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Filing Agents for Attorneys & Trustees

A Office of
Information Technology

Filing Agents for Attorneys & Trustees

WELCOME
Slide notes:
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Objectives

When you complete this module, you should be able
to:

Explain the features of filing agents.
Create a filing agent in CM/ECF.
Update permissions for a filing agent.
Deactivate and reactivate a filing agent.

Slide notes: When you complete this module, you should be able to explain the purpose and capabilities of filing agents. You'll see how to create and

update permissions for a filing agent from the attorneys or trustee's account. You will also be able to deactivate as well as reactivate a filing agent's
account.

OBJECTIVES
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Information Technolog

Filing Agents:

e File on behalf of an attorney or trustee or U.S. Trustee.
e Have their own login and password.

e May be linked to multiple attorneys or trustees.

Slide notes: The filing agent user was created to assist attorneys, trustees, and the U.S. Trustee with input into the CM/ECF system. The agent files
on behalf of someone else, but uses his or her own login and password.

Filing agents are not standard user types and their names will not appear on the docket report. As we will see in this module, a filing agent may be
linked to multiple attorneys and trustees.

Slide 3
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A  Office of _
Information Technology

e Filing agents will not receive e-mail on their own, unless e-mail is
designhated in the attorney or trustee's account.

“Send notices to these additional addresses”

e The notice of electronic filing (NEF) and docket text will show only the
name of the attorney/trustee.

s Attorneys and trustees can have multiple filing agents.

Slide 4

Slide notes: If you want a filing agent to receive e-mail at their own e-mail address, the filing agent’s e-mail address must be placed in the “Send
notices to these additional addresses” section of your attorney or trustee person record.

When a pleading is filed in CM/ECF, the notice of electronic filing, or NEF, and docket text will show your name as the attorney or trustee. Finally, an
attorney or trustee may have multiple filing agents.
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Information Technolog

Creating a Filing Agent
e

CREATING A FILING AGENT
Slide notes:
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€ |IVE DATABASE - Windows Internet Explorer

[l ]
@@ « [&[® wttps:/sacteb-live.aotx.uscourts. gov/cgi-bin/login.pl ~ 5[4 ] x| Live search 2 |
% <hr  E UvE DATABASE | iy Home ~ [ - =i Print v = Page ¥ i} Tools = »

F Bankruptcy - Adversary ~

Search Logout

m

U.S. Bankruptcy Court
SDSD
Official Court Electronic Document Filing System

RCS installed 5/21/10

This message is contained in the file OperationNotice htm.
You may use this file to alert users to current CM/ECF operational issues.

This facility is for Official Court Business only. Activity fo and from this site is logged. Document filings on this system are subject to Federal Rule of
Civil Procedure 11 and Federal Rule of Banlruptcy Procedure 901 1. Evidence of unautherized or criminal activity will be forwarded to the
appropriate law enforcement officials under 18USC 152 and 3571

Slide 6
Slide notes: Some courts will allow you, as an attorney or trustee, to create and edit filing agents. The following sections of this module will
demonstrate the steps to do this when logged into CM/ECF as the attorney, Norman Drew.

The creation or editing of a filing agent record is accomplished in an attorney or trustee's person record. I'll now demonstrate creating a filing agent
within your CM/ECF account. From the main menu, | will...
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€ |IVE DATABASE - Windows Internet Explorer

@@ - |A‘F https://aotkb-live.aotx.uscourts.gov/cgi-bin/login.pl - % |‘1‘| x
¢ 4t | &P LIVE DATABASE

5 Home ~ ]
EECF Bankruptcy ~

(E=1E=R (>
2 |

Live Search

. »
- = Print v -} Page v {(} Tools »

Adversary ~

Utilities Search

Logout

Your Account L3
Miscellaneous L3
Release 3.2 Menu ftemsk
Legal Research L3

Release 4.0 Menu fremsk

m

U.S. Bankruptcy Court
SDSD
Official Court Electronic Document Filing System

RCS installed 5/21/10

This message is contained in the file OperationNotice htm.
You may use this file to alert users to current CM/ECF operational issues.

This facility is for Official Court Business only. Activity fo and from this site is logged. Document filings on this system are subject to Federal Rule of

Civil Procedure 11 and Federal Rule of Banlruptcy Procedure 901 1. Evidence of unautherized or criminal activity will be forwarded to the
appropriate law enforcement officials under 18USC 152 and 3571

Slide 7
Slide notes: ...click Utilities.
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[= e ]

€ |IVE DATABASE - Windows Internet Explorer
@\J « [&I® wttps:/sacteb-live.aotx.uscourts. gov/cgi-bin/DisplayMenu.pl?Utilities&id=085 - B [4]x
%3 Home ~ B - = Print v -} Page v {(} Tools » ”

Live Search o -

w9 v |6 LIVE DATABASE —

EE C F Bankruptey ~ Adversary ~ Query

Utilities

Search Logout

Release 4.0 Menu ltems

Your Account Miscellaneous Release 3.2 Menu Items Legal Research

Internet Payments Due Court Information File a Transcript Legal Research .
Internet Payment History Mailings...

Maintain Your ECF Account  Verify a Document

View Your Transaction Log
Your PACER Account...

Slide 8

Slide notes: The selections on the Utilities screen at your court may differ from the ones shown here. The attorney or trustee record will be found
under the “Maintain Your ECF Account” hyperlink.
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w

ZECF

Maintain User Account

Bankruptey ~

Last name Drew
Middle name H.
Title
Office Rodman & Associates. LLC
Address 1 8534 North Jefferson Avenue
Address 2
Address 3
City San Antonio
Country
Phone 210-334-2225
SSN/ITIN

Bar ID TX44632
Initials

€ |IVE DATABASE - Windows Internet Explorer r=n=h ==
@\J « [&J® wttps://acteb-live.aotx.uscourts. gov/cgi-bin/atty_utilpl ~ 5[4 ] x| Live search 2 |
| ) LIVE DATABASE e 5 Home ~ ] - g Print v > Page = i Took v

Search Logout

Adversary ~ Query

First name Morman
Generation
Type aty
Add Headers to PDF Documents

m

State TX 78233

Zip
County BEXAR-TX

Fax
Tax ID / EIN
Bar status Active Mail group
DOB AO code Person end date

[ Email information__

)

More user information. ]

Slide 9

Slide notes: Next, I'll click “More user information,”

which is where filing agent records are maintained.
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€ |IVE DATABASE - Windows Internet Explorer

[= &=
@\J « [&[® wttps://acteb-live.aotx.uscourts. gov/cgi-bin/atty_util,pl?439509138089501-L_572_0-1 ~ 5[4 ] x| Live search 2 |
‘f::? ale \5[3 LIVE DATABASE | | m} Home ~ [ v = Print v J Page v (i Tools + ”
EE C F  sankrupey - Adversary ~ Query Search Logout

More User Information for Norman H. Drew

2045 Last login -
T L L R e ——

Current login 06-29-2010 15:33
[minimum 8; upper- & lower-case letters; include digit or special character]

Create date 06/29/2010

Registered Y Update date 06/29/2010
Internet Payment Y

Groups Attorney, E-Orders Attorney

Filing agents

Find filing agent e

Return to Account screen I

Slide 10

Slide notes: To associate a filing agent with this account, | will first enter the last name of the filing agent in the “Find filing agent” field and then click
the search icon to determine if an agent has already been associated with my account.
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€ |IVE DATABASE - Windows Internet Explorer

w

ZECF

Registered Y
Internet Payment Y
Groups Attorney, E-Orders Attorney

Filing agents

Find filing agent e

Return to Account screen

|

(E=1E=R (>
@\J « [&[® wttps://acteb-live.aotx.uscourts. gov/cgi-bin/atty_util,pl?439509138089501-L_572_0-1 ~ 5[4 ] x| Live search 2 |
|® LIvE DATABASE ] X Home ~ [ - g Print v > Page = i Took v
Bankruptcy ~ Adversary - Query Search Logout
More User Information for Norman H. Drew
Login drewn Last login -
Password s strsrrermsrsassassanins
Current login 06-29-2010 15:33

[minimum 8; upper- & lower-case letters; include digit or special character]

Create date 06/29/2010
Update date 06/29/2010

Slide 11
Slide notes:
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€ |IVE DATABASE - Windows Internet Explorer r=n=h ==
@\J « [4® https:/raota-live.aotuscourts.gov/cgibin/atty_util.pl?439509138089501-L_572_0-1 ~ 5[4 ] x| Live search 2 |
i% g LVE DATABASE [ %3 Home ~ E) - g Print v > Page = i Took v
EECF Bankruptcy ~ Adversary ~ Query Reports ~ Utilities ~ Search

