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WELCOME TO E-MAIL:

Much of the office revolves around the mail (mailbox): what goes in, what comes out of it, and what
gets lost in transit. Going to Electronic filing will change the way you deal with your mail.

The amount of paper mail each office receives will decline, but not rapidly. Many offices will
continue to send paper copies of everything they produce. While it is very likely that paper mail will
decline with time, it will not happen overnight. The Bankruptcy Court’s noticing center will
continue to send paper copies. Remember that non-court mail will remain the same and will not
be affected by ECF and electronic noticing.

SETTING UP YOUR EMAIL:

This guidance attempts to help you effectively deal with ECF e-mail, these are just suggestions
based on lessons learned and are not mandatory items for setting up and controlling your e-mail.

We would recommend that you set up a special mailbox specifically for ECF mail. Just as you
might have an assistant or assistants who help you manage your incoming paper mail, “Microsoft
Outlook” provides you with similar abilities by giving you the opportunity to give another person
access to your ECF mailbox. This process is called “delegating.” The person who owns the ECF
mailbox grants the specific permissions to individuals based on the office needs. Some of the
permissions include reading, creating, editing and sending. This process is shown on pages 2-3 of
the handout. It is a good idea to have a backup administrator with all of the permissions that the
original administrator has. Inthe absence of the administrator the backup is able to access the inbox
making necessary modifications.

CLEANING UP YOUR E-MAIL

In MICROSOFT:
You can select to have your deleted mail folder deleted at the end of every day. Once an item
is deleted, it is sent to a “deleted” folder, the items are temporarily deleted and are kept in this
file until permanently deleted. Page 24 goes through the steps in Microsoft to automatically
delete your deleted folders’ items so that it no longer takes up memory space.



SPECIAL FOLDERS:

You can set up special folders within your ECF mailbox where you can save items or have your
rules set to automatically forward e-mails directly to them. An example would be if you only want
to look at the Proofs of Claims filed once a week, you may set up a “proof of claim” folder so that
when a Proof of Claimis filed it will automatically go to this specific folder. Whoever is responsible
for reviewing the proofs of claims will then access the special folder once a week and clean it out.
Subfolders for individuals can also be used and email from the ECF inbox can be forwarded to the
appropriate individual automatically. See page 18 for more information.

MAIL DELIVERY

You can select two options for receiving your ECF mail:
1. email as documents are filed (24 hours a day-continually)
2. summary once a day (If you select this option - the rules wizard will not apply)

RULES:

The goal is to develop and use rules that provide the greatest benefit to your office to assist in the
administrative control of processing a large number of e-mails. It is likely that a rule cannot be
created to handle every situation and that some routine daily administration of the mailbox will still
be necessary. The rules shown in the handout are just examples and can be adapted to your office
requirements.

Microsoft generally holds 30 to 40 rules depending on the size of your computer, however, you
should not need more than 15 to effectively manage your e-mail. There will also be a size limitation
on your mailbox memory. IT IS IMPORTANT to delete unnecessary mail and to remove mail as
soon as possible to keep the mailbox from reaching full capacity. When you select your rules, try
to select the rules that create the greatest benefit to your office and which most significantly
contribute to minimizing routine daily monitoring of email. You may also select to have your
deleted item’s folder automatically deleted at the end of each day.

It is recommended that you DO NOT use case numbers when writing your rules. There are several
reasons why we do not recommend using case numbers: if you set a rule for every case you are
involved in this could very easily exceed the capabilities and limits of your mailbox; 99% of the time
the case number is included in the subject line, however, it is not always included; you would spend
a lot of time writing and rewriting rules based on your caseload.

We also suggest that you begin each rule by selecting “Check Mail when they arrive” and by
selecting the “with specific words in subject” options.



Attached are copies of some general rules which can be applied to your office:
Automatically delete mail
Sound Notification
Forward to another person as an attachment
Forward to a specific folder

VIEWING E-MAIL

Once you receive your e-mail and are ready to review and read it, you are allowed ONE FREE look
at the document through PACER. The next time the item is reviewed you will be charged. To
receive your one FREE viewing you MUST select to view the DOCUMENT NUMBER, not the
Case Number on the e-mail. If you select the case number, you will be billed. The “free viewing”
must also be done within fifteen (15) days of receipt.

DISCONTINUE SERVICE
(This procedure may vary Region to Region/Court to Court)

If you are no longer going to be involved in a case, you can request that your service of notices,
filing and other documents in the case be Terminated. Terminating yourself from a case is the only
way that e-mail delivery will cease in a particular case.



SETTING UP ECF E-MAIL (Selecting Delegates)

In preparation for CM/ECF, our office would recommend that you set up a special ECF E-mail
mailbox for receiving electronic filings and notices only. This is the e-mail address that you will
give to court to send your electronic notices and filing verifications.

When setting up your new mailbox you can delegate someone else permission to access your ECF
mailbox so they can open mail, create items, respond and send mail from this mailbox.
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Once in the Options:
Select the Delegates Tab and click on Add



After you have selected Add, scroll down until you come to the name of the person you would

like to delegate access. Highlight the name, click Add and then select OK.
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On the Delegate Permission screen, select the appropriate permissions for each delegate added.
Select OK. This will take you back to the Options screen, click Apply. You can then proceed to
Add another delegate or close the windows.
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PERMISSIONS
Another option when setting up your new e-mail box is to set specific “permissions” for specific
folders. To do this: Highlight the selected folder, right click your mouse and select
“properties.” Select the Permissions tab. Click on the Add button and select the individual to
whom you want to give permission in this folder.
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SPECIAL FOLDERS IN YOUR E-MAIL

To set up a special folder in your ECF e-mail.
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WHAT E-MAIL LOOKS LIKE IN YOUR ECF MAILBOX

Receiving E-mail from Bankruptcy Court. You have two options in receiving e-mail: 1) you can select
to receive e-mail continuously throughout the day as items are filed, or 2) you can select to have your
e-mail sent only one time a day.

