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Dear ERS Trainee,

Welcome to the U.S. Bankruptcy Court's Electronic Records System (ERS). The Court is pleased
that you will be participating in this historic evolution to an eectronic environment.

The ERS enables remote self-service access to virtudly al Court information and services through
the Court’ sInternet website. Utilizing the Court’ scase management system, the ERS allows Internet access
to case informationand enables dectronic documentsto be filed and linked to the database. It expandsthe
Court’ s database to include al case and proceedings documents in eectronic text or imaged form, and
dlows Internet access of al documents.

The ERS case search function is available to everyone. Cases can be searched by case number,
debtor name, or debtor socia security number. Participation inthe eectronic filing component, however,
requires traning. Before attorneys can file documents eectronicdly, the Court requires them to attend
training conducted by Court gaff. The training includes indruction on the operation of the sysem, plus
detailed information regarding how to prepare and save documents in PDF (portable document format);
how to transmit documents; and how to complete the screens found onthe web Site. The attorney receives
a password at the training that congtitutes the attorney’ s signature for the purpose of dectronic filing.
Attorneys are welcome to bring staff to the training; however, any attorney who intends to file
documents electronically is required to attend the training, since the password to electronically
file will be issued only to the attorney. Following training, each trainee is required to file documents to
atest database before filing to the live database.

Hlingdocumentse ectronicaly requires certain hardware and software, induding apersonal computer
running a standard platform such as Windows 95 or higher; Netscape 4.7 or higher (but not 6.0, which
is not competible with the Court’s system); Adobe Acrobat Writer to save documents in a portable
document format (PDF); a scanner to convert paper documentsto anelectronic file anInternet provider;
email; and avirus checker.

Levd 1 training is conducted inroom 574 of the WarrenE. Burger Federal Building at 316 N. Robert
Street in St Paul. Levd 11 training is conducted in room 201 of the Federd Courthouse at 300 South
Fourth Street in Minnegpolis. Moation filing training is from 9:00 am. to 2:00 p.m., and case opening



traning is from 2:00 p.m. to 4:00 p.m.. Training is conducted in the training room of the clerk's officein
Minnegpolis. Limited underground parking is available for afeein the municipa parking ramp. Entrance
to the ramp is on the Third Avenue side of the courthouse. Please check in with the receptionist at the
customer service desk directly off the eevator bank onthe third floor. A fifteen-minute bresk will betaken
inthe morning and afternoon, and an hour break for lunch. The courthouse hasarestaurant located inthe
lobby which is open from 7:00 am. to 2:30 p.m., and has access to the skyway and tunnd systems that
lead to severa other restaurants. Since training is progressive, it is important to attend the entire
session.

Y ouwill find a hyperlink on the training page for the credit card authorization form. Please print and
complete this form and send it as soon as possible to Martha Franco, 301 U.S. Courthouse, 300 South
Fourth Street, Minnegpolis, Minnesota55415. Thiswill enable youto autometicaly charge any gpplicable
fees for documents filed dectronicdly to your credit card. The clerk’s office requires one authorization
form per office to file documents.

Please call 651-848-1053 if you need to reschedule the training or have any questions. If you
are unable to attend training on the scheduled day, please contact the receptionist in the
Minneapolis office at (612) 664-5201.

Thank you for your interest and support of the Court's new dectronic filing program!

Sincerdly,

Patrick G. De Wane

Clerk

United States Bankruptcy Court
Digrict of Minnesota



