete. Your electronic original is stored in the
folder you have designated.

You will still need to save your word processing document as you always have,
however, you will only file your PDF document with ECF.
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Basics

Documents Filed in Error

A document incorrectly filed in a case may be the result of posting the wrong
PDF file to a docket entry, or selecting the wrong document type from the menu,
or simply entering the wrong case number and not catching the error before the
transaction is completed. Do not attempt to refile the document.

“Contact the Help Desk and request a correction”

as soon as possible after an error is discovered. Be sure to have the case
number and document number for which the correction is being requested. If
appropriate, the Court will make an entry indicating that the document was filed
in error. You will be advised if you need to refile the document. The system will
not permit you to make changes to the document(s) or docket entry filed in error
once the transaction has been accepted.
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Accessing ECF

The ECF system is a web based software program.

How to Access the System

Users can get into the system via the internet by going to:
http://canb.uscourts.gov or https://ecf.canb.uscourts.gov

Note: For quick access to this site in the future, set a bookmark or
create a button on your navigation bar.

Logging In

Step 2 The Welcome Screen is displayed.
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Court Infermation

Click [hyperlink] Northern District of California-Document Filing System.
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Step 3 Logins and Passwords

Internet users (attorneys, trustees and certain creditors) will use
two sets of logins and passwords; one for CM/ECF filing and the
other for Public Access to Electronic Records (PACER) access for
gueries and reports. Registered Internet users will see a login
screen as pictured below.

CM/ECF Filer or PACER Login

Nofice
[This &  Restricted Web Site for Offical Cout Busieess onfy. Unanthorioed entry s protsbéed and subject to prosecution under Tile 18 of he US. Code. ANl actvies and access afempts are bogged

Instructions for viewing filed documents and case information:
& vou do oot need fling capabiifes, enter your PACER logn and password. i vou do not have a PACER o, you may register onlne af bifp: ‘pacer psc s

Instructions for filing:
Enter your CMECE Her logwm and password if vou are electroeically Sing something with the conrt

Authenticati
.m ) IMPORTANT NOTICE OF REDACTION RESPONSIBILITY: AR fers msst redact Social Secunty or tavpayer-identiicaion mambers; dates of
logn: | _ it s of o chikdren; and froocil acconet s, complance with Ted. R Docke, P, 3037, Thisrequemeatappes o  documets
P 1 chdng atachments.
Lj [0 T understand that, i file, [ st comply with the redaction rules. I have read his mofice.
Notice

HAn acicess foe of $0.08 per pase, as approved by the Jodicil Coaference of the Unitod States, will be assessed for access o this service. For more information about CMICT, cick bere or contact the PACT
ervice Center 2t (B00) 676-5836.

CMIECF has been tested and works comectly with Firefox 2.0, Futermet Explorer 6.) and 7.0,

Participants will initially enter their ECF login and password which
has been issued by the court on this screen and check the box
affirming the notice has been read and understood. This login and
password allows electronic filing of documents, not access to
reports or queries.

Note: The registered user’s login and password is the electronic
equivalent of their signature.

If you need to change your password, please send a e-malil
to the helpdesk at helpdesk@canb.uscourts.gov requesting
the change.

NOTE: Due to system security requirements. In active logins will be
deactivated if there has been no activity in over a year. If your
login and password has been temporarily deactivated, please
contact the helpdesk.


mailto:helpdesk@canb.uscourts.gov

Northern District of California

ECF Financial Management Provider User’s Manual
Your Login and Password fields are case sensitive. A login of
“cbaker” should not be entered as “Cbhaker” or “CBAKER”. The

password cannot exceed 8 characters. Logins and passwords are
issued by the Court’s ITD Division.

The client code field is optional and is used for PACER users to
associate this activity to specific customers.

If an error is made before submitting the screen, clicking on the
[Clear] button will delete the data and allow you to reenter
information.

This login screen will subsequently appear when web users select
any report or query selection from a ECF menu. The PACER
program charges 8¢ per page. However, you will be advised of how
many pages you have selected before accepting the information.
After running a report, a PACER summary of pages and costs will
appear at the end.

PACER information and registration is available at
http://pacer.psc.uscourts.gov

The PACER Service Center bills users only when annual usage
exceeds $9.99, e.g., If on December 31, a participant owes $9.56,
no bill will be issued for that year and a new billing cycle will
begin January 1 of the next year. Copies of case files are still
available at the court for $.50 per page.

All users are personally responsible for activity with their logins. The

PACER site also offers free Internet access to a series of

ECF tutorials for attorneys and other web users through a series
of Computer Based Training (CBT) modules. No login or
password or charge is required for this feature. The lessons can
be done at your PC in individual modules at the convenience of
the student. Screens replicate the ECF environment and are
interactive.

Access to this resource is at;
http:/www.pacer.psc.uscourts.gov/ecfcbt/.
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Step 4 The ECF Main Menu screen is pictured below.

EECF Bankruptcy ~  Adversary ~ Query Reports -~ Utilities ~ Search Logout

o BANKR,, I
e S N

U.S. Bankruptcy Court
Northern District of California
Official Court Electronic Document Filing System

Access to the various modules are provided by the blue Main
Menu Bar at the top of the screen. Each selection is a hyperlink to
another set of options or hyperlinks allowing participants to

file documents, query, view or print a docket sheet, and generate
reports.

Bankruptcy If you are filing a Financial Management Certificate.

Adversary  There are no options available for adversary filings
at this time.