When you receive your e-mail it will look similar to the following:
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TO SET RULES IN RULES WIZARD

You can create rules to assist in the distribution and management of your electronic e-mail. Microsoft
will typically hold 30 to 40 rules depending on the complexity of each rule and your computer,
however, you shouldn’t need more than 15 to 20 rules to effectively manage your e-mail.

To set up Rules

While in your ECF

E-mail Inbox:

¥ Inbox - Microsoft Outlook

Juew'|§|>(

o Reply, £33 Replybo) Al W8 Forward | = Find | | [z) ,|

| Eile Edit Wiew Favorites

Inbox

Folder List = |
48 Calendar ;l
% Contacts
@ Deleted ltemns
B Dirafte
=-Ea Inbox

%E Form 4's
G SAWE
{ﬁ Journal
g2 Motes

i FS Outbox
El@ Sent ltemsz

572 Follow-up

@ Tasks
= Mailbos - USTP Re
B Calendar

Tools Actions Help

Address Book. .. Ckrl+Shift+E

= Find
Advanced Find...
Find Public Folder...
% Qrganize

Ckrl4+-5hife+F

@ Rules Wizard. ..
Ok of Office Assistant. ..
@ Empty "Deleted Items" Folder

Forms
Macro

Services..,
Cuskomize. ..
Cptions. ..

-

Ty

M= E3

|Received

-2 Contacts
-3 Deleted Iten
5Bk Dirafts

@ Inbox [3E]
{ﬁ Journal
- Motes
@ Outbox
4T3 Sent ltems
ST Tazks
-1 Personal Folders
-2 Public Folders

=
N o
= | Slarll o Inbox -

1m0 ACHMS

=" Click on Tools
=" Click on Rules Wizard

=" At the next screen, Click on New button

=]

-]

| BB Live Datab...| B wordPerte...| [#F untiied - P...| [ 3227 &7 = =% EHE] B, 11:44 40



1= At the “Which type of rule do you want to create” prompt, make sure to highlight: “check
messages when they arrive,” click next

e el x|
J 5 Mew ~ | = | > | 9 Rerly S Renly bo bl G Forward | '@Fi_nd | | @ ,|
|

Eil= Edit Wiew Faworites Tools Actions Help @

Inbox Rules Wizard E
Folder List = | L] | ™ . |Received AI

_____ @ Calendar ‘I Which bype of rule do vou wank ko create? :

..... %2 Contacts Check messages when they arrive S

_____ 3 Delsted ltems N Check messages after sending

] Move new messages From someone
""" C\E‘ Dirafts Motify me when important messages arrive
EI@ Inbox Move messages based on conkent
E3 Form 4's Delete a conversation
L Flag messages From someone
ﬂﬁ 1 S'&;JE Assian cateaories to sent messaaes LI
ourna
----- Mates Rule description {click on an underlined value to edit it):

@ Outbox
=521 Sent ltems

: Q@ Faollow-up
i Tasks

-T2 Mailbox - USTF Rie
----- % Calendar

----- G Contacts

----- @ Deleted Iten
----- &L Dirafts

Apply this rule after the message arrives

-5 Outbo @I Cancel = Bach I Mexk = I Finizh I

]@ Perzonal Folders
753 Public Folders

-
I F— o | -|
A start | [[S] inbox - ... | mIACMS | BB Live Datab...| B wiardPerte...| [# Aules wiza...| [<f 8227 & (Y = =% EdE] B, 11:46 a0




= At the “which condition do you want to check” prompt, scroll down to the option: “with
specific words in subject” and click on the box next to it to select it.

Jﬂew - | =] | > | ¢ Heply) £ Replybo &l G8 Forward | l@JFi_nl:I | | @ -

JEiIe Edit Wiew Faworites Tools Actions Help

=13 x|

Rules Wizard
Folder List Xl 4| O[5 afFr

| Received I;I

@. Dutlack Today - [ Which condition(s) do wou want to check?
----- S Mfected E FmTt ;I
sent Lo
g Eale;'ud;ar [ ] with in the recipient's address =
""" ontacts [ ] with in the sender's address
""" (7 Deleted Ite [w|iwith specific words in the subjeck
..... B} Drafts [ ] with in the body LI
-G Inbox
{S‘E Journal
----- Motes Rule description {click on an underlined value to edit it);
@ Outbos ™ Apply this rule after the message arrives
]({% Fent ltems iy with specific words in the subject
----- Tasks |
) Mailbos - USTP F IS .
9 Ferzonal Folders (Be sure to SpeCIfy
Public Folders HH
2 the specific words)

< Back

@I Cancel

I Mext = I Finish

i o
g start | [ inbox - ... FELive Data_ | [mlacHS

H

| EWoldPerf... | Microsoftﬂull...l |<E|§

and click on the specific words.

| ERnew - B |5 |25 || Evizenty) smbienly to mlll o rorward || B rind | G | =) -
| Eile Edit ¥iew Fawvorites Tools Actions Help

=l %Mall s EDE 8 B, sonaM

= After checking the Specific Words in subject you must go to the Rule description box below

wWhich conditionis) do wou wank to checks

T ] from
[ | sent ko
[ | waith

----- SEA ninfected
----- 3 Calendar
----- 2 Contacts

— & Deleted Ibker
~%Er Drafts
=1-fea [ Inbox

Folder List > | |2l ;v l=
A ——Ir

=1 Z5F Outlook Today =
Scarch Text

Specify words or phrases to search For in the subjeck:

i Form 4% add o T
W.Jguri.:;\;E Search lisk

g Motes
cm S Outbox
=152 Sent ltems
LR Follow-u
s Tasks
=1 Mailboe - USTP

in the recipient's address |
[=]

