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Volunteer Paralegals Needed  

The court is looking for a limited number of volunteers who would be willing 
to participate in a Train-The-Trainer program.  This would require periodic 
meetings and/or telephone conferences with court staff regarding CM/ECF 
docketing events, data collection, system updates, procedure changes and 
helpful tips.  Additionally, information would be shared relating to Federal 
and Local Rule modifications, service issues, proposed order issues and 
general filing information.  It would be a way for court staff and paralegals to 
bridge the gap between the two.  These volunteer paralegals would then share 
their knowledge with other paralegals.  Please email Carolyn Baker at 
carolyn_baker@nceb.uscourts.gov by April 10, 2009, if interested. 

Update USBA Stats 

A new event has been created entitled “Update USBA Stats” and is located in 
the Bankruptcy/Miscellaneous Category.  This event will be used after April 
1, 2009, to update statistical data for the Bankruptcy Administrator.  This is in 
response to new requirements for the Bankruptcy Administrator to capture 
and store additional data elements from individual consumer debtors.  This 
event will be used to update data when schedules are filed or amended after a 
bankruptcy case has been opened. 

Request For Separate Notices 
A new event has been created entitled “Request for Separate Notice” and is 
located in the Bankruptcy/Miscellaneous category.  When the debtor and joint 
debtor reside at the same address, the BNC serves them jointly with one 
notice.  This event will allow the debtor or joint debtor to request to receive 
separate notices even though they reside together.   
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 Adding Hyperlinks 
When Word 2007 is used to create hyperlinks between documents filed in the 
same event, errors are occurring when the main document is uploaded at the 
browse for a PDF screen in CM/ECF.  The following solution has been 
provided by the Administrative Office of the Courts:    
 
1) Make sure 2007 Microsoft Office Suite Service Pack 1 (SP1) and the 2007 
Microsoft Office Add-In: Microsoft Save-As PDF or XPS are installed. They 
can be downloaded from <http://www.microsoft.com/downloads> (Select 
"Office" from "Product Families" menu at the top, select the update, download 
and install. You can also search on these names in the "Search All Download 
Center" box at the top of the website). NOTE: There are several Add-Ins for 
Save-As, make sure you download "2007 Microsoft Office Add-In: Save-As 
PDF or XPS" and not the Add-In for "Save-As PDF" or "Save-As XPS". The 
"2007 Microsoft Office Add-In: Save-As PDF or XPS" will add a "PDF or 
XPS" option to the Office, Save As menu selection in Word. 
 
(2) After installing these, open Word and select the Acrobat tab from the top 
menu bar and then select the Preferences button. A dialog box labeled Acrobat 
PDFMaker will appear. Make sure the Settings tab has the Conversion 
Settings set to "PDF/A-lb:2005(RGB)" and you must check the box for 
"Create PDF/A-1a:2005 compliant file". Click OK to save these settings. 
 
(3) Prepare a document in Word and insert a hyperlink to a different PDF file. 
(To insert a hyperlink, highlight the text, select the Insert tab from the top 
menu bar and then the hyperlink button. Browse to where the PDF document 
is saved, select it and click OK.)  
 
(4) To turn the Word file into a PDF document, you need to use the Office 
feature, select "Save As" and then "PDF or XPS" option. Name the file and 
browse to where the PDF file should be saved (if different from the default 
directory) and click Publish. To verify if the hyperlink worked, open the PDF 
file in Adobe and when you hover your mouse over the link, your mouse 
should change to a pointer finger with a "w" and a bubble should appear with 
the directory where the hyperlinked PDF file is saved. If the pointer finger 
does not have a "w", then the hyperlink did not work and you will receive the 
above-listed error message when attempting to upload this file in CM/ECF. 
 
Note: The steps for this solution were written and tested by PAMB using 
Microsoft Office Word 2007.  
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QUESTIONS/ANSWERS: 
      
   Q.  How do I go about changing the address of an existing 
creditor in a case? 

   A.  There is an event entitled “Address Change – creditor/party 
(text) for modifying the address.  Please note that this should 
only be used to modify an address.  Adding a new creditor 
requires the filing of an amendment. 

    Q.  Has the B22A – Chapter 7 Statement of Current Monthly 
Income and Means Test Calculation been changed?  What form 
should I be using? 

    A.  The B22A – Chapter 7 statement of current monthly income 
and means test calculation was revised in December of 2008 and 
that is the form that should be utilized. 

ECF Contacts: 
Donna Skinner 
Telephone Number: 252-237-0248 ext 127                                                               
E-Mail Address: Donna_Skinner@nceb.uscourts.gov 

Tina Roberson 
Telephone Number: 919-856-4752 ext 102                                                               
E-Mail Address: Tina_Roberson@nceb.uscourts.gov 

Carolyn Baker 
Telephone Number: 252-237-0248 ext 164                                                               
E-Mail Address: Carolyn_Baker@nceb.uscourts.gov 


