Reports

EE F Bankruptcy + Adversary « Query « Reports « Utilities « Logout
Figurel

Reportsis one of the main menu items on the ECF banner menu. A PACER user can access
the Cases, Claims Regigter, Docket Report, Cdendar Events, Claims Activity, Creditor Mailing Matrix
and Docket Activity viathis option. The selection criteriafor each of these reports are explained below
but are dso available on the Help screen that can be accessed by clicking on the yellow question mark
on the banner menu. (See Figure 1).

IMPORTANT NOTE

Users are cautioned that reports that cover long periods of time could include dozens, if
not hundreds, of pages. Becausethereis a per page charge for accessing reports and
documents in ECF (charged by PACER whether or not the user printsthe report or
document), auser iswell advised to enter sdlection criteria carefully.

Cases

Displays casesfiled, entered, discharged, dismissed, closed or converted.

STEP 1. Click on Reports from the Main Menu, then, dick on Cases hyperlink. The selection
criteria screen displays and alows the user to pecify what information to include in the

report.

TIP.  User may leave the Judge, Office, Casetype, Trustee or Chapter fidds blank to
search on dl items that appear on those lists. To sdect two or more items listed for a
field, press and hold the Control Key (Citrl) while clicking on each item to be included
fromthelid.
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Date Type - Severd options are presented. User may select the date Filed, the date
the case is Enter ed by the court or the Dischar ged, Dismissed, Closed or
Converted dates by entering a beginning and an ending date in the desired fidd(s).

Open/Closed Cases - Click in the box to remove or add a check to the applicable
box.

Party Information - Click in the box to have the report display party information such
as address, tax ID, etc., if desired.

Sort by - Allows three boxes in which to select the desired sort. Click the down arrow
at the end of each box to choose from thelist.

STEP 2. Click Run Report to continue or Clear to re-select criteria. Case Report screen
displays.

STEP 3. To view case information, click on the case number hyperlink to access Query menu.
(Refer to preceding Query section of this manual for specific information on each
guery option).

STEP 4. To print the report, click on the Print button or icon from the browser toolbar.

Claims Register

The Claims Register Report displays the clamsfiled for a specific case.

STEP 1.

STEP 2.
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Click on Reports from the Main Menu, then, click on the Claims Register hyperlink.
The sdection criteria screen displays and alows the user to specify what information to
include in the report.

Sdection Criteriainclude:

Case number - click in box and enter the correct case number (YY-NNNNN)
format.

Creditor type - leave blank, al creditors are uploaded to a case as creditor.

Creditor name - leave blank to bring up dl creditors who have filed aclaim or click in
the box and enter a specific creditor's name. (User can enter only the first letter or
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the first few letters of the creditor's name to get the most thorough search. If user
types the entire name, only exact matches will be displayed).

. Claim number leave blank to display al damsthat fal within other search criteriaor
click ingde the boxes and type specific clam numbers.

. Filed or Entered - will display ether thefiling date or the entered date, whichever is
selected by clicking on the radio button.

. Date Range - if the default is accepted, the report will display dl casesfiled in the
case. By entering dates in the beginning and ending fidds, only cdlams entered or filed
within a certain time frame will appear on the report.

. Sort by - Two sort criteriaare offered. Click the down arrow to theright of thefield
and choose from the options on the list.

STEP 3. Click Run Report to continue or Clear to reset the search criteria. The Claims
Register displays.

STEP 4. To print the regigter, click on Print button or icon from the browser toolbar.
STEP 5. To view aclam, click on the Claim number hyperlink. The PACER Service Center

Transaction Receipt will appear reflecting the number of pages that will be billed to
user's PACER account. Click View Document to accept charges and continue.

Docket Report Oldest Date Fir st

The Docket Report dlows the user to view and print alisting of al events docketed to a
specific case. The default is Oldest Date First but the user has the option to switch the display order, as
noted below in STEP 2.

STEP 1. Click on Reports from the Main Menu, then, click on the Docket Report hyperlink.
The Sdlection Criteria screen digplays and dlows the user to specify what information
to include in the report.

NOTE: The opportunity to review charges FIRST gpplies to PDF documents only.
PACER charges apply if user runs ANY report.
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STEP 2.
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The case number of the last case user accessed during the current ECF session displays
automaticaly. Users can type another case number if they want to view the docket
report for adifferent case using the Y'Y-NNNNN format for bankruptcy cases and the
YY-NNNN format for adversary proceedings. Thisis arequired field.

Filed or Entered option - To limit entries displayed to adate range, for best results
sdlect "filed" (when the document was filed) rather than "entered” (when the entry was
recorded by the court in ECF) by clicking the radio button.

After selecting the date type to be displayed, user may choose to enter a date range for
the docket to digplay using the format MM/DD/YY or MM/DD/YYYY to limit the

disolay.