= rl=hd =

B Calendar

=2 Contacks
{2 Deleted It
~<EM Drafts

-ES Outbos
%I Sent lterns T
T Tasks

#1553 Personal Folder: =
JEN | =
A Start | [ -

18 ATk S

=l

| B wrordr . | B Quatio .| EELive Da. | B speciiic..| [<f BE=” = 1] = =

o Ele»EE] B, 315 P

1= |n the Search Tool, Specify words or phrases to search for in the subject: Add new: input the
word or words you would like to use this rule for. It is recommended that you DO NOT use Case

Numbers as a search tool.
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EXAMPLE OF RULE AUTOMATICALLY DELETING MAIL

For this example we will assume that if a Discharge of Debtor notice is received electronically
we would like our computer to automatically delete it. To do this:

Follow the previous steps on pages 8 to 10. On page 10 where you asked to insert a specific
word or phrase input the phrase: Discharge of Debtor

=l x|
|tien - T2 & K | Goreply Gareply ol WGFoward LFnd [ | @)

JEiIe Edit Wiew Favorites Tools Actions Help |

Inbox | 2

Folder List X| t O alF |Received I;I

@ Outlock Todap-[| (1 0 R which condition{s) do vou want ko check? Wed 01/08/2003...

..... 5 \nfected @ 0 E f"OTt -l wed 01/08/2003...

sent ko

_____ g Ezﬁr;dc?sl = i e | || with in the recipient's address = wed 01j08(2003. .
G bt o - [CEXIRER B v L.

""" Ri \Wed 01)08/2003...

""" Eg ::)r';afts ] Cl Specify words or phrases ko search For in the subject: h, 2002 ... ‘Wed 01f08§2003...

H- nbax

{ﬁ Journal % R add new: IDischarge of debtar| add Wed 01/08/2003...

EE:EEH Search list

f-4F Sent ltems BemtyE |

----- T Tasks

3 Mailbox - USTP F
?ﬂ Personal Folders
7 Public Folders

e | Cancel |

@l Cancel | < Back | Mext = | Firizh |

5 After inputting your word/phrase click on

Add, then click OK
n'a m H

stant|[Finb...  macks | B wod..| I ouatt.| B Live .. | Bruniite. | = s e s A OF B, 1:29am
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1= At the “What do you want to do with this message?” screen, highlight and select Delete
it, you can also select Permanently Delete.
1= =lex
|Einew - 2] | & | ¢ | orenly gBiRenly ko Al O Farward | BoFind | Ea | @) -]
[

J Eil= Edit Wiew Fawarites Tools Actions Help

BB O Rules wizard el

| [ Folder List |Received T I;
=35 Outlook Tod wwhat do wou want bo do with the message? Wed 08/27/20. ..
SER Nnfecte: % mowe it ko the = ﬁ:!ll:lerF " ﬂ —I -
..... mowe & copy ko khe older
_____ g gzl::;ii r | %Edelete it i E =19 I
3 Dolotec : R
""" <E+ Drafts ® ,,-” % Forward it ko as an attachment LI FV—I
E]---@ Inbox [ = .-’: me. .. I .
‘:QODL:[eZaI Rule description {click on an underlined value ko edit ith: ek I ] CE o,
5% Duthas = : b (SARS) Rep... Wed 05/20/20. ..
- Apply this rule after the message arrives k changes Tue D8/19j20...
L2 %% ?enther ‘%\ L with discharge of debtor in the subject Mon 08/ 18/20.. .
..... asks "
S5 Mailbos - US geleteli Wed 08/13/20. ..
% Calenda
----- %2 Contacts
----- 3 Delete«
5B} Drafts
F-<Eg Inbox [
A{ﬁ Journal
- MHotes
-~ Dutbox
----- £ Sent lter @I Cancel I = Back I Mext = I Finizh I J
- Tasks
-5 Personal Folders
-3 Public Folders

I [ g I -}
| EﬁSlaltI = AChS I B Live Datab...l Quattro Pr... I RWDrdPelfe...”Inhnx e |<EI5£§£E = 5% pE B, 1053 am

= |f okay to delete the items, click on Yes and then click on Next.

[ =l =]
| EA e~ | &2 | % | oreoly Morcply to Al o Forward | 2aFind | | = -|
| File Edit Wiew Favorites Tools Actions Help |
- =
Folder List =<|[1o=l8r | Received =1
Outlook Today - [ = G R add arry Sxcoptions (F necessary: . wed 01/08/2003. ..
T nfected =) g e = ) ""‘"‘: !E SB”E d"’FCE' ESE il wed 01/08/2003. ..
except iF sent anly fo me
o Ea'et"‘d‘?’ ==} R - / [] except where my narme is in the Cc bos Wed 01/08/20...
£2 Contacts = | L] 2 . [ ] excepk if my name is in the To or Cc bos wied 01/08/2003. ..
& Deleted Ite =) P [ ] except where my name is not in the To bosx wed 01/08/2003. ..
<Er Dirafts i Fu [ ] except if From =1 Whed 010082003, ..
v-<Ea Inbox (1) [= <l a ) h, 2002 ... ‘Wwed 01/08/2003, ..
Motes & i : Rule description telick on an underlined salue to edit it): wied 01/08/2003. ..
ES Dutbios Apply this rule after the message arrives
+-2 Sent ltems > with discharge of debtor in the subject
By Tasks delets it
2 Mailbox - USTF F = 2 and permanently delete it
3 Personal Folders '- H:
3 Public Folders

@] cancel | < Back Mok - Click
Next

JEH (IS | | =
R Sstart | [[Elinbox.. | I=jacks | B wordk | § Quatre | EELive D | B dischar | [Gr=f BBl = (0 = =/ 5. apiF] B, 113240

= Most of the time there will be no exceptions, if one applies select it. If no exceptions
apply, click Next.
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At the next screen, please specify a name for this rule. The shorter the name, the better.
We will simply call this rule, Discharge of Debtor. After you fill in the name of the rule,
click on Finish.

