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Appointment of
Consumer Privacy / Health Care
Ombudsman

Step 1 Click the Bankruptcy link on the CM/ECF Main Menu. (See Figure 1)
UECF Bankruptcy Adversary Query Reports Ufiiies Search  Logout
Figure 1

Step 2 The Bankruptcy Events screen displays. (See Figure 2)
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Bankruptcy Events
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File Claims
Motions/Applications
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Plan
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Figure 2

L 2 Click Trustee/US Trustee.

Step 3 The Case Number screen displays. (See Figure 3)

UECF Bankruptcy  Adversary Query Reports Utilities Search

File a Plan

Case Number

09-30006 Find This Case

Figure 3

¢ Enter the case number in yy-nnnnn format and click Next to
continue.
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Step 4 The Available Events screen is displayed. (See Figure 4)

EECF Bankruptcy  Adversary Query Reports  Utilities Search  Logout
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Figure 4

L 2 To locate the event, either scroll down the selection box or start
typing the event in the box above Available Events. In this
example, start typing "appointment” until it is displayed in the
Available Events list.

¢ When the event is located, highlight it with your mouse, which will
place it in the Selected Events on the right of the screen.

¢ When the correct event is chosen and in the Selected Events box,
click Next to continue.
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Step 5 The Party Selection screen appears. (See Figure 5)

EE C F Bankruptcy Adversary Query Reports Utilities Search Logout

Ga 15 stee

eMaster, Brittany [Trustee]
Second Star Bank, [Creditor]
Smith, Frank L. [Debtar]

Figure 5

L 2 Highlight the party filer and click Next to continue.

Step 6 The PDF Document Selection screen will then display. (See Figure 6a)
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Figure 6a

L 2 Click the Browse button, then navigate to the directory where the
PDF file is located and select it with your mouse.

. To make certain you are about to associate the correct PDF
file for this entry, right click on the filename with your mouse

and select Open. (See Figure 6b)
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. This will launch Adobe Acrobat Reader which will display the

contents of the imaged document. Verify that the document
is correct.

Close the Adobe application and click Open on the file
upload dialogue box. (See Figure 6¢)
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The PDF Document Selection screen will then show the

pathway to the PDF file. (See Figure 6d)

File a Motion:
02-10063 Frank T. Hammock and Carol A Hammock

Select the pdf document (for example: C:A18%w501-21 pdf)

Filename
|c:ipataiFrom O on Lynx\FDF Files'ip Browse... |

Attachments to Document: & Mo © Yes

Mext C\earl

Figure 6d
Click Next to continue.

Logout

The Party Search screen displays. (See Figure 7)

Utilities Search

Step 7
Adversary Query Reports

EE C F Bankruptcy

End party selection

Figure 7
L 2 Enter the appointee’s last name in the Last/Business name field

and click Search to continue.
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L 2 The Party Search Results screen displays. (See Figure 7a)

EE C F Bankruptcy Adversary Gluery Reports Utilities Search Logout

KA rth ha h Bend, IM
Webster, Jeffrey A, 983 Marth Maple St., South Bend, IN

Select name from list . Create new party

Figure 7a

L 2 Select the appropriate party. A pop-up window will display all
address information for the party. (See Figure7b)

{= INNB - CM/ECF Training Database - Windows Int... |:||§||z|
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Figure 7b

* If the party information is correct, click Select name from list to
continue. The pop-up window will automatically close.

NOTE: If the appointee does not exist in the system, click
Create new party to add all name and address
information to the database.
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L 2 The Party Information screen will display. (See Figure 7¢)

EECF Bankruptcy  Adversary  Query Reports  Utilities Search Logout

| 283 North Maple 5.
South Bend 46601

]
Health Care Ombudsman (ombh: pr) ,v;‘

Figure 7c

L 2 Expand the Role pick list and select either Health Care
Ombudsman or Consumer Privacy Ombudsman.

* Click Submit to continue.

Step 8 The Party Search screen displays again. (See Figure 8)

EE C F Bankruptcy Adversary Guery Reports Utilities Search Logout

End party selection

Figure 8

L 2 Click End party selection to continue.
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Step 9 A Text box screen displays (See Figure 9)

EECF Bankruptcy  Adversary Query Reports Utilities Search Logout

Health Care
Jeffrey Webster

Em
Figure 9

L 2 Enter appropriate responses in the text boxes provided and click
Next to continue.

Step 10 A blank case verification screen displays. (See Figure 10)

EECF Bankruptcy  Adversary CQuery Reports  Utilities Search  Logout

Mext
Figure 10

L 2 Take a moment to verify the case name and number and click Next
to continue.
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Step 11 The Docket Text: Final Text screen displays. (See Figure 11)

EECF Bankruptcy  Adversary Query Reports Utilities Search  Logout

Docket Text: Final Text
Appointment of Health Care Ombudsman, Jeffrey Wehster Filed by U.S. Trustee Nancy
J. Gargula. (Triebold, Ellen)

B
Figure 11

L 2 Carefully verify the final docket text. This is your last chance to
change this entry before filing. If correct, click Next.

L 2 If the final docket text is incorrect:
. Click the browser Back button to find the screen to be
modified.

. To abort or restart the transaction, click the Bankruptcy
hyperlink on the Main Menu Bar.

Step 12 The Notice of Electronic Filing screen displays.

L 2 This screen can be either saved or printed.
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