User can enter a gart date with no end date, which will include dl entries from the date
specified onward, or user can enter an end date and no start date, which will include all
entries up to the specified date.

If no dates are entered, al entrieswill be selected. PACER charges apply to the
number of pages displayed.

Documents - Leave blank to display al documents or enter a beginning and ending
number range to limit the display. This feature enables usersto be charged only for the
desired data on large cases.

Include terminated parties - Click in the box to have the docket display include dl
parties including those who have been terminated from the case. Uncheck the box to
show only current partiesin the case.

Include links to the Notice of Electronic Filing - Click in the box to have accessto
the notice of dectronic filing for certain documents. The hyperlink back to a copy of
the Notice of Electronic Filing that was created when the event was origindly filed will
show on the docket as a"'slver bdl" link. It will reflect those parties who are receiving
eectronic notificationsin the case.

Sort by - Click the down arrow to the right of the box to select how the docket isto
be sorted. These options can affect the number of pages displayed and the PACER
chargesthat apply. The options are: Oldest date first, Most recent date first, Document
number ascending, and Document number descending.
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STEP 3. Click Run Report to continue or Clear to resst dl fiddsto their default values. The
Case Docket Sheet screen displays.

Thereisascroll bar to the right of the screen which will move the docket sheet up or

down.

STEP 4. To print the docket, click the Print button or icon on the browser toolbar.

STEP 5. To view a specific document, click on the document number hyperlink. The Pacer
Service Center Transaction Receipt will gppear reflecting the number of pages that will
be billed to user's PACER account. If user chooses to accept the charges, click View
Document to continue.

a After viewing the PDF document, either click onthe < Back icon of the internet
browser's toolbar or close Acrobat Reader to return to the previoudy displayed screen.

NOTE: DO NOT exit out of the document reader by using the" X" button at the top-
right corner of the screen. Thiswill immediatdy exit the user out of ECF.

STEP 6. To view the Notice of Electronic Filing, click on the slver bdl next to the docket
number hyperlink.

W Click the appropriate radio button to Select Receipt Type
W Click Display Receipt to continue or Clear to re-select receipt type.
STEP 7. The Notice of Electronic Filing screen displays.

W To print dick Print button or icon on the browser toolbar.

Calendar Events

This report will provide alist of scheduled events on asingle day. It allows selection by case
number, judge, date or other criteria. It will aso display related proceedings and provide hyperlinks to
the documents giving rise to the proceedings.
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STEP 1.

STEP 2.

Click on Reports on the ECF Main Menu, then, click on the Calendar Events
hyperlink.

The Cdendar Events screen displays. The following fields are available for
Selecting/entering criteriafor generating the report:
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TIP:

User may leave the Case number, Judge, and Chapter fidds blank to include dl
items that gppear on those ligs. To select two or moreitems listed for afield,

while holding down the Control Key (Ctrl) click on each item to be included from
thelig. To limit the report, click on the desired items. The default setting isfor dl.

Office - Sdect one or more from the list.
Calendar events - Sdect one or more types from the list. The default is All Hearings.

Date - Enter the datein MM/DD/Y'Y format, or click the Caendar button to sdlect a
date from a pop-up calendar.

Event subset - If user selects "Check Eventsto Print on Report " or "Check Eventsto
Omit from Report", the report that runs when user clicks Run Report will be an
"Interim” report with check boxes in the lefthand column.  Checking abox will select or
omit that event from the report. User MUST click Save Report at the bottom of this
screen when using one of these options, since the "Interim” report with check boxes
does not get saved.

Select Report Header's - Displays a screen for specifying optiona header information
which will be centered at the top of the report. Click Continue to closethebox. This
information is used for the report immediately generated, and is not saved.

Sort by - The default sort for the report is by hearing time and case number. The
"Office, Time" sort may be selected, but gppointments which are not associated with a
case or an office will be listed under the firgt office.

Select a Previoudy-Created Report - Displays the reports which have previoudy
been created and saved. A report is saved automatically, unlessit isan "Interim
Report” with check boxes. Only 3 reports are saved for ajudge for agiven report date.
The oldest is deleted when another is produced. Reports are deleted when the
calendar date has passed.
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STEP 3. Click Run Report to continue or Clear to re-select criteria

STEP 4. The Calendar Event Report displays.

STEP 5. To view case information, click on the case number hyperlink to get the Docket Shest.
User may change the sort or just click Run Report. (Refer to preceding Docket
Report section of this manual for specific information on the docket).

STEP 6. Click onthe <1Back icon on the browser toolbar to return to the report.

STEP 7. Clicking on the dlver bal will bring up any reated proceedings with hyperlinks to the
documents giving rise to the proceedings.

Be sureto click on the ¢aBack icon on the browser toolbar to return to the report.
Clicking onthe“ X" button & the top of the screen will immediately exit user out

of ECF.

STEP 8. To print the report, click on the Print button or icon from the browser toolbar.