More User Information for Norman H. Drew
Login drewn Last login -

T ——

i
Could not find filing agent johnston
Registered Y
Internet Payment Y
Groups At

Filing agents
Find filing agent || B

Return to Accour

Create a new filing agent

Slide 12

Slide notes: This search generates a window listing all filing agents that matched your search criteria. Since my search did not locate a record, | click
the “Create a new filing agent” hyperlink at the bottom of the results list.
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€ LIVE DATABASE - Windows Internet Explorer

(===

(&, u |A‘F https://aotxb-live.aotx.uscourts.gov/cgi-bin/agt_util.plfname=johnston

=~ % |‘r|AH‘L-VsSsGr:ﬁ

2 |

%3 Home ~ B

. »
- = Print v -} Page v {(} Tools »

Wk ‘5[3 LIVE DATABASE

Filing Agent Information

Login
Password sgvu*vuj
[minimum 8; upper- & lower-case letters; include digit or special character]

Last name Johnston
Middle name
Title
Office
Address 1
Address 2
Address 3
City State
Country
Phone Fax
SSN/ITIN

County

o o

-

First name

Generation

m

Dane

D Internet | Protected Mode: OFf #100% ~

Slide 13

Slide notes: The Filing Agent Information screen opens. | must first create a login and password for this agent. The login and password must conform

to your court's standards.
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€ LIVE DATABASE - Windows Internet Explorer =[]
K‘,}\‘-J |A‘F https://aotxb-live.aotx.uscourts.gov/cgi-bin/agt_util.pl’Tname=johnston - % |4,| b ‘ | Live Search o) -

Wk ‘5[3 LIVE DATABASE

Filing Agent Information o

| %3 Home ~ B - = Print v -} Page v {(} Tools » ”

Login |
Password sgvu*vuj
[minimum 8; upper- & lower-case letters; include digit or special character]

Last name Johnston First name
Middle name Generation
Title
Office
Address 1

m

Address 2
Address 3
City State Zip
Country County -
Phone Fax
SSN/ITIN DOB

Done D Internet | Protected Mode: OFf #100% ~

Slide 14
Slide notes:
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€ LIVE DATABASE - Windows Internet Explorer

(===

u u |A‘F https://aotxb-live.aotx.uscourts.gov/cgi-bin/agt_util.plfname=johnston

=~ % |‘r|)&‘|t-vs§sar:ﬁ

o -

. »
- = Print v -} Page v {(} Tools »

Wk ‘5[3 LIVE DATABASE

| 5 Home ~ ]

Filing Agent Information

Login johnstons
Password ST

[minimum 8; uppsr- & lowsr-case letters; include digit or special character]

Last name Johnston
Middle name
Title
Office
Address 1
Address 2
Address 3
City State
Country County
Phone Fax
SSN/ITIN

o o

-

First name

Generation

m

Dane

D Internet | Protected Mode: OFf #100% ~

Slide 15
Slide notes: Next, | add a first name and middle initial.
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€ LIVE DATABASE - Windows Internet Explorer =[]
K‘,}\‘-J |A‘F https://aotxb-live.aotx.uscourts.gov/cgi-bin/agt_util.pl’Tname=johnston - % |4,| b ‘ | Live Search o) -

Wk ‘5[3 LIVE DATABASE

Filing Agent Information o

| %3 Home ~ B - = Print v -} Page v {(} Tools » ”

Login johnstons
Password Johnston2010
[minimum 8; upper- & lower-case letters; include digit or special character]

Last name Johnston First name |
Middle name Generation
Title
Office
Address 1

m

Address 2
Address 3
City State Zip
Country County -
Phone Fax
SSN/ITIN DOB

Done D Internet | Protected Mode: OFf #100% ~

Slide 16
Slide notes:
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€ LIVE DATABASE - Windows Internet Explorer [r=3Ec ===
uv |A‘F https://aotxb-live.aotx.uscourts.gov/cgi-bin/agt_util.plfname=johnston hd % |‘1‘| A ‘ | Live Search P -]

e de P LVEDATABASE ‘_| EyHome ~ B ~ = Print = [ Page v i Tools v

Filing Agent Information o

Login johnstons
Password Johnston2010
[minimum 8; upper- & lower-case letters; include digit or special character]

Last name Johnston First name Susan

Middle name | Generation
Title
Office
Address 1

m

Address 2
Address 3
City State Zip
Country County -
Phone Fax
SSN/ITIN DOB

Done D Internet | Protected Mode: OFf #100% ~

Slide notes: Remember that a change is being made to your person record and it is very important to take all of the steps necessary to save this
record. Any additional information can be added to this record later. To begin the process of submitting and saving this record, I'll move to the bottom
of this screen...

Slide 17
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€ LIVE DATABASE - Windows Internet Explorer

(===

u u |A‘F https://aotxb-live.aotx.uscourts.gov/cgi-bin/agt_util.plfname=johnston

=~ % |‘r|)&‘|t-vs§sar:ﬁ

o -

. »
- = Print v -} Page v {(} Tools »

Wk ‘5[3 LIVE DATABASE

| 5 Home ~ ]

Login johnstons
Password Johnston2010

Last name Johnston
Middle name C.

Title
Office
Address 1
Address 2
Address 3
City
Country
Phone
SSN/ITIN

[mimimum 8; upper- & lower-case letters; include digit or special character]

State
County

Fax

-

First name Susan

Generation

Dane

D Internet | Protected Mode: OFf #100% ~

Slide 18
Slide notes: ...and click SUBMIT.
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€ LIVE DATABASE - Windows Internet Explorer =[]
K‘,}\‘-J |A‘F https://aotxb-live.aotx.uscourts.gov/cgi-bin/agt_util.pl’Tname=johnston - % |4,| b ‘ | Live Search o) -

Wk ‘U LIVE DATABASE

Login johnstons i
Password Johnston2010

| %3 Home ~ B - = Print v -} Page v {(} Tools » ”

[mimimum 8; upper- & lower-case letters; include digit or special character]

Last name Johnston First name Susan
Middle name C. Generation
Title
Office
Address 1
Address 2

Address 3
City State Zip
Country County -
Phone Fax

SSN/ITIN DOB

Waiting for https://aotdb-live.aote.uscourts.gov/cgi-bin/agt_util.pl?208 D Internet | Protected Mode: OFf H100% -

Slide 19
Slide notes:
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€ |IVE DATABASE - Windows Internet Explorer

@'\J v [4f* hitps//aotb-live.aotc.uscourts.gov/egi-bin/atty_util.pl?860645772950462-L_572_0-1

¢ 4t | &P LIVE DATABASE (]

- % |4,| x ‘ | Live Search

%3 Home ~ B

. »
- = Print v -} Page v {(} Tools »

= .
UECF Bankruptcy
More User Information for Samual J. Harrison
Login harrisons

Password ststsresrenssssssasseaness

Adversary ~ Query

[minimum 8; upper- & lower-case letters; include digit or special character]

Registered Y
Internet Payment N
Groups Attorney, E-Orders Attorney

Filing agents
Deactivate

= Johnston, Susan C.

Last login 06-28-2010 16:13
Current login 06-28-2010 16:14

Create date 06/28/2010
Update date 06/28/2010

Search Logout

= Windows Internet Explorer
Find filing agent [johnstan 2 e

Return to Account screen

Filing agent Johnston, Susan C. has been created and will be added to

I ! % your account after you submit your changes.

=l

Slide 20

Slide notes: An information window opens, confirming the creation of the filing agent.
agent to my account.

I'll click OK to continue the steps necessary to add this filing
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€ |IVE DATABASE - Windows Internet Explorer

Slide 21

[= &=

@\J « [&[® wttps://acteb-live.aotx.uscourts. gov/cgi-bin/atty_util,pl?439509138089501-L_572_0-1 ~ 5[4 ] x| Live search 2 |

i% g LVE DATABASE | %3 Home ~ ) - g Print v > Page = i Took v
|

= .
UECF Bankruptcy
More User Information for Norman H. Drew
Login drewn

Password ststsresrenssssssasseaness

Adversary ~

Query

Search

Last login -
Current login 06-29-2010 15:33
[minimum 8; upper- & lower-case letters; include digit or special character]
Create date 06/29/2010

Registered Y Update date 06/29/2010

Internet Payment Y
Groups Attorney, E-Orders Attorney

Filing agents
Deactivate
= Johnston, Susan C.