=l x|
|tien - T2 & K | Goreply Gareply ol WGFoward LFnd [ | @)

JEiIe Edit Wiew Favorites Tools Actions Help

Rules Wizard 7l x

Folderlist x| |[t|O0|wl@m _ _ |Rereived [=]
@ Outlock Todap-[| (1 0 R F‘Iraase specify a name For this rule: Wed 01/08/2003...
_____ B \nfected % 0 % In:l|su:harge of debkor wed 01/08/2003..,
..... 3 Calendar I~ R Wed 01,08,20...
_____ & Contacts = o [~ Run this rule now on messages already in "Inbox", Wed 01j08/2003
----- Deleted Ite

_____ g Draft £ Ry y v Turn on this rule Wed 01082003,

rafts % = d Wed 01/08/2003...

- Inbox 1] & ol . h, 2002 ... Wed 01/08(2003
{ﬁ Jourmal ;  Rule description (click on an undetlined walue to edit it): ! 4
..... Motes % R -1 apply this rule after the message arrives Wed 01/08{2003...
@ Outhios with discharge of debtor in the subject

[ Sent tems T delete it

..... o Tasks jrisertl and permanently delete it

3 Mailbox - USTP F \ .
73 Personal Folders _ v/ You should review|the rule
2 Public Folders description box to make sure everything

is accurate
@I Cancel < Back [Ext = | Finish I

| | |

stant|[Finbox... macns | Kwoar. | 5

Quattro..| B LiveD... | B dischar.| [ =’ il @ 0 = 25 DF B 11:32M
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EXAMPLE OF RULE WITH A SOUND NOTIFICATION

For this example we will assume that if a Hearing notice is received electronically we would like
our computer to notify us by making a specific sound. To do this:

Follow the previous steps on pages 8 to 10. On page 10 where you are asked to insert a specific
word or phrase we will input the word Hearing.

== x|
|eiten ~ 62| & X | Gorenly Goreplyto Al $GForward | Zornd B [2) .

JEiIe Edit View Favorites Tools Actions Help |

21

Folder List x|t nw |Received [~
_____ €% Calendar ﬂ % which condition{s) do you want to check? Mon 01406200

----- 2 Contacts [ |from

_____ [ ] sent ta
& Deleted | m

[ with in the recipient's address
----- Diraft
& Drafts Search Text

EI@ Inbox
""" &2 Fom 4 Specify words or phrases ko search For in the subject:
L7 SAVE

3 Joumal Add new: IHearing|

@ Olutbios

E-5E1 Sent ltems
. L5E Follow
e Tasks
= Mailbow - ISTE
----- % Calendar
----- 2 Contacts
----- {3 Deleted |
----- $EL Drafts
=3 Inbox (35
o S Proof ¢
{ﬁ Journal
----- Motes
-~ Outhox

----- 72 Sent ltems

5 Personal Folde You can insert any word or phrase here. After you insert your word
D'I"@ F'ulb'ic F°'dezlll or phrase, click on Add, then OK then Next

L L

Search list

Hermowe

| 1=
(=l
=8

i | Zancel |

ancel | < Back. | Mext = | Finish |

A

istart|[[Finbor_.  macms | FELiveDa. | I

| -
Quatie.| B wardP... | dEHafly s 2P B9 seam
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1= At the “What do you want to do with the message?” screen highlight and select “Play a

sound”

Jﬁew - | & | > |§Jﬁep|y £ Reply to Al G Forward | %Fi_nd | | @ .

JEiIe Edit V“iew Favorites Tools Actions Help

=l81x]

Rules Wizard

Falder List .
----- % Calendar = |
----- % Contacts
----- 7 Deleted |
----- B} Drafts |
=5 Inbox
-5E Fommn 4
@ CAVE
@9 Journal
----- Motes
@ Outbox

]
@

----- % Deleted |

----- B} Drafts
-2 Inbox (25

wthat do vou want to do with the message?

=

|Received

[ Flag message For
[ dlear the Message Flag

[ assign it ko the categary

[v|iplay a sound

[ start

l-"r [ mark it as

Rule description (click on an underlined value to edit it):

=

Apply this rule after the message arrives
with Hearing in the subject
play a sound

Mon 01/06/200, .,

=" Click on the sound t
sound you would like ta

o select the
use

"7 Proof ¢
{39 Journal
..... I obes @l Cancel = Back, I Mext = I Finizh
-8 Outhox
----- £ Sent ltems
----- o Tasks
&0 Personal Folde
&3 Public Folders =
1] | 3 H
#Start [T inbox...  acks | FELive Da | JE Guattio .| BT wordP._ | el 2 OF B, saam
=] =
| B e - | & | % | Boreply fEoreply toal W Forward | ZeFnd | | = v|
J File Edit ¥iew Fawvorites Tools aActions Help |
Inbox oo e
Folder List — L ceived AI
Look in: redi - -~ Tools -
% Calend: . I[:' — —I = | & oo e n 01f06/200. ..
7 Contact FMusica Minirmize ., Woy @R Robotz Exclarnation. Wy 2P Ukopia Askerisk. WAY
- {@ Delete Musica Cpen.Way @ Robotz Maximize . \Way @@ Ukopia Close. WAy
-} Drafts Musica Queskion . Way @ robotz Menu Command. WAy @@ Lkopia Critical Stop.whay
= @ 4%?‘0: Musica Recycls . Wiy @ Rrobotz Menu Popup. W asy AP Utopia Default, e
arr