Query Query allows you to view a variety of information
about a case, such as a list of attorneys or current
status, as well as the docket sheet. After identifying
the case you want, you will see a menu of these

choices.

Reports There are no options available for Reports at this
time.

Utilities This option allows you to view a log of

transactions you have made in ECF.

Search A pop-up window appears allowing you to enter
the text to be searched.

Logout Allows you to logout of the system. It is recommended
that you use the Logout option when finishing any filing
or queries in ECF.



Northern District of California ECF Financial Management Provider User’s Manual

Financial Management Provider Filings

Step 1 Click on the Bankruptcy hyperlink on the CM/ECF Main Menu Bar.
Step 2 The BANKRUPTCY EVENTS screen displays.
EE c F Bankruptcy Adversary Query Reports

Bankruptcy Events

Financial Management Certificate Provider

Step 3 Click on the Financial Manager Certificate Provider hyperlink.
Step 4 The CASE NUMBER screen displays.
EE C F Bankruptcy Adversary Query Reports Utilities

File a Document

Case Number

Clear

-@ Enter the case number (yy-nnnnn) including the hyphen and click [Next].
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Step 5

The Financial Management Course event screen displays.

EE c F Bankruptcy Adversary Query Reports Utilities Search

File a Financial Management Certificate

12-30006 Debtor 1

Type: bk Chapter: 7v Office: 3 (San Francisco)
Assets:n Judge: TEC Case Flag: DebtEd, MEANSNO

Start typing to find an event.

Available Events (click to select events) Selected Events (click to remove ever
Financial Management Course

Select the Financial Management Course docketing event.
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STEP 6

STEP 7

Highlight Financial Management Certificate from the Available Events list.
Make sure the event name moves under the Selected Events list.

EE C F Bankruptcy Adversary Reports Utilities Search

File a Financial Management Certificate

12-30006 Debtor 1

Type: bk Chapter: 7v Office: 3 (San Francisco)
Assets:n Judge: TEC Case Flag: DebtEd, MEANSNO

| Start typing to find another event. Hold down Ctrl to add additional items.

Available Events (click to select events) Selected Events (click to remove events
Financial Management Course IFmanciaI Management Course

Next Clear

Click [Next].

A list of attorneys on the case will display, if you are not an attorney, click
[Next].

= A
UE c F Bankruptcy Adversary Query Reports Utilities
File a Financial Management Certificate :

2-30006 Debtor 1
Type: bk Chapter: 7v Office: 3 (San Francisco)
Assets:n Judge: TEC Case Flag: DebtEd, MEANSNO

Select any additional attorney(s)

Click an attorney to see the party s/he represents
[type of party shown in brackets]

Next Clear
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STEP 8

STEP 9

A warning message will pop-up indicating that you have not selected an
attorney. Click OK. Click [Next].

Message from webpage @

l . Mote: you have not selected an attorney.

Select the Debtor which is the party who is filing the Financial
Management Certificate.

=
UE c F Bankruptcy Adversary Query Reports
File a Financial Management Certificate :

12-30006 Debtor 1

Type: bk Chapter: 7v Office: 3 (San Francisco)
Assets:n Judge: TEC Case Flag: DebtEd, MEA]
Select the Party:
Add/Create New Party

Office of the U.S. Trustee / SF, [U.S. Trustee]
Sims, Charles E. [Trustee]

Click Next.
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Click the Browse button and navigate to the file directory where the
document of the Financial Management Certificate is located.
Select the fie and click Open on the File Upload window.

s -
UE c F Bankruptcy Adversary Query Reports Utilities
File a Financial Management Certificate :

12-30006 Debtor 1

Type: bk Chapter: 7v Office: 3 (San Francisco)
Assets:n Judge: TEC Case Flag: DebtEd, MEANSNO
Filename

| Browse...

Attachments to Document: @ No Yes

Next Clear

Click [Next].

Enhance the docket text to add your firm name. (ex: ABC Financial
Management) and click [Next].

> i
UE c F Bankruptcy Adversary Query Reports Utilities Search
File a Financial Management Certificate :

12-30006 Debtor 1

Type: bk Chapter: 7v Office: 3 (San Francisco)
Assets:n Judge: TEC Case Flag: DebtEd, MEANSNO

Docket Text: Modify as Appropriate.

Personal Financial Management Course Certificate. ABC Financial Management Filed by Debtor Debtor 1 (Canb, Finmgtprv)

‘Next| [ Clear
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STEP 12 The FINAL DOCKET TEXT will display. Verify the accuracy of the docket text. If
the docket text is correct, click [Next]. Please remember, information on this
screen will appear on the docket sheet as indicated.

File a Financial Management Certificate :

12-30006 Debtor 1
Type: bk Chapter: 7v Office: 3 (San Francisco)
Assets:n Judge: TEC Case Flag: DebtEd, MEANSNO

Docket Text: Final Text
Personal Financial Management Course Certificate. ABC Financial Management Filed by Debtor Debtor 1 (Canb, Finmgtprv)

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

il | Clear

If the docket text is incorrect, click the browser [Back]
button at the top of the screen one or more times to locate
the page to find the error. This is your last opportunity to
make changes to the event.

To abort the transaction, click anywhere on the CM/ECF
blue main menu bar located on the top of the page.

STEP 13 The NOTICE OF ELECTRONIC FILING screen displays.

The Notice of Electronic Filing is the verification that the
filing has been sent electronically to the court’s
database.

NOTE: It is recommended to save and/or print this screen for future reference.
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