Find filing agent hohnsmn pe)

Return to Account screen

|

Logout

Slide notes: Now, | continue saving this change to my attorney record by clicking “Return to Account screen.”
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€ |IVE DATABASE - Windows Internet Explorer

Slide 22
Slide notes:

[= &=

@\J « [&[® wttps://acteb-live.aotx.uscourts. gov/cgi-bin/atty_util,pl?439509138089501-L_572_0-1 ~ 5[4 ] x| Live search 2 |

9% i | () LIVE DATABASE | %3 Home ~ ) - g Print v > Page = i Took v
|

= .
UECF Bankruptcy
More User Information for Norman H. Drew
Login drewn

Password ststsresrenssssssasseaness

Adversary ~

Query

Search

Last login -
Current login 06-29-2010 15:33
[minimum 8; upper- & lower-case letters; include digit or special character]
Create date 06/29/2010

Registered Y Update date 06/29/2010

Internet Payment Y
Groups Attorney, E-Orders Attorney

Filing agents
Deactivate
= Johnston, Susan C.

Find filing agent hohnsmn pe)

Return to Account screen

|

Logout
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w

ZECF

Maintain User Account

Bankruptey ~

Last name Drew
Middle name H.
Title
Office Rodman & Associates. LLC
Address 1 8534 North Jefferson Avenue
Address 2
Address 3
City San Antonio
Country
Phone 210-334-2225
SSN/ITIN

Bar ID TX44632
Initials

€ |IVE DATABASE - Windows Internet Explorer r=n=h ==
@\J « [&[® wttps://acteb-live.aote.uscourts. gov/cgi-bin/atty_util.pl?567180957860456-L_9999_1 ~ 5[4 ] x| Live search 2 |
|{) LIVE DATABASE ] %3 Home ~ ) - g Print v > Page = i Took v

Search Logout

Adversary ~ Query

First name Morman
Generation
Type aty
Add Headers to PDF Documents

m

State TX 78233

Zip
County BEXAR-TX

Fax
Tax ID / EIN
Bar status Active Mail group
DOB AO code Person end date

[ Email information__

)

More user information. ]

Slide 23
Slide notes: Next, I'll click Submit.
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9% i | () LIVE DATABASE

ZECF

Maintain User Account

Bankruptey ~ Adversary ~

Last name Drew
Middle name H.
Title
Office Rodman & Associates. LLC
Address 1 8534 North Jefferson Avenue
Address 2
Address 3
City San Antonio
Country
Phone 210-334-2225
SSN/ITIN

Bar ID TX44632
Initials

€ |IVE DATABASE - Windows Internet Explorer r=n=h ==
@\J « [&[® wttps://acteb-live.aote.uscourts. gov/cgi-bin/atty_util.pl?567180957860456-L_9999_1 ~ 5[4 ] x| Live search 2 |
| | %3 Home ~ B - = Print v -} Page v {(} Tools » ”

Query

First name Morman
Generation
Type aty
Add Headers to PDF Documents

State TX 78233

Zip
County
Fax
Tax ID / EIN

Bar status Active
DOB

[ Email information__ More user information.

)

Search Logout

m

Mail group
AO code Person end date

Slide 24
Slide notes:
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[= e ]

€ |IVE DATABASE - Windows Internet Explorer
@\J « [&[® wttps://acteb-live.aotx.uscourts. gov/cgi-bin/atty_util,pl?102360981648244-1_572_0-1 ~ 5[4 ] x| Live search P~
v alp |&[* LIVE DATABASE | %3 Home ~ B - = Print v -} Page v {(} Tools »

Reports ~ Utilities ~ Search Logout

EE C F Bankruptey ~ Adversary ~ Query

Case specific fields were not altered.
Press Next to contite with update of person

Slide 25
Slide notes: This screen represents the final step in the save process and must be completed to ensure that my attorney person record has been

updated. I'll click Submit...
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[= e ]

€ |IVE DATABASE - Windows Internet Explorer

2 |

@\J « [&[® wttps://acteb-live.aotx.uscourts. gov/cgi-bin/atty_util,pl?102360981648244-1_572_0-1

> g|&,|,\

%3 Home ~ B - = Print v -} Page v {(} Tools » ”

Live Search

% <fr () LIVE DATABASE

EE C F Bankruptey ~ Adversary ~ Query

Case specific fields were not altered.
Press Next to contite with update of person

Slide 26
Slide notes:

Utilities ~ Search Logout

Reports ~
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w9 v |6 LIVE DATABASE —

€ |IVE DATABASE - Windows Internet Explorer r=n=h ==
@\J « [&I® wttps://acteb-live.aotx.uscourts. gov/cgi-bin/atty_util,pl?509655179009003-L_572_2-1 > 8 |‘r| X || Live Search P~
™ Home v v e Print v [ Page » i Tools »

1 L Fag *

Adversary ~ Reports ~

SECF
Updating person record. .

Successfully updated Norman H. Drew
Successfully updated user drewn

Bankruptey ~

Participant records were not altered.
No email edit requested

[User edit complete
Befurn to User Maintenance

Utilities ~ Search Logout

Slide 27
Slide notes: ...and the linking of the filing agent to my attorney record is complete.
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/ I Information Technolog

Setting Filing Agent Permissions
—

SETTING FILING AGENT PERMISSIONS
Slide notes:
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w

ZECF

Maintain User Account

Bankruptey ~

€ |IVE DATABASE - Windows Internet Explorer r=n=h ==
@@ « [&J® wttps://acteb-live.aotx.uscourts. gov/cgi-bin/atty_utilpl ~ 5[4 ] x| Live search 2 |
\5[3 LIVE DATABASE | | %3 Home ~ B - = Print v -} Page v {(} Tools » ”

Query

Adversary ~

Last name Drew
Middle name H.
Title
Office Rodman & Associates. LLC
Address 1 8534 North Jefferson Avenue
Address 2
Address 3
City San Antonio
Country
Phone 210-334-2225
SSN/ITIN

Bar ID TX44632
Initials

First name Morman
Generation
Type aty
Add Headers to PDF Documents

State TX Zip 78233
County BEXAR-TX
Fax
Tax ID / EIN

Bar status Active
DOB

[ Email information__ ] [

More user information. ]

Mail group
AO code Person end date

Search Logout

m

Slide 29

Slide notes: Your court may also allow attorneys or trustees to set or modify filing agent permissions. To edit the newly created filing agent record, I'll

first click “More user information.”
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9% i | () LIVE DATABASE

ZECF

Maintain User Account

Bankruptey ~ Adversary ~

Last name Drew
Middle name H.
Title
Office Rodman & Associates. LLC
Address 1 8534 North Jefferson Avenue
Address 2
Address 3
City San Antonio
Country
Phone 210-334-2225
SSN/ITIN

Bar ID TX44632
Initials

€ |IVE DATABASE - Windows Internet Explorer r=n=h ==
@@ « [&J® wttps://acteb-live.aotx.uscourts. gov/cgi-bin/atty_utilpl ~ 5[4 ] x| Live search 2 |
| | %3 Home = B - = Print v -} Page v {(} Tools » ”

Query

First name Morman
Generation
Type aty
Add Headers to PDF Documents

State TX 78233

Zip
County BEXAR-TX
Fax
Tax ID / EIN

Bar status Active
DOB

[ Email information__ More user information.

)

Search Logout

m

Mail group
AO code Person end date

Slide 30
Slide notes:
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€ |IVE DATABASE - Windows Internet Explorer

w

[= &=
@\J « [&I® wttps://acteb-live.aotx.uscourts. gov/cgi-bin/atty_util,pl?997054563694465-L_389_0-1 ~ 5[4 ] x| Live search 2 |
|® LIvE DATABASE ] X Home ~ [ - g Print v > Page = i Took v

Bankruptey ~ Adversary ~

=
SECF
More User Information for Norman H. Drew
Login drewn

Password ststsresrenssssssasseaness

Query

[minimum 8; upper- & lower-case letters; include digit or special character]

Registered Y
Internet Payment Y
Groups Attorney, E-Orders Attorney, Paral egall

Filing agents
Deactivate
Il
Find filing agent |

»

Return to Account screen

|

Johnston, Susan C. Redman & Associates, LLC, 8334 North Jefferson Avenue, San Antonio, TX 78233, 210-334-2225

Search Logout

Last login 06-30-2010 11:15
Current login 06-30-2010 13:52

Create date 06/29/2010
Update date 06/30/2010

Slide notes: Notice that the newly created filing agent's name is now a hyperlink to the filing agent's record. Clicking the name...

