ECF Training Lesson

	Reports - Creditor Mailing Matrix
	Last Update: 8/8/07



 COMMENTS "" 
	[image: image1.png]The PACER login screen displays. Use the login and password assigned hy PACER to login.

« PACERaccounts are used to view documents and ECF Reports.
« ECFaccounts are used tofile documents in ECF.
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Text Captions: Enter 12345

Enter the PACER login and password to proceed.   The Client code is not applicable.  For this example enter 12345 as the Login.  Then click in the Password box.  The PACER login screen displays.   Use the login and password assigned by PACER to login.  PACER accounts are used to view documents and ECF Reports.  ECF accounts are used to file documents in ECF.

If you don't possess a PACER account, you can register for one online at http://pacer.psc.uscourts.gov.
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« PACERaccounts are used to view documents and ECF Reports.
« ECFaccounts are used tofile documents in ECF.
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Text Captions: Enter password 12345.  Enter the PACER login and password to proceed.   The Client code is not applicable.  For this example enter password in the password field.  Then click the Login button.  The PACER login screen displays.   Use the login and password assigned by PACER to login.  PACER accounts are used to view documents and ECF Reports. ECF accounts are used to file documents in ECF. 
If you don't possess a PACER account, you can register for one online at http://pacer.psc.uscourts.gov.
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PACER users can generate several types of Reports in ECF. Reports can he run using various criteria. APACER charge will
applyto generate the Creditor Mailing Matrix report.
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Text Captions: Select the Reports link

Click on the Reports menu option

PACER users can generate several types of Reports in ECF.  Reports can be run using various criteria.   A PACER charge will apply to generate the Creditor Mailing Matrix report.  
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Text Captions: Select the Creditor Mailing Matrix link

The Reports screen displays.   This screen provides a list of reports that may be run by PACER users.  The Creditor Mailing Matrix Report is used to generate a report of creditors in a case.   

Debtor Attorneys:  Please review BNC Certificates of Service to verify the debtor(s) address.  If the address has been updated on the Certificate, submit a Change of Address to the court. 

Click the Creditor Mailing Matrix hyperlink.  
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The Creditor Mailing Matrix screen displays. This screens allows for the inclusion of criteria to generate the report.

The Case Number must be entered to run this type of report.
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Text Captions: Enter 07-10114

The Creditor Mailing Matrix screen displays.   This screen allows for the inclusion of criteria to generate the report. 
The Case Number must be entered to run this type of report. 

For this example enter 07-10114 in the case number field. 
Then click in the blank Special mailing group field to continue.
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Text Captions: Click in the Blank field.

The Creditor Mailing Matrix screen displays.   This screens allows for the inclusion of criteria to generate the report. 
The Special mailing group list includes: All, sg1, sg2, sg3, sg4, sg5.  Not making a selection returns a report that contains all groups.  The blank (all inclusive) field is primarily used when generating the Creditor Mailing Matrix report.  

Click in the Blank field at Special mailing group.
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Creditor Mailing Matrix screen displays. This screens allows for the inclusion of criteria to generate the report.

The Format option may be 3 columns or Raw data. 3 columns generates a matrix in PDF format. Raw data displays the
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Text Captions: The Creditor Mailing Matrix screen displays.   This screen allows for the inclusion of criteria to generate the report.

The Format option may be 3 columns or Raw data: 3 columns will generate a matrix in PDF format, and Raw data displays the creditors in Raw data.  Click Format.  Click 3 columns to view the matrix in 3 columns or Click Raw Data to view the report in raw data. Select the Raw data format radio button.  
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The Creditor Mailing Matrix screen displays. This screens allows for the inclusion of criteria to generate the report.
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Text Captions: Click the Run Report button

Click the Run Report button.

The Creditor Mailing Matrix screen displays.   This screen allows for the inclusion of criteria to generate the report. 
The Format option may be 3 columns or Raw data: 3 columns will generate a matrix in PDF format, and Raw data displays the creditors in Raw data.  
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The Search Results reports displays.
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Text Captions: The Search Results reports displays.  
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Creditor Mailing Matrix screen displays. This screens allows for the inclusion of criteria to generate the report.

The Format option may be 3 columns or Raw data. 3 columns displays a PDF copy of the report in 3 columns.
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Text Captions: Click the Run Report button

The Creditor Mailing Matrix screen displays.   This screen allows for the inclusion of criteria to generate the report. 
The Format option may be 3 columns or Raw data.  3 columns displays a PDF copy of the report in 3 columns.  
Click Format

Click the Run Report button. 
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The PACER Transaction Receipt screen displays. This screen displays the number of pages and fees associated with
generating the report.
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Text Captions: Click the View Labels button

The PACER Transaction Receipt screen displays.  This screen displays the number of pages and fees associated with generating the report.

Click the View Labels button. 
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Text Captions: The 3 Column report displays in PDF format.
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