RE S
(ﬁ Journal
g2 Motes

~iFE Outbox

Musica Restore Down, WAl
Musica Restore Lip. Wah
Musica Windows Exit, sy
Musica Windows Stark.way

@ Robotz Minimize ., WaY
@ robotz Open. WA
@Robotz Ciaeskion. W oy
@Robotz Recycle. WAy

@Utopia Error.WWa

@@ Utopia Exclamation. Wy
@Utopia Maximize . Wy
@Utopia Menu Command, Wk

B Sent lte Fingin. san @ Robotz Restore Down, Wi AP Utopia Menu Popup. W
LA Foll rirgouk. veaw @Probotz Restors Up. Way @ Ukopia Minimize. WA
Zh Tasks Robotz Asterisk, Waos @ R obotz windows Exit, Waw @P Ukopia Open . Woy
2 Mailbos - LIS Robotz Close. Wy @Probotz Windows Start.way @ UEopia Question. W
g Calends Fobotz Critical Stop, Wway Qﬁ;ar;.wa\i @@ Ukopia Recycle WAy
5% Contact Robotz Default, Wiy @rtada.wani @ ULopia Restare Down, W
@ D elete Faobotz Ervor. \Wasy @R ThA Microsoft Sound.wan AP Utopia Restore Up. Way
. P |
LA Pron Filz name: =1 e I
-<Z3 Jounal Files of type:  [Sound Files (*.wavy =1 cancel |
g2 Mates = = -
-FS Outbos |
45 Sent ltemns
T Tasks
- Personal Folde
G- Public Folders =
4 I I > LI
R Start | [[Sinbox..  =jacks | EELive Da. | B uato | B wordk | [ el = =% e B, s52am
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| 3 e - | =& | < |g:wgep|y €50 Reply to Al @€ Forward | 2 Find | | =) ,|
1

File Edit “iews Faworites Tools Actions Help

o = |

Rules Wizard

5 Deleted Ite
<E} Drafts

T [Inbox (2]
<52 Journal
g Motes

Folder List =|[r]l=]alF

T} Outlook Todaw - [ == 9 e

i slafected R
2 Calendar =] Cl — y
w2 Contacts = =1 9 J

Add any exceptions GF necessary:

[C I ErcapE IF Senk direcbie Fo e

[ ] except if sent only to me

[ except where my name is in the O bosx

| | except if my name is in the To or Cc box
[ except where my nams is nok in the To bosx
| | except if From

Bule description (click on an underlined value to edit it):

LmF Outbox
5= Sent lkems
s Tasks

A Mailbox - IUSTPF
3 Personal Folders
= Public Folders

Apply this rule after the message arrives
with hearing in the subject
play CAMWINMTMedisitads, wanw

[ mexe= ]

cancel | < Back Finish

ISR EIE | =
R Stant | [[Elinbox - .| BEZ Live Data_ | =4S

| Received =1
wed 01/08/2003. ..
i’ wed 01 /08,/20.__
uary 11... Wed 01/08/20...
Wed 01j08f2003. ..
[
|
=l

| v b

e

1= After you have selected your sound, click Next. At the “add any exceptions” screen,
apply if appropriate, or click Next. (Most of the time there will be No exceptions.)

At the next screen, please specify a name for this rule. The shorter the better. We will
simply name our rule Hearing. Then click Finish.

Jﬁew - | & | > |§Jﬁep|y £ Reply to Al G Forward | %Fi_nd | | @ .

JEiIe Edit V“iew Favorites Tools Actions Help

EEEda ] = m S apiE] = By od 958 an

=l81x]

Rules Wizard
Folder List X| t 0w lalF
@ Outlook Taday - [ % o e
----- B Mnfected B4 R
----- % Calendar =] cl
----- % Cortacts ) &

----- 1% Deleted Ite
----- B} Drafts

-G Inbox [2]
ﬁﬁ Journal

@ Outbos
H-512 Sent ltems
----- o Tasks

) Mailbox - USTPF
1 Personal Folders
2 Public Folders

Please specify a name For this rule:

| Received

=

r‘learing
[~ Run this rule now on messages already in "Inbox",

¥ Turm on this rule

Rule description (click on an underlined value to edit it):

l uary 11...

apply this rule after the message arrives
with hearing in the subject
play CHWINNT\Medialtads.way

Cancel < Back

fiewxt = | Finish I

N @

wed 01/08/2003..,,
wed 01,08/20...
wed 01,08/20...
wed 01/08/2003..,

[ -]

#Start | [T inbo... F¥Liven.| macus | B wodp. | @newh. | @rewh. | G 3Ma )z 5 OF 2 BAM g5
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With this rule whenever you receive a piece of electronic mail into your ECF mailbox that
has the word “Hearing” in the subject the sound “tada” will play.
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EXAMPLE OF RULE AUTOMATICALLY FORWARDING
E-MAIL TO ANOTHER PERSON

For this example, we will assume that if a “Section 341 Meeting Notice” is electronically received
we would like to forward the complete e-mail to another person for calendering. To do this:

Follow the previous steps on pages 8 t010. On page 10 where you are asked to insert a specific word
or phrase we will input the word or phrase: Meeting of Creditors or Objection Deadline.