Slide 31
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(& hitps://aotdb-live.aoteuscourts.gov/cgi-bin/agt_util.plfid=43 - Windows Internet Explorer

|A‘F https://aoteh-live.aotx.uscourts.gov/cgi-bin/agt_util.plTid=43

D

€ ) hitps://aotxb-live.aotxuscourts.gov/cgi-bin/agt_... | |

Bankruptey ~

Adversary v Query
More User Information for Norman H. Drew
Login drewn

Password ststsresrenssssssasseaness

Registered Y
Internet Payment Y
Groups Attorney, E-Orders Attorney, Paral egall

Filing agents
Deactivate

Find filing agent ‘ »~

Return to Account screen

|

[minimum 8; upper- & lower-case letters; include digit or special character]

= Johnston, Susan C. Redman & Associates, LLC, 8334 North Jefferson Avenue, San Antonio, TX 78233, 210-334-2225

Search Logout

Last login 06-30-2010 11:15
Current login 06-30-2010 13:52

Create date 06/29/2010
Update date 06/30/2010

Slide 32
Slide notes:
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Slide 33

Slide notes: ...opens the Filing Agent Information screen. Next, I'll click Update permissions.

€ LIVE DATABASE - Windows Internet Explorer

(&, u |A‘F https://aotxb-live.aotx.uscourts.gov/cgi-bin/agt_util.pl%id=43

Wk ‘5[3 LIVE DATABASE

- 84|
53 Home ~ E]

Filing Agent Information

Login johnstons
Password st sessessesseanensssnssnes

[minimum 8; uppsr- & lowsr-case letters; include digit or special character]

Last name Johnston
Middle name C.
Title Para Legal
Office Rodman & Associates, LLC
Address 1 8534 North Jefferson Avenue

Update permissions

Current login 06-30-2010 14:59

Create date 06/29/2010

Address 2
Address 3
City San Antonio State TX
Country County
Phone 210-334-2225 Fax
SSN/ITIN DOB
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Slide 34
Slide notes:

€ LIVE DATABASE - Windows Internet Explorer

(&, u |A‘F https://aotxb-live.aotx.uscourts.gov/cgi-bin/agt_util.pl%id=43

Wk ‘u LIVE DATABASE

- 84|
53 Home ~ E]

Filing Agent Information

Login johnstons
Password st sessessesseanensssnssnes

[minimum 8; uppsr- & lowsr-case letters; include digit or special character]

Last name Johnston
Middle name C.
Title Para Legal
Office Rodman & Associates, LLC
Address 1 8534 North Jefferson Avenue

Update permissions

Current login 06-30-2010 14:59

Create date 06/29/2010

Address 2
Address 3
City San Antonio State TX
Country County BEXAR-TX
Phone 210-334-2225 Fax
SSN/ITIN DOB
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€ LIVE DATABASE - Windows Internet Explorer

@\‘J = |A‘F https://aotxb-live.aotx.uscourts.gov/cgi-bin/agt_util.pl?7407260697923162-1 355 0-1

©r < | S[° LIVE DATABASE [

- 84|
53 Home ~ E]

Filing Agent Permissions: Susan C. Johnston filing for Norman H. Drew

Internet Payment N ~

Groups [NGTET
E-Orders Attorney
Paral egall

Return to account screen I Clear

Slide 35

Slide notes: Access permissions for filing agents are determined and maintained by the court or by the associated attorney or trustee. The filing agent

cannot maintain his or her own access permissions.

In the Groups window, only permission groups to which an Attorney or trustee belong will appear and therefore, only these permission groups can be

granted to the agent.

The Internet Payment selection may be changed from No to Yes here if you, as the attorney, participate in the Internet Payment program. The

attorney or trustee cannot grant additional access to the agent.

As | stated before, most of the time, attorneys and trustees will allow their filing agents the same permissions as they have. If no change is made to

this screen, this filing agent would be granted all permissions of the Attorney, E-Orders Attorney and ParalLegall groups.

Courts could, however, create different user groups to grant less access to filing agents at the attorney or trustee’s request. The ParalLegall group

appearing on this screen is such a group. To show this functionality, I'll grant this filing agent only the permissions of the ParalLegall group by

selecting it from the list of groups.
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€ LIVE DATABASE - Windows Internet Explorer

@\‘J = |A‘F https://aotxb-live.aotx.uscourts.gov/cgi-bin/agt_util.pl?7407260697923162-1 355 0-1

Wk ‘5[3 LIVE DATABASE |

- 84|
53 Home ~ E]

Filing Agent Permissions: Susan C. Johnston filing for Norman H. Drew

Internet Payment N ~

Groups | Attorney
E-Orders Attorne
ega

Return to account screen I Clear

Slide 36
Slide notes: Next, I'll return to the filing agent account screen...
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Slide 37
Slide notes:

€ LIVE DATABASE - Windows Internet Explorer
@\J + [4% httpsi//acted-live.aoteuscourts.gow/cgi-bin/agt util.pl?497260697923162-L 355 0-1 - 84|

| 53 Home ~ E]
Filing Agent Permissions: Susan C. Johnston filing for Norman H. Drew

Wk ‘U LIVE DATABASE

Internet Payment N ~

Groups | Attorney
E-Orders Attorne
ega

Return to account screen I Clear
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€ LIVE DATABASE - Windows Internet Explorer

@\J + [4% httpsi//acted-live.aoteuscourts.gow/cgi-bin/agt util.pl?561932679636603-L_355_2-1 - 84|

| 53 Home ~ E]

Wk ‘5[3 LIVE DATABASE

Filing Agent Information

Login johnstons Last login -
Password s+ msresrrtstrsnssrassisss
Current login -

[minimum 8; upper- & lower-case letters; include digit or special character]
Create date 06/29/2010

Last name Johnston First name Susan
Middle name C. Generation
Title Para Legal
Office Rodman & Associates, LLC
Address 1 8534 North Jefferson Avenue
Address 2
Address 3
City San Antonio State TX Zip 78233
Country County -
Phone 210-334-2225 Fax
SSN/ITIN DOB

Slide 38

Slide notes: ...and now | must save the change to my attorney record. Remember, filing agent permissions reside in the attorney or trustee's account
record.
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€ LIVE DATABASE - Windows Internet Explorer

(===

@\‘J = |A‘F https://aotxb-live.aotx.uscourts.gov/cgi-bin/agt_util.pl?561932679636603-1_355_2-1

h %|‘r|x”t-v5559m‘ o |

Wk ‘5[3 LIVE DATABASE ‘_| %3 Home ~ ] = g brint v 2} Page v i Tools v
Filing Agent Information o
Login johnstons Last login -
Password s+ msresrrtstrsnssrassisss .
[minimum 8; upper- & lower-case letters; include digit or special character] Gz
Create date 06/29/2010
Last name Johnston First name Susan
Middle name C. Generation |
Title Para Legal 1
Office Rodman & Associates, LLC
Address 1 8534 North Jefferson Avenue
Address 2
Address 3
City San Antonio State TX Zip 78233
Country County BEXAR-TX - B
Phone 210-334-2225 Fax
SSN/ITIN DOB
Done €D Internet | Protected Mode: Off #100% ~

Slide 39
Slide notes: I'll first move to the bottom of the screen...
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Slide 40

/& LIVE DATABASE - Windows Internet Explarer =]
pl
@\J + [4% httpsi//acted-live.aoteuscourts.gow/cgi-bin/agt util.pl?561932679636603-L_355_2-1 ~ 5[4 ] x| Live search 2 |

o dr [of UvEDATABASE ‘_| EyHome ~ B ~ = Print = [ Page v i Tools v

Password seetreressanssnsssaneanarns -

Current login -
Create date 06/29/2010

[minimum 8; upper- & lower-case letters; include digit or special character]

Last name Johnston First name Susan
Middle name C. Generation
Title Para Legal
Office Rodman & Associates. LLC
Address 1 8534 North Jefferson Avenue
Address 2
Address 3
City San Antonio State TX Zip 78233
Country County BEXAR-TX -

Phone 210-334-2225 Fax
SSN/ITIN DOB

ate permissions

Done D Internet | Protected Mode: OFf #100% ~

Slide notes: ...and click Submit.
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Slide 41
Slide notes:

/& LIVE DATABASE - Windows Internet Explarer =]
pl
@\J + [4% httpsi//acted-live.aoteuscourts.gow/cgi-bin/agt util.pl?561932679636603-L_355_2-1 ~ 5[4 ] x| Live search 2 |

o @r | UEDATABASE ‘_| fyHome ~ B w42 print...v [} Page . Tools. ..