Claims Activity

The Claims Activity Report ligts information about claims aong with links to any associated
documents.

STEP 1. Click on Reports on the ECF Main Menu, then, click on the Claims Activity
hyperlink.

STEP 2. The Claims Activity screen displays. The following fields are available for
sdlecting/entering criteriafor generating the report:

. Casenumber - To see clamsfor aparticular case, enter acase number. To view
cdamsin al cases, leave thisfidd blank.

. Office - To limit daims by the office in which the case was filed, select one or more
officesfrom the list. To view clamsin both offices, leave thisfidd blank.
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STEP 3.

STEP 4.

STEP 5.

Terminal digit(s) - to limit clams for cases with case numbers ending in certain
termind digits, type acommaseparated list. Ranges of digits may aso be specified
(eg., 12,23,51-50) or leave blank for dl.

User may leave the Judge, Trustee, Chapter and Filer type fields blank to search on
al itemsthat appear on thoselists. To sdlect two or more items listed for afield, press
and hold the Control Key (Ctrl) while clicking on each item to be included from the lis.
Entered by - To limit clams by the person who entered them, enter the last name.

Creditor name - To limit clamsto those filed by a particular creditor, enter the name.

Entered Between - To limit claims by the date on which they were filed, enter adate
range.

Sort by - Three levels of sorting are provided.
Click Run Report to continue or Clear to re-select criteria.
The Clams Activity Report displays.

Click on the clam number hyperlink to view the proof of claim and any attached
documentation.

Be sureto usethe <¢Back icon toreturn to thereport. If user clicksonthe X at
the top of the screen it will immediatdy exit user out of ECF.

To print, click on Print button or icon on the browser.

Creditor Mailing Matrix

This report displaysthe list of creditors for a specific case. The list contains those creditors
uploaded at case opening and may or may not include parties that have filed/docketed a pleading to a
case. All of the creditors on this report were added through the Creditor Maintenance Option of the
ECF System and used by the Bankruptcy Noticing Center (BNC) for court generated notices.

STEP 1.
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Click on Reports from the Main Menu, then, click on Creditor Mailing Matrix
hyperlink. The sdection screen displays and alows the user to specify what information
to include in the report and the format.
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STEP 2.

Case Number - Enter Case number using the Y'Y -XXXXX format.

Special Mailing Group - Sdect "All" for dl specid mailing groups, or sdect specific
group(s) to display the names and addresses of members.

NOTE: if user sdlects any specid mailing groups but there are none associated with this
case, user will get the message " Sorry your requested case...does not have creditors' —
meaning, creditors belonging to the specified groups. Highlight ONLY the blank
fidd tolist all regular creditors.

Format - Sdect either a"1 column” format or a"raw dataformat” (pipe-ddimited).
The 1-column file can be saved as atext file on the computer with the "File/Save As’
browser option. The saved file can then be edited and printed on |abels.

Click Run Report to continue or Clear to re-select criteria

Docket Activity

The Docket Activity Report lists selected events docketed to selected cases. The report may
be limited by sdecting from various options.

STEP 1.
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Click on Reports from the Main Menu, then, click on Docket Activity hyperlink.
The sdlection screen displays and alows the user to specify what information to include
on the report and the format.

Case Number - To limit the activity to a pecific case, enter the case number. If |€eft
blank, the report will include all cases that meet the other criteria

User may leave the Judge, Office, Casetype, Trustee, Chapter or Filer type fidds
blank to search on dl itemsthat gppear on those lists. To select two or more items
listed for afidd, press and hold the Control Key (Ctrl) while clicking on each item to be
included from the lig.

To limit the report, sdect one or more from the ligts of the following: Judge, Office,
Casetype, Trustee, Chapter, Filer type. Leaving thefidd blank will give ALL.

Category/Event - Select one or more event categories from the category list, OR
select one or more events from the event list.
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STEP 2.
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Terminal digit(s) - Enter the termind digits of the cases to be included on the report.
This can be separate digits or arange of digits (e.g., 12,23,51-59). If user sdects by
termind digit, user should select sort option "Termind Digit by bk#' so that activity in
related adversary proceedings will appear after each bankruptcy case which has one of
the specified digits.

Entered between - Click this option and enter a date range (or change the default
dates) to limit the docket entries by date of entry. The report will include only events
entered on or between these dates.

Entered Today and not QC'd - Sdlect this option to show only docket entries which
were entered today but have not been reviewed by Qudity Control staff.

Summary Text/Full Docket Text - Check the format of docket text user prefersto
see.

Sort by - Sdlect the way the report should be sorted. If user specified termind digit(s)
for sdlection, sdect the "Termind Digit by bk#* sort option so that activity in related
adversary proceedings will gppear after each bankruptcy case which has one of the
specified digits.

Click Run Report to continue or Clear to re-select criteria.
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