e =
| & rew - | &2 | % | meoreply fBarcpl to Al ofF Forward | B Find | =
| Eile Edit View Favorites Tools actions Help |
Inbo>x 2] | =
Folder List | [t =k | Received [=
= Crutlook T aday = i which conditionis) do vou want ko check? e @A
- “nfectad =) c E S'?S_‘t to - et add =1 wied 01/08/200. ..
e —— W in the recipient's address
% gzﬁ';i‘?; = e 1 with in the sender's address 1 whed O1/08/200. .
Semet | S e e oot
= e
<=t ::";“3 = Sl rErel G ERroess e coomen Farr i Hhe Sulsses wed O1/08/200. ..
B Inbox
T2 Journal 8% Add new:  [Mesting of Creditors < ijg:jzgs' =
gz:zzx 5 Search list 1th, ZO0... “wed 01/0s/z00...
459 Sent Items B — I wed 01/08/200.. .
Lo Tasks
-G Mailbox - USTR
-3 Personal Folder
-5 Public Folders
L I Zancel I
=] concel | then clickon-Addg
JEN I | =
@ Stant |[[Elinbox...  Emacms | EFwode | B Quatte | BB Live Da_ | Counited | [frzf 3l P = =/ % a»@E B9, 1223PH

&= You can use one rule for multiple scenarios. To do this just click the Add button and add
another word or phrase. After you have completed them, click OK then click Next.

| A e - | & | % | Bercnly €BiRcpl to Al W85 Farward | 25 Find | | =) _|
[

File Edit ¥iews Favorites Tools Actions Help

=] =]

g2 Contacts
d Deleted I

=R Slalll =

Imyacks | B word. |

eLEDLODDeLD

21 o< P

q

| Received

il

Search Text [ 7]

Specify words or phrases ko search For in the subject:

Add new: I

Folder List =<| [t =]¢
EI@‘ Outlook Today © wwhich bype of rule do you want to create? “Wed 01087200, . .
LSES Mnfected I i Check messages when they arrive - \wed 01j08/200
B Calend. N Check messages after sending
=endar Mowe new messages From someons wed 01/08/200. ..

wed 01/08/200. ..
wed 0108200, .,
wied O1f08/200. ..
wied 01084200, ..
wed 0108200, .,

gz:gzx Search list 1th, Z00... Wwed 017087200, ..
< Sent ltems "Meeting of Creditors" or Wed 01f08/200...
“"Objection Deadline"

i Tasks
-5 Mailbox - USTP
#=-23 Personal Folder
#1523 Public Folders

Cancel
@I Zancel = Back I Mext = I Finish I
< | > -
—I |forwald to another person.bmp - F'aint| —I

& ouatt. | EELive .. | Teunin. | [FFfowa | [F =2 EEiE0 & [ = = 5. ] B, 12:24 FM
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= At the “what do you want to do with the message?” screen; highlight and select the
Forward as an attachment. In order for the receiving party to view the document, you MUST
forward the e-mail as attachment, just forwarding the e-mail will break the link to Pacer and
the forwarded document will not be there for the individual to review.

=18 x|
Jﬁew - | & | > |§Jﬁep|y £ Reply to Al G Forward | %Fi_nd | | @ .

JEiIe Edit V“iew Favorites Tools Actions Help |

Rules Wizard

Folder List x Dt .
EI"@ Dutlook Today & i what do vou wank to do with the message?
..... $EY \nfected L [ | move a copy ko the folder
[ delete it
----- % Calendar 62 ]
_____ @ Contacts [ permanently delete it
£ [ Forward it to
""" (J Deleted I E@ forward it to people or distribu...
----- &} Drafts a ] print: it
- Inbox &
@9 Journal )
----- MHotes a Rule description (click on an underlined value to edit it):
&5 Outbox & Apply this rule after the message arrives
-4 Sent ltems with Meeting of Creditors' or 'Objection Deadline’ in the s.

----- @ Tasks

-G Mailbox - USTR
-0 Personal Folder

@0 Public Folders , _— ¥=Click on
People to select

to whom it will

be forwarded

forward it toipenple or diskribition iskias an attachment

@l Cancel < Back I Mext = I Finigh |

1 — o [
ﬂﬁtarl”lnh 1= ACMS | F:W'ord | £: Quatt. | ELIVB | 7] Untitl.. | @forwa | |<H Ma‘.J&jﬁ ﬁﬂ) !Q 12:25 PM

=’From your distribution list, select the individual and click OK

== =]
| Ef e ~ | & | % | morerty fRorenly to Al o Forward | 25 Find | [ = -|

| Eile Edit View Favorites Tools Actions Help

Inbox 2 x|
Folder List =|[*IDa |‘?|£ | Received =1
= @ Outlook Today = Fluls Addrsss [=] wied 01/08/200...
-SE Snfected ==Y E Showw Mames From the: IRecipients v| wied 01/05/200. ..
LT Calendar =" wed 01708200,
g2 Contacts = Twpe Mame or Select From Lisk: wied 01/08/200. ..
-{F Deleted Il = | . wed 01/08/200. ..
B} Dirafts = Specify whom ta Forward messages wed 01 f0Bf200
i Inbox = Abad Santos. Anabel i| [adams. Linda N | wed 01/08/200. ..
<22 Journal Abbott. D amian
== - wed 01/08/Z00...
A2 Motes = Acconcia, Paula 1th, Z00... Wed 01/08/200...
TEh Outbos = &2 ACMS HELP wied 01705200
-9 Sent ltems Adarms, Dave .
LT Tasks Adams, Diana
=12 kailbox - USTP Adams, Linda
E1-UE3 Personal Folder Adams. Fiobin
=13 Public Folders Adrmin. Excharnge
Aministrative Nfficers =
Ll _’l_I -]
Meva. .. | Properties | Find. .. I
oK 1 cancel | Hel |

=] iuu:. T === I TIET T s T

I I | | =1
A stan | [[Flinb..  m=yacms | B wod | fE auar | B ive | [Slunin | [Bfowa | [ 2 BE5EE = D = = <. apiE] B, 12226 PM
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= Add any exceptions if applicable, otherwise, check the rule description for accuracy and
click Next.