Password seetreressanssnsssaneanarns -

Current login -
Create date 06/29/2010

[minimum 8; upper- & lower-case letters; include digit or special character]

Last name Johnston First name Susan
Middle name C. Generation
Title Para Legal
Office Rodman & Associates. LLC
Address 1 8534 North Jefferson Avenue
Address 2
Address 3
City San Antonio State TX Zip 78233
Country County BEXAR-TX -

Phone 210-334-2225 Fax
SSN/ITIN DOB

ate permissions

Waiting for https://aotb-live.aobe.uscourts.gov/cgi-bin/agt_util.pli7a2 D Internet | Protected Mode: OFf H100% -
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€ |IVE DATABASE - Windows Internet Explorer

@'\J v [4f* hitps//aotb-live.aotc.uscourts.gov/egi-bin/atty_util.pl?997054563694465-_389_0-1

¢ 4t | &P LIVE DATABASE (]

- % |4,| x ‘ | Live Search

%3 Home ~ B

. »
- = Print v -} Page v {(} Tools »

= .
UECF Bankruptcy
More User Information for Norman H. Drew
Login drewn

Password ststsresrenssssssasseaness

Adversary ~ Query

Last login 06-30-2010 11:15

Search Logout

Return to Account screen

|

Fa ) n& 20 9010.13-52
[minimum 8; upper- & lo| Windows Internet Explorer
Reg:isteredY l Updated filing agent Susan C. Johnston filing for Norman H. Drew.
h
Internet Payment Y Susan C. Johnston has access to group Paralegall and may not pay
Groups Attorney, E-Orders A filing fees electronically.
Filing agents
Deactvate
= Johnston, Susan C. Rodman & Associates, LLT, 5337 INorth Jejjerson Avenue, san Antonio, 1A 76233, 210-334-2225
Find filing agent | )

Slide notes: An information window appears, detailing the permission change that will be made to this record once it is saved. I'll click OK to

Slide 42

continue...
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€ |IVE DATABASE - Windows Internet Explorer r=n=h ==
@\J « [&I® wttps://acteb-live.aotx.uscourts. gov/cgi-bin/atty_util,pl?997054563694465-L_389_0-1 ~ 5[4 ] x| Live search 2 |
i% g LVE DATABASE | %3 Home ~ ) - g Print v > Page = i Took v

EE C F Bankruptey ~ Adversary ~ Query

More User Information for Norman H. Drew
Login drewn Last login 06-30-2010 11:15

Password ststsresrenssssssasseaness

Search Logout

Current login 06-30-2010 13:52
[minimum 8; upper- & lower-case letters; include digit or special character]

Create date 06/29/2010
Registered Y Update date 06/30/2010
Internet Payment Y
Groups Attorney, E-Orders Attorney, Paral egall

Filing agents
Deactivate
= Johnston, Susan C. Rodman & Associates, LLC, 8334 North Jefferson Avenue, San Antonio, TX 78233, 210-334-2225
Find filing agent ‘ »

Return to Account screen I

Slide 43

Slide notes: ...and then click “Return to Account screen.”
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€ |IVE DATABASE - Windows Internet Explorer r=n=h ==
@\J « [&I® wttps://acteb-live.aotx.uscourts. gov/cgi-bin/atty_util,pl?997054563694465-L_389_0-1 ~ 5[4 ] x| Live search 2 |
¢ 4k {3 LIVE DATABASE = #3 Home ~ [ v = Print = [ Page = i Tools =
EE C F  sankrupey - Adversary ~ Query Search Logout
More User Information for Norman H. Drew
Login drewn Last login 06-30-2010 11:15

Password ststsresrenssssssasseaness

Current login 06-30-2010 13:52
[minimum 8; upper- & lower-case letters; include digit or special character]

Create date 06/29/2010
Registered Y Update date 06/30/2010
Internet Payment Y
Groups Attorney, E-Orders Attorney, Paral egall

Filing agents
Deactivate
= Johnston, Susan C. Rodman & Associates, LLC, 8334 North Jefferson Avenue, San Antonio, TX 78233, 210-334-2225

Find filing agent ‘ »~

Return to Account screen I

Slide 44
Slide notes:
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w

ZECF

Maintain User Account

Bankruptey ~

Last name Drew
Middle name H.
Title
Office Rodman & Associates. LLC
Address 1 8534 North Jefferson Avenue
Address 2
Address 3
City San Antonio
Country
Phone 210-334-2225
SSN/ITIN

Bar ID TX44632
Initials

€ |IVE DATABASE - Windows Internet Explorer r=n=h ==
@\J « [&[® wttps://acteb-live.aote.uscourts. gov/cgi-bin/atty_util,pl?816640643366434-1_9999_1 ~ 5[4 ] x| Live search 2 |
| () LIVE DATABASE - % Home + E) - g Print v [ Page = () Tooks v

Search Logout

Adversary ~ Query

First name Morman
Generation
Type aty
Add Headers to PDF Documents

m

State TX Zip 78233
Comty [ |
Fax
Tax ID / EIN

Bar status Active
DOB

Mail group
AO code Person end date

[ Email information__

)

More user information. ]

Slide notes: At the Maintain User Account screen for the attorney, I'll click Submit.

Slide 45
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9% i | () LIVE DATABASE

ZECF

Maintain User Account

Bankruptey ~ Adversary ~

Last name Drew
Middle name H.
Title
Office Rodman & Associates. LLC
Address 1 8534 North Jefferson Avenue
Address 2
Address 3
City San Antonio
Country
Phone 210-334-2225
SSN/ITIN

Bar ID TX44632
Initials

€ |IVE DATABASE - Windows Internet Explorer r=n=h ==
@\J « [&[® wttps://acteb-live.aote.uscourts. gov/cgi-bin/atty_util,pl?816640643366434-1_9999_1 ~ 5[4 ] x| Live search 2 |
| | %3 Home = B - = Print v -} Page v {(} Tools » ”

Query

First name Morman
Generation
Type aty
Add Headers to PDF Documents

State TX 78233

Zip
County BEXAR-TX
Fax
Tax ID / EIN

Bar status Active
DOB

[ Email information__ More user information.

)

Search Logout

m

Mail group
AO code Person end date

Slide 46
Slide notes:
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[= e ]

€ |IVE DATABASE - Windows Internet Explorer

£~

Live Search

@\J « [&I® wttps://acteb-live.aotx.uscourts. gov/cgi-bin/atty_util,pl?732353096738801-L_389_0-1

%3 Home ~ B - = Print v -} Page v {(} Tools »

> g|&,|,\

w9 v |6 LIVE DATABASE

EE C F Bankruptey ~ Adversary ~ Query

Case specific fields were not altered.
Press Next to contite with update of person

Slide 47
Slide notes: Again, as the final step, I'll click Submit on this screen.

Reports ~

Logout

Utilities ~ Search
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[= e ]

€ |IVE DATABASE - Windows Internet Explorer

2 |

@\J « [&I® wttps://acteb-live.aotx.uscourts. gov/cgi-bin/atty_util,pl?732353096738801-L_389_0-1

> g|&,|,\

%3 Home ~ B - = Print v -} Page v {(} Tools » ”

Live Search

% <fr () LIVE DATABASE

EE C F Bankruptey ~ Adversary ~ Query

Case specific fields were not altered.
Press Next to contite with update of person

Slide 48
Slide notes:

Utilities ~ Search Logout

Reports ~
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w9 v |6 LIVE DATABASE —

€ |IVE DATABASE - Windows Internet Explorer r=n=h ==
@\J « [&[® wttps://acteb-live.aotx.uscourts. gov/cgi-bin/atty_util,pl?344656989841609-1_389_2-1 > 8 |‘r| X || Live Search P~
™ Home v v e Print v [ Page » i Tools »

1 L Fag *

EE C F Bankruptcy - Adversary ~

Updating person record. .
Successfully updated Norman H. Drew
Successfully updated user drewn

Participant records were not altered.
No email edit requested

[User edit complete
Befurn to User Maintenance

Reports ~

Utilities ~ Search Logout

Slide 49
Slide notes: The update to the attorney record is now complete.
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/ I Information Technolog

Deactivating a Filing Agent
I

DEACTIVATING A FILING AGENT
Slide notes:
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w

ZECF

Maintain User Account

Bankruptey ~

€ |IVE DATABASE - Windows Internet Explorer r=n=h ==
@\J « [&J® wttps://acteb-live.aotx.uscourts. gov/cgi-bin/atty_utilpl ~ 5[4 ] x| Live search 2 |
\5[3 LIVE DATABASE | | %3 Home ~ B - = Print v -} Page v {(} Tools » ”

Search Logout

Adversary ~ Query

Last name Drew|
Middle name H.
Title
Office Rodman & Associates. LLC
Address 1 8534 North Jefferson Avenue
Address 2
Address 3
City San Antonio
Country
Phone 210-334-2225
SSN/ITIN

Bar ID TX44632
Initials

First name Morman
Generation
Type aty
Add Headers to PDF Documents

m

State TX 78233

Zip
County BEXAR-TX

Fax
Tax ID / EIN
Bar status Active Mail group
DOB AO code Person end date

[ Email information__

)

More user information. ]

Slide 51

Slide notes: When there are personnel changes, it
click “More user information.”

may be necessary for a filing agent to be deactivated from their respective filer. To do that, I'll first
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9% i | ( LIVE DATABASE

ZECF

Maintain User Account

Bankruptey ~ Adversary ~

Last name Drew
Middle name H.
Title
Office Rodman & Associates. LLC
Address 1 8534 North Jefferson Avenue
Address 2
Address 3
City San Antonio
Country
Phone 210-334-2225
SSN/ITIN

Bar ID TX44632
Initials

€ |IVE DATABASE - Windows Internet Explorer r=n=h ==
@\J « [&J® wttps://acteb-live.aotx.uscourts. gov/cgi-bin/atty_utilpl ~ 5[4 ] x| Live search 2 |
| | %3 Home = B - = Print v -} Page v {(} Tools » ”

Query

First name Morman
Generation
Type aty
Add Headers to PDF Documents

State TX 78233

Zip
County BEXAR-TX
Fax
Tax ID / EIN

Bar status Active
DOB

[ Email information__ More user information.

)

Search Logout

m

Mail group
AO code Person end date

Slide 52
Slide notes:
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€ |IVE DATABASE - Windows Internet Explorer

[= &=
@\J « [&I® wttps://acteb-live.aotx.uscourts. gov/cgi-bin/atty_util,pl?103305138926478-1_389_0-1 ~ 5[4 ] x| Live search 2 |
i% g LVE DATABASE | %3 Home ~ ) - g Print v > Page = i Took v

Bankruptey ~ Adversary ~

=
SECF
More User Information for Norman H. Drew
Login drewn

Password ststsresrenssssssasseaness

Query

[minimum 8; upper- & lower-case letters; include digit or special character]

Registered Y
Internet Payment Y
Groups Attorney, E-Orders Attorney, Paral egall

Filing agents
Deactivate
Il
Find filing agent |

»

Return to Account screen

|

Johnston, Susan C. Redman & Associates, LLC, 8334 North Jefferson Avenue, San Antonio, TX 78233, 210-334-2225

Search Logout

Last login 06-30-2010 11:15
Current login 06-30-2010 13:52

Create date 06/29/2010
Update date 06/30/2010

Slide 53
Slide notes: To deactivate this filing agent, select the Deactivate check box.
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€ |IVE DATABASE - Windows Internet Explorer r=n=h ==
@\J « [&I® wttps://acteb-live.aotx.uscourts. gov/cgi-bin/atty_util,pl?103305138926478-1_389_0-1 ~ 5[4 ] x| Live search 2 |
v alp |&[* LIVE DATABASE | | %3 Home ~ B - = Print v -} Page v {(} Tools » ”
EE C F  sankrupey - Adversary ~ Query Search Logout

More User Information for Norman H. Drew

Login drewn Last login 06-30-2010 11:15
T L L R e ——

Current login 06-30-2010 13:52
[minimum 8; upper- & lower-case letters; include digit or special character]

Create date 06/29/2010

Registered Y Update date 06/30/2010
Internet Payment Y

Groups Attorney, E-Orders Attorney, Paral egall

Filing agents
Deactivate

Johnston, Susan C. Redman & Associates, LLC, 8334 North Jefferson Avenue, San Antonio, TX 78233, 210-334-2225

Find filing agent ‘ »~

Return to Account screen I

Slide notes: When the change is saved, the association record between the filing agent and the attorney is deactivated. Although the agent is no

longer associated with the filer, he or she can be re-associated easily. I'll continue the deactivation of Susan C. Johnston by saving the change using
the process previously described, and then demonstrate how to re-associate the agent.

Slide 54
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€ |IVE DATABASE - Windows Internet Explorer r=n=h ==
@\J « [&I® wttps://acteb-live.aotx.uscourts. gov/cgi-bin/atty_util,pl?103305138926478-1_389_0-1 ~ 5[4 ] x| Live search 2 |
¢ 4k {3 LIVE DATABASE = #3 Home ~ [ v = Print = [ Page = i Tools =
EE C F  sankrupey - Adversary ~ Query Search Logout
More User Information for Norman H. Drew
Login drewn Last login 06-30-2010 11:15

Password ststsresrenssssssasseaness

Current login 06-30-2010 13:52
[minimum 8; upper- & lower-case letters; include digit or special character]

Create date 06/29/2010
Registered Y Update date 06/30/2010
Internet Payment Y
Groups Attorney, E-Orders Attorney, Paral egall

Filing agents
Deactivate
Johnston, Susan C. Redman & Associates, LLC, 8334 North Jefferson Avenue, San Antonio, TX 78233, 210-334-2225

Find filing agent ‘ »~

Return to Account screen I

Slide 55
Slide notes:
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9% i | ( LIVE DATABASE

ZECF

Maintain User Account

Bankruptey ~ Adversary ~

Last name Drew
Middle name H.
Title
Office Rodman & Associates. LLC
Address 1 8534 North Jefferson Avenue
Address 2
Address 3
City San Antonio
Country
Phone 210-334-2225
SSN/ITIN

Bar ID TX44632
Initials

€ |IVE DATABASE - Windows Internet Explorer r=n=h ==
@\J « [&[® wttps://acteb-live.aote.uscourts. gov/cgi-bin/atty_util,pl?738647854572466-1_9999_1 ~ 5[4 ] x| Live search 2 |
| | %3 Home = B - = Print v -} Page v {(} Tools » ”

Query

First name Morman
Generation
Type aty
Add Headers to PDF Documents

State TX 78233

Zip
County BEXAR-TX
Fax
Tax ID / EIN

Bar status Active
DOB

[ Email information__ More user information.

)

Search Logout

m

Mail group
AO code Person end date

Slide 56
Slide notes:
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[= e ]

€ |IVE DATABASE - Windows Internet Explorer

2 |

@\J « [&[® wttps://acteb-live.aotx.uscourts. gov/cgi-bin/atty_util,pl?102752315629021-L_389_0-1

> g|&,|,\

%3 Home ~ B - = Print v -} Page v {(} Tools » ”

Live Search

w9 v |6 LIVE DATABASE —

EE C F Bankruptey ~ Adversary ~ Query

Case specific fields were not altered.
Press Next to contite with update of person

Slide 57
Slide notes:

Utilities ~ Search Logout

Reports ~
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[= e ]

€ |IVE DATABASE - Windows Internet Explorer

2 |

@\J « [&[® wttps://acteb-live.aotx.uscourts. gov/cgi-bin/atty_util,pl?102752315629021-L_389_0-1

> g|&,|,\

%3 Home ~ B - = Print v -} Page v {(} Tools » ”

Live Search

% <fr () LIVE DATABASE

EE C F Bankruptey ~ Adversary ~ Query

Case specific fields were not altered.
Press Next to contite with update of person

Slide 58
Slide notes:

Utilities ~ Search Logout

Reports ~
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Slide 59

Slide notes: My attorney person record has been updated. Now, to re-associate the filing agent with the attorney, | click the “Return to User

€ |IVE DATABASE - Windows Internet Explorer r=n=h ==
@\J « [&[® wttps://acteb-live.aotx.uscourts. gov/cgi-bin/atty_util.pl?116788961631826-1_389_2-1 ~ 5[4 ] x| Live search P~
™ Home v v e Print v [ Page » i Tools »

1 L Fag *

w9 v |6 LIVE DATABASE —

= C . . . —
UE F Bankruptcy Adversary Reports Utilities Search Logout

Updating person record. .
Successfully updated Norman H. Drew
Successfully updated user drewn

Participant records were not altered.
No email edit requested

[User edit complete
Befurn to User Maintenance

Maintenance” hyperlink.
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Slide 60
Slide notes:

€ |IVE DATABASE - Windows Internet Explorer r=n=h ==
@\J « [&[® wttps://acteb-live.aotx.uscourts. gov/cgi-bin/atty_util.pl?116788961631826-1_389_2-1 - B [4]x

Live Search 2 v

9% i | () LIVE DATABASE ] %3 Home ~ ) - g Print v > Page = i Took v

= . . - ilities -

UECF Bankruptcy Adversary Query Reports Utilities Search Logout
Updating person record. .