=1
Juew - | = | > | v Reply 5 Reply to Al GEF Forward | %Fi_nd | :

JEiIe Edit Wiew Favorites Tools Actions Help

H ES
Falder List Xl !l ™ |"?|£ B |Received I;I
=-25F Outlock Todaw | o3 € Eete] ey CrEapliteme (F eS8 : wed 01/08/200. ..
S Mnfected | Gy € et It g::EfEID i i’ wed 01/08/200. ..
@ Calerdar & f except where my name is in the Cc bax Wed 01708/200...
[] except if my name is in the To or Cc box Wed 01/08/200...
[ | except where my name is nat in the To box wed 01/08/200. ..
[ except if from =i wed 01§08/200...

wed 01f08/200...
Wwed 01/08/200...
ith, 200... wed 01/08/200..,
Wed 01/08/200...

Rule description {click on an underlined value ko edit it):

Apply this rule after the message arrives
with Meeting of Creditors' or 'Objection Deadline' in the s.
forward it to Adams, Linda as an attachment

| I Bl

@I Cancel = Back I Mext = I Finish

JEN L [ -]
g stan|[Slinb. | macms | B wod. | B Quate. | BELive . | FElUniil. | [Fifowa.| [l 3l a0 = 55 HE B, 1227 Fu

i At the next screen specify a name for this rule. We will call our example rule: Forward.
Click Finish.

=lal x|
Jmew - | = | * | CoReply €8 Reply to Al W Forward | s Find |

JEiIe Edit Wiew Favorites Tools Actions Help |

Folder Lisk = | [Nkl . _ | Received
El--@ Outlook Today = i Flease specify a pame for this rule: wWed 01/08/200. ..
..... SE1 Mnfectad G Forward ed 01 /08200, ..
----- 3 Calendar = . ) ed 01/08/200...
..... %2 Contacts 2 ™ Run this rule now on messages already in "Inbox".! wied 01/08/200
Deleted Il
& G W Turn on this rule ‘Wed 01/08/z00...
= wed 0108200,
= Rule description {click. on an underlined value to edit it): Wed 01/08/200...
@y - - wed 0108200, .,
= Apply this rule after the message arrives 1th, 200 Wed 01/08/200
- with 'meeking of creditors' or ‘objection deadline’ in the suk ‘ = fos)
F-731 Sent ltems = Forward it to Adams, Linda as an attachment Wed 01/08/200...
----- 5 Tasks
-T2 Mailbox - USTP
#-2 Personal Folder
-G Public Folders
< I &
@l Cancel I = Back [ext = I Finish I
JEN [ i =

g stant| [[D] inbox...  mhacks | B wodP. |

Quattro...l 5% Live Da...l %-Fieal.]u...l |<Bg§'_g£g = 2% oE O, 1:24PM
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EXAMPLE OF RULE FORWARDING SPECIFIC
E-MAIL TO ANOTHER FOLDER

If you have not already done so, you will need to make another folder under your ECF e-mail inbox.
This process is shown on pages 4 to 5.

For this example we will assume that if a Proof of Claim is received through our ECF e-mail inbox
we would like our computer to automatically move the e-mail to a special folder we have created
called “Proof of Claim” so that it can be looked at on a later date.

Follow the previous steps on pages 8 to 10. On page 10 where you are asked to insert a specific
word or phrase: insert your word or phrase. For our example we will insert the phrase: Proof of
Claim.

== =]
Juew - | =% | b | o Renly 59 Reply to Al & Forward |'@Fi_nd | | [z) ,|

JEiIe Edit View Fawvorites Tools Actions Help |

21«

Folder List = ||| = |g|F | Received

:;, Outlook Today - [ which condition(s) do wou want ko checks
B2 Mnfected ||:| vehere my name is not in the To bosx |
T — | From

L Calendar S | [ sent ko —

g% Contacts - -
s
15 Deleted ltem: Searchilfext [z ] ]

-5 Drafts specify words ar phrases to search For in the subjeck:

-3 Inbox
‘(ﬁ Jaournal Add new:  |Proof of Claim
35 gz:zzx Search list
€452 Sert lberms
o Tasks

3 Mailbox - USTPF
3 Personal Folders
3 Public Folders

¥
7]

Il

add

BEeruve I

o I Cancel I

gl Cancel I < Back I Mext = Finizh I

= i =l
i start | miacms | B wodParie... | BE Duatio Pr... | BE Live Datab..|[Slinbox - . [fi=? B2 @ 00 = = S @] B, 236 PM

15" After inputting word/phrase click on Add, the click OK
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1= At the “what do you want to do with this message?” screen; highlight and select the Move
to the specified folder. Click on the specified folder and select the appropriate folder.

== =]
| Eiew - | = | ot |§Jgep|y Ep Reply bl &l W Formand | 2 Find | | =) -l

| Eile Edit Wiew Favorikes Tools Actions Help |

Rules Wizard

Folder Liskt =
Outlook Today - [

tio=lalm

| Recsivad = |

wihat do you wank ko do with the message?

...... E3 “nfected [ imowve i o Ehe, specitied folder -
B Calendar | movve & copy ko the Foider
| delete ik

@2 Contacts

ermanently delete it
3 Deleted Itam: e v

1 Forweard it o
1 Forweard it to as an attachment = |

Rule description {click on an underlined value to edit ith:

Aapply this rule after the message arrives
with Praof of Claim in the subject

'2 move it to the specified Folder
tailbox - USTF F

Th Personal Folders
3 Public Folders

=] cancel | <Back | mest = Finish |

JEH S| L= -
FRAstart | myacms | B wodr . | Auattie | EELive Do |[Einbox... [#Hpooib | = Z2Ed =31 = & S apiz] B, 237 P

)
]

[
| & mew - | & | % | Gorenly fRoreply to all WS Forward | 2o And | 63 | [2) -|
J