Successfully updated Norman H. Drew

Successfully updated user drewn

Participant records were not altered.

No email edit requested

[User edit complete
Befurn to User Maintenance
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9% i | ( LIVE DATABASE

ZECF

Maintain User Account

Bankruptey ~ Adversary ~

Last name Drew
Middle name H.
Title
Office Rodman & Associates. LLC
Address 1 8534 North Jefferson Avenue
Address 2
Address 3
City San Antonio
Country
Phone 210-334-2225
SSN/ITIN

Bar ID TX44632
Initials

€ |IVE DATABASE - Windows Internet Explorer r=n=h ==
@\J « [&J® wttps://acteb-live.aotx.uscourts. gov/cgi-bin/atty_utilpl ~ 5[4 ] x| Live search 2 |
| | %3 Home = B - = Print v -} Page v {(} Tools » ”

Query

First name Morman
Generation
Type aty
Add Headers to PDF Documents

State TX Zip 78233

Comnty[ |
Fax
Tax ID / EIN

Bar status Active
DOB

[ Email information__ More user information.

)

Search Logout

m

Mail group
AO code Person end date

Slide 61
Slide notes: Next, I'll again click “More user information.”
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9% i | ( LIVE DATABASE

ZECF

Maintain User Account

Bankruptey ~ Adversary ~

Last name Drew
Middle name H.
Title
Office Rodman & Associates. LLC
Address 1 8534 North Jefferson Avenue
Address 2
Address 3
City San Antonio
Country
Phone 210-334-2225
SSN/ITIN

Bar ID TX44632
Initials

€ |IVE DATABASE - Windows Internet Explorer r=n=h ==
@\J « [&J® wttps://acteb-live.aotx.uscourts. gov/cgi-bin/atty_utilpl ~ 5[4 ] x| Live search 2 |
| | %3 Home = B - = Print v -} Page v {(} Tools » ”

Query

First name Morman
Generation
Type aty
Add Headers to PDF Documents

State TX 78233

Zip
County BEXAR-TX
Fax
Tax ID / EIN

Bar status Active
DOB

[ Email information__ More user information.

)

Search Logout

m

Mail group
AO code Person end date

Slide 62
Slide notes:
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€ |IVE DATABASE - Windows Internet Explorer

w

[= &=
@\J « [&[® wttps://acteb-live.aotx.uscourts. gov/cgi-bin/atty_util,pl?533986970146274-1_389_0-1 ~ 5[4 ] x| Live search 2 |
\5[3 LIVE DATABASE | | %3 Home ~ B - = Print v -} Page v {(} Tools » ”

=
SECF
More User Information for Norman H. Drew
Login drewn

Password ststsresrenssssssasseaness

Bankruptey ~

Adversary ~ Query

[minimum 8; upper- & lower-case letters; include digit or special character]

Registered Y
Internet Payment Y
Groups Attorney, E-Orders Attorney, Paral egall

Filing agents

Find filing agent ‘ »~

Inactive filing agents

[ Return to Account screen

|

Search Logout

Last login 06-30-2010 11:15
Current login 06-30-2010 13:52

Create date 06/29/2010
Update date 06/30/2010

REACTIVATING A FILING AGENT

Slide notes: As you can see, this attorney has no filing agent associated with this record. To re-associate an inactive filing agent, I'll first click the

“Inactive filing agents” hyperlink.
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€ |IVE DATABASE - Windows Internet Explorer

[= &=
@\J « [4® https:/raotb-live.aotuscourts.gov/cgibin/atty_util.pI?533986970146274-1_389_0-1 ~ 5[4 ] x| Live search 2 |
i% g LVE DATABASE [ % Home ~ E) - g Print v > Page = i Took v

EE C F Bankruptey ~ Adversary ~ Query

More User Information for Norman H. Drew

Search Logout

Login drewn Last login 06-30-2010 11:15
Password s rerrrsrrrrsrassiskas
T |
Name Address
Registered Y Johnston, Susan C. Rodman & Associates, LLC
Internet Pavment Y 8534 North Jefferson Aveme
Groups A San Antonio, TX 78233

210-334-2225
Filing agents

Find filing agent
Inactive filing agents

Return to AcCou..« caieen I

Slide notes: The “Reactivate a filing agent” window shows any filing agent previously associated with this attorney, but who is currently deactivated.
To reactivate this agent, I'll click Select next to the agent's name.

Slide 64
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€ |IVE DATABASE - Windows Internet Explorer r=n=h ==
@\J « [&[® wttps://acteb-live.aotx.uscourts. gov/cgi-bin/atty_util,pl?533986970146274-1_389_0-1 ~ 5[4 ] x| Live search 2 |
‘f::? ale \5[3 LIVE DATABASE | | m} Home ~ [ v = Print v J Page v (i Tools + ”

EE C F Bankruptey ~ Adversary ~ Query

More User Information for Norman H. Drew
Login drewn Last login 06-30-2010 11:15

Password ststsresrenssssssasseaness

Search Logout

Current login 06-30-2010 13:52
[minimum 8; upper- & lower-case letters; include digit or special character]

Create date 06/29/2010
Registered Y Update date 06/30/2010
Internet Payment Y
Groups Attorney, E-Orders Attorney, Paral egall

Filing agents
Deactivate
= Johnston, Susan C. Redman & Associates, LLC, 8334 North Jefferson Avenue, San Antonio, TX 78233, 210-334-2225
Find filing agent ‘ »

Return to Account screen I

Slide 65

Slide notes: Susan Johnston is once again set up as an active filing agent for the attorney, Norman Drew. Again, | must take the steps necessary to
save this change.
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€ |IVE DATABASE - Windows Internet Explorer r=n=h ==
@\J « [&[® wttps://acteb-live.aotx.uscourts. gov/cgi-bin/atty_util,pl?533986970146274-1_389_0-1 ~ 5[4 ] x| Live search 2 |
v alp |{) LIVE DATABASE | | 5 Home ~ ] - = Print v -} Page v {(} Tools » ”
ZECF  sanvrupcy - Adversary ~ Query search Logout
More User Information for Norman H. Drew
Login drewn Last login 06-30-2010 11:15

Password ststsresrenssssssasseaness

Current login 06-30-2010 13:52
[minimum 8; upper- & lower-case letters; include digit or special character]

Create date 06/29/2010
Registered Y Update date 06/30/2010
Internet Payment Y
Groups Attorney, E-Orders Attorney, Paral egall

Filing agents
Deactivate
= Johnston, Susan C. Redman & Associates, LLC, 8334 North Jefferson Avenue, San Antonio, TX 78233, 210-334-2225

Find filing agent ‘ »~

Return to Account screen I

Slide 66
Slide notes:
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9% i | () LIVE DATABASE

ZECF

Maintain User Account

Bankruptey ~ Adversary ~

Last name Drew
Middle name H.
Title
Office Rodman & Associates. LLC
Address 1 8534 North Jefferson Avenue
Address 2
Address 3
City San Antonio
Country
Phone 210-334-2225
SSN/ITIN

Bar ID TX44632
Initials

€ |IVE DATABASE - Windows Internet Explorer r=n=h ==
@\J « [&[® wttps://acteb-live.aote.uscourts. gov/cgi-bin/atty_util,pl?306060623235184-1_9999_1 ~ 5[4 ] x| Live search 2 |
| | %3 Home = B - = Print v -} Page v {(} Tools » ”

Query

First name Morman
Generation
Type aty
Add Headers to PDF Documents

State TX 78233

Zip
County BEXAR-TX
Fax
Tax ID / EIN

Bar status Active
DOB

[ Email information__ More user information.

)

Search Logout

m

Mail group
AO code Person end date

Slide 67
Slide notes:
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[= e ]

€ |IVE DATABASE - Windows Internet Explorer

2 |

@\J « [&[® wttps://acteb-live.aotx.uscourts. gov/cgi-bin/atty_util,pl?941201184431267-1_389_0-1

> g|&,|,\

%3 Home ~ B - = Print v -} Page v {(} Tools » ”

Live Search

w9 v |6 LIVE DATABASE —

EE C F Bankruptey ~ Adversary ~ Query

Case specific fields were not altered.
Press Next to contite with update of person

Slide 68
Slide notes:

Utilities ~ Search Logout

Reports ~
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[= e ]

€ |IVE DATABASE - Windows Internet Explorer

2 |

@\J « [&[® wttps://acteb-live.aotx.uscourts. gov/cgi-bin/atty_util,pl?941201184431267-1_389_0-1

> g|&,|,\

%3 Home ~ B - = Print v -} Page v {(} Tools » ”

Live Search

% <fr () LIVE DATABASE

EE C F Bankruptey ~ Adversary ~ Query

Case specific fields were not altered.
Press Next to contite with update of person

Slide 69
Slide notes:

Utilities ~ Search Logout

Reports ~
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[= e ]

€ |IVE DATABASE - Windows Internet Explorer

% <hr () LIVE DATABASE (I

@\J « [&I® wttps://acteb-live.aotx.uscourts. gov/cgi-bin/atty_util,pl?974798752270022-1_389_2-1
%3 Home ~ B

Live Search o -

> g|&,|,\

. »
- = Print v -} Page v {(} Tools »

= . -
UE C F Bankruptcy Adversary
Updating person record. .