File Edit Wjew Faworites Tools Actions Help |

Inbox

Iy

1= x|

Folder List Xl L —— i

? Outlook Today [ = o :n_\v"_'hat do wou wtant [a} dc_! Wl-t|_1 l.:h_e Mmessagers

-5 nfected Rules Wizard il B3
B Calendar

g% Contacts Choose a folder:

{3 Deleted ltem: #-a Inbox [1] =]

5k Drafts = Journal

B2 Inbo (1) - - Motes _ Corcel |
= Journal S Outbox

-2 Motes -5 Sent ltems ew. .. -
- 5ES Outbos 5 Taszks

H-%121 Sent ltems = Mailbox - USTP Region13 Ok ECF

S Tasks [ L T T 3 Calendar
2 Mailbox - USTP F %2 Contacts
9 Perzonal Folders @ Deleted Items [41)
9 Public: Faolders

@I Cancel I < Back I Mext = | Finizh I

IEH [ 1S i3 =l
iR stan | miacns | B wode | T Quato | FElived  |[[Slinbox.. [Hpooiz | [l 22El w0 =) 5 @] B 238PM
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= Add any exceptions if applicable, otherwise, check the rule description and click Next.

— =] =]
C Mews ~ . Reply =ply ta Al OFar i Al -
5 [ | e Repl Reply to Al GEFF d Find
| Bile Edit views Favorites Tools actions Help |
Rules “Wizard >
Folder List =<|[r] = alF ] | Received = |
& Cutlook Today 1| o T Add any exceptions (if necessary): o= A ST
<E Mnfected |_liexcept if sent directly to me =
2 Calendar [] except if sent anly ko me
&2 Contact ™ £ [ ] except where my name is in the Cc bosx
ontacts . Fi [ ] except iF my name is in the To or Cc box
& Deleted Item: : [| except where my name is nok in the To bosx
Bl Dirafes [ | except if Fram hd|
o -<Ea Inbox | (11

a W

2 Journal i !

Motes Bule description {click on an underlined valus to edit iE):
<FS Outbos

Apply this rule after the message arrives
£1-5= Sent ltemns with Proof of Claim in the subject

S Tasks move it ko Ehe Proof of Claim Folder

3 Mailbox - USTPF

2 Persanal Folders CHECK RULE DESCRIPTION

3 Public Folders

(3] cancel | = Ba [T Finish |

|- —

-]
R stant | miacks | B worar. |

i Eluattro...l BERE Live D1... I Sl inbos @'prooﬂ....l |<ﬁg£3£g| (Y= Yo dpEF B 54 a9 PM

= At the next screen specify a name for this rule. We will call our example rule: Proof of
Claim. Then click on Finish.

= |

| B e ~ | =3 | < | S Reply #BaReply ko All € Forvward |'@F1nd | | Z) _|
1

Eil= Edit \iew Faworites Tools Ackions Help |

Inbox Rules Wizard 7=
Folder List = | [¢] 0 [7= [@[Fr |Received
=== | i

Clutlook Taday - [ o Please specify a name for this

it wed 01,/08/20...
TE Snfected Froof of Claim
<% Calendar
% Contacts I Run this rule now on messages already in "Inbosx -

(& Delsted lbem:
=B} Drafts

&2 Inbox (1]
<52 Journal
Lk Motes

< Outbos

S Sent ltems
Lot Tasks

3 Mailbox - USTR F
2 Personal Folders
‘& Public Folders

= Turn on this rule

Rule description {click on an underlined value to edit ith:

apply this rule after the message arrives
with Proof of Claim in the subject
movwe it ko the Proof of Claim Folder

IE]I Cancel | = Back | et = | Finish I

|l

=1
R stare| miacms | B wor. |

Quattre | EELive 0 |[Elinbox... [#rpeos | [l il @ (0 = & R ap] BO,= 239 M
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HOW TO AUTOMATICALLY DELETE THE
DELETED ITEMS FOLDER

Once an item is sent to the delete box you still have access to it until you permanently delete it from
the delete box. Your e-mail gives you the option to automatically delete your deleted items at the
end of the day or when you close your e-mail. If you do not need an item it is important to delete
it as the e-mail storage capacity is limited. To set up your e-mail to automatically delete the deleted
items at sessions end:

Go into your e-mail, select Tools, select Options. Once in the Options screen, click on the Other tab.
Under General place a check mark in the box next to “Empty the Deleted Items Folder upon
exiting.” Click on Apply and the click on OK.

|
J 2 Mew - | =] | b4 | €9 Reply $HaRenly it Al O Forward | %Fi_nd | | @ .

| Ele Edit Yiew Favorites Tools Artinns Heln

Options
Inbox

Preferences I Mail Services I Mail Format I Spelling I Security  Other

Falder List x tow |Received
..... @ Calendar ;I General
----- % Contacts ¥ Em i
pty the Deleted Items Folder upon exiting:
----- (& Deleted | £
----- B Drafts Advanced Optians. .. |
=-4Ga Inbox
4 Form 4 Autosrchive
@ SavE L, Autodrchive moves old items into an archive store and empties your
ﬂﬁ Journal Deleted Items Folder,
Autonrchive, .. |

Preview pane

IJse these options to cuskomize the appearance and behavior of the
=15 Mailbox - USTF [ (e,

..... % Calendar Prevview Pane. .. |

----- % Contacts
----- (& Deleted |
----- 5B} Drafts
£ Inbox (5]
L Proof ¢
{ﬁ Journal

5 Outtor ok | come appl
----- S Sent ltems ance appty

- Perzonal Folde”
- Public Folders =

I v | -
i Start|[[Sinbox - ... | {EIACMS £ Quattro Pr.. | ¥ wordPerte..| B8 Live Dateb..| {2’ S aElY = 2% HF BD, 11.234M
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