Successfully updated Norman H. Drew
Successfully updated user drewn
Participant records were not altered.
No email edit requested

[User edit complete
Befurn to User Maintenance

Reports ~

Utilities ~ Search Logout

Slide 70
Slide notes: The attorney record has once again been updated.
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/ I Information Technolog

Filing Agent with Multiple Attorneys
e

FILING AGENT WITH MULTIPLE ATTORNEYS
Slide notes:
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€ LIVE DATABASE - Windows Internet Explorer [r=3Ec ===
@@ - |A‘F https://aotxb-live.aotx.ao.dcn/cgi-bin/login.pl?logout - g |‘1‘| x ‘ | Live Search 2 |
— — S . »
e o (=2 -k[ﬂ LIVE DATABASE x [m Systems Deployment & Su... ] I %3 Home ~ [ - b Print = b Page v {(} Taols v
Filing for

Morman H. Drew (aty)
Charles J. Rodman (aty)

Slide 72

Slide notes: If a filing agent has been linked to two or more attorneys, the first screen that appears after the agent logs in requires the agent to select
the attorney for whom he or she is filing. Watch what happens when the attorney, Norman Drew, is selected.
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€ LIVE DATABASE - Windows Internet Explorer [r=3Ec ===

@\J « [&[® wttps://acteb-live.aote.a0.den/cgi-bin/laginplRlogout ~ 5[4 ] x| Live search 2 |
. ) »
98 4 |23~ S[F LIVE DATABASE | 40 Systems Deployment & Su... | | % Home ~ [ v d=hPrint v [ Page v (i Tools

Bankruptey Adversary ~

Filing for Norman H. Drew (aty) :} Change user

Search Logout

m

U.S. Bankruptcy Court
SDSD
Official Court Electronic Document Filing System

RCY installed 6/30/10

This message is contained in the file OperationNotice htm.
You may use this file to alert users to current CM/ECF operational issues.

This facility is for Official Court Business only. Activity fo and from this site is logged. Document filings on this system are subject to Federal Rule of
Civil Procedure 11 and Federal Rule of Baniruvicv Procedure 9011, Evidence of unauthorized or criminal activitv will be forwarded to the =

Slide notes: The name of the attorney or trustee displays on every screen for filing agents. Also notice the Change user icon. This icon only appears
for a filing agent linked to multiple attorneys or trustees and will not appear if the agent is linked to only a single attorney or trustee. When clicked, the
icon enables the agent to select a different attorney without logging out of CM/ECF. [I'll now click Bankruptcy from the main menu.

Slide 73
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€ LIVE DATABASE - Windows Internet Explorer

@\J « [&® wttps://acteb-live.aotx.a0.den/ cgi-bin/DisplayMenu.pl?BankruptcyEventsaiid=086-085 ~ 5[4 ] x| Live search P~
- . »
98 4 |23~ S[F LIVE DATABASE | 40 Systems Deployment & Su... | | % Home ~ [ - o Print v b Page v () Tools v
EECF Bankruptcy ~ Adversary ~ Query Reports ~ Utilities ~ Search Logout

Filing for Norman H. Drew (aty) :} Change user
Bankruptcy Events

Motions/Applications

Open BK Case

Slide 74

Slide notes: Notice that for this attorney, limited permissions have been granted to the filing agent. The agent is only able to file motions and
applications, and to open a bankruptcy case. When | click Change user...
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€ LIVE DATABASE - Windows Internet Explorer [r=3Ec ===

@@ - |A‘F https://aotxb-live.aotx.ao.dcn/cgi-bin/DisplayMenu.pl?BankruptcyEvents&irand=3161 hd % |‘1‘| x ‘ | Live Search 2 |
5 — S ) »

s¢ e |22+ |4 Ve DATABASE x |m Systems Deployment & Su... | | %3 Home ~ ] - dhPrint v [ Page ¥ {j Tools =
Filing for

Morman H. Drew (aty)
Charles J. Rodman (aty)

Slide 75

Slide notes: ...the system returns me to the attorney selection menu where I'll now select the attorney, Charles Rodman.
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€ LIVE DATABASE - Windows Internet Explorer

w

= Es
@\J « [&I® wttps:/sacteb-live.aotx.a0.den/cgi-bin/DisplayMenu.pl?BankruptcyEventsrand=3161 ~ 5[4 ] x| Live search 2 |
- . »

|88~ ) LIVE DATABASE | 40 Systems Deployment & Su... | | % Home ~ [ - d=Print * =% Page v {} Tools *

ZECF

Filing for Charles J. Rodman (aty)

Bankruptcy Adversary

) Change user
Bankruptcy Events

Answer/Response...
Appeal

Batch Filings

Case Upload

Claim Actions
Motions/Applications
Notices

Open BK Case
Open Invohmntary Case
Other

Plan

Order Upload

File Claims

File a Transcript

Creditor Maintenance...
Judge/Trustee Assignment

Search Logout

Slide 76

Slide notes: Now when | select the Bankruptcy main menu, notice that for this attorney, the filing agent permissions are different. Remember, these

permissions come from the groups that the attorney is a member of.
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& LIVE DATABASE - Windows Internet Explorer = |

@\J + [&% httpsi//avtb-live.aotx.a0.dcn/cgi-bin/DisplayMenu. pl?BankruptcyEventsrand=911 ~ 5[4 ] x| Live search 2 |
. ) ™

o o (23 - |g[P LvE DATABASE |m Systems Deployment & Su...| | %3 Home ~ ] - dhPrint v [ Page ¥ {j Tools =
Filing for

Joyce P. Henderson (aty)
Charles J. Rodman (aty)
Charles J. Rodman {tr)

Slide notes: An attorney may also conduct business as a trustee. This screen shows an individual, Charles J. Rodman, who is both an attorney and a
trustee. A filing agent has been given the permissions to file for Charles J. Rodman in either capacity. Note that the filing agent has specific
permissions for each attorney or trustee for whom he or she is working.

Slide 77
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€ LIVE DATABASE - Windows Internet Explorer [r=3Ec ===
- hitps://aotdb-live.aotx.uscourts.qov/egi-bin/log-list.pl?492169784570968-1_879_0-1 - +3 | X || Live Search 2 v

s p gov/cg g-list.p
‘f::? ale \5[3 LIVE DATABASE | | m} Home ~ [ v = Print v J Page v (i Tools + ”

EE C F  sankrupey - Adversary ~ Query Search Logout

Filing for Charles J. Rodman (aty) ’_’) Change user

Transaction Log
Report Period 07/29/2010 - 07/29/2010

Id Date Case Number Text
31795 07/29/2010 11:37:16  10-10130 Opened New BK Case 10-10130
31799 07/29/2010 11:40:01  10-10130 Mation to Avoid Lien with First Westside Bank Filed by Charles J. Rodman on behalf of Joint Debtor
Annette R. Carrigan, Debtor Jerry L. Carrigan (Redman, Charles)
31801 07/29/2010 11:49:18  10-10131 Opened New BK Case 10-10131
31804 07/29/2010 11:50:21  10-10131 First Motion to Avoid Lien on Household Goods under Section 522(f){1)(B)(i) Filed by Charles J.

Rodman on behalf of Debtor Harry J. McPherson (Rodman, Charles)

Total Number of Transactions: 4

Slide 78

Slide notes: Most filing agents can run their own transaction log. It will appear like this screen. However, just like the docket report, only the attorney
or trustee will be listed as the filer. Nor will the filing agent's activity appear in Query if one searches by the agent’s name.
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Summary
You should now be able to:

Explain the features of filing agents.
Create a filing agent in CM/ECF.
Update permissions for a filing agent.
Deactivate and reactivate a filing agent.

Slide notes: You should now be able to explain the purpose and capabilities of filing agents. You've seen how to create and update permissions for a
filing agent from the attorneys or trustee's account. You should also be able to deactivate as well as reactivate a filing agent's account.

SUMMARY
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