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Mailing Label Instructions

This section will go over creating mailing labels using CM/ECF and Adobe Acrobat.

1. Login to CM/ECF and click on Reports.

CM ECF Bankruptcy ~  Adversary ~ gueryl Reports ~ |gti|itiesv Search Help LogOut

U.S. Bankruptcy Court
Northern District of Oklahoma
Official Court Electronic Document Filing System

This is a restricted government website for official court business only. All activities of CM/ECF
subscribers or users of this system for any purpose, and all access attempts, may be recorded and
monitored by persons authorized by the federal judiciary for improper use, protection of system
security, performance of maintenance and for appropriate management by the judiciary of its systems.
By subscribing to CM/ECEF, users expressly consent to system monitoring and to official access to data
reviewed and created by them on the system. If evidence of unlawful activity is discovered, including
unauthorized access attempts, it may be reported to law enforcement officials.

IMPORTANT: All filings with the court - including attachments - must comply with Fed. R. Bankr. P. 9037:
Social Security or taxpayer-identification numbers; dates of birth; names of minor children; and financial
account numbers may not appear except as allowed by the rule.

2. Choose “Mailing Matrix by Case” (found under the “Miscellaneous” heading).

CM ECF Bankruptcy + Adversary~ Query Reports+ Utilities+ Search Help LogOut

Reports

Frequently Used Deadlines
Cases Deadlines/Hearings
Claims Activity
Claims Register Fees
Docket Activity ~ Professional Fees Applied For/Awarded
Docket Report Professional Fees Awarded

Calendar Miscellaneous
Calendar Events  Full-Text Search

Judoment Index
I Mailing Matrix by Case I
ummary of Activity

Written Opinions
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3. Enter Case number. There are options if you want specific groups, but in this example,
we are selecting All participants. Click Next.

CM ECF Bankruptcy » Adversary~ Query Reports~ Utilities~

Mailing Matrix by Case

Case number [21-10178{ Find This Case ]

All _\Select ALL participants for case (excluding judge)
OR
Select any combination of the following

Participants Special mailing group Creditors

F -~ F

3rd Party Plaintiff [ ] sg1 Creditor Committee Members §
3rd Pty Defendant A4 592 « Creditors who have filed claims +
(] Judge [J) Attorneys [J) Debtor's attorney(s)

[J US Trustee [J Trustee

Print format
=

4. The list of creditors should now open in Adobe already formatted for mailings.

®
File Edit View E-Sign Window Help
Home  Tools ncrsquery-6pdf  x [F O] 4
% 8= ' B2 &DUQ
SN C
Label Matrix for local noticing Chief, Civil Trial Section - Central Region John Doe =
1085-4 Tax Division, U.S. Department of Justice Doe Law Office (B
Case 21-10178-R P.0. Box 7238 Address
Northern District of Oklahoma Washington, DC 20044-7238 City, OK 74103
Tulsa B
Wed Apr 5 12:09:50 CDT 2023
Internal Revenue Service Patrick J. Malloy III Office of the United States Trustee E&‘
PO Box 7346 Malloy Law Firm, P.C. PO Box 3044 &
Philadelphia, PA 19101-7346 401 S Boston Ave. Suite #500 Tulsa, OK 74101-3044
Tulsa, OK 74103-4023 B
Okla Empl. Sec. Comm. Oklahoma Empl. Sec. Comm. Oklahoma Tax Commission
P.0. Box 53039 PO Box 53039 General Counsel’s Office
Oklahoma City, OK 73152-3039 Oklahoma City, OK 73152-3039 100 N Broadway Ave, Suite 1500
Oklahoma City, OK 73102-8601
» <
Tulsa County Treasurer Tulsa County Treasurer (p) NORTHERN DISTRICT OF OKLAHOMA UNITED STATE
500 S. Denver John M. Fothergill ATTN MS MICHELLE SCHRADER
Suite 323 218 W 6th st., 8th Fl 110 W 7TH STREET
Tulsa, OK 74103-3840 Tulsa, OK 74119-1004 SUITE 300
TULSA OK 74119-1013
US SEC & EXCHANGE COMM. US Security & Exchange Comm. Rick Wilson
Midwest Regional Office 175 W. Jackson Boulevard 2049 Main St. Ste 500
175 W. Jackson Boulevard, Ste 900 Suite 900 Tulsa, OK 74103
Chicago, IL 60604-2815 Chicago, IL 60604-2908
The preferred mailing address (p) above has been substituted for the following entity/entities as so specified
by said entity/entities in a Notice of Address filed pursuant to 11 U.S.C. 342(f) and Fed.R.Bank.P. 2002 (g) (4).
I
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5. Load a sheet (or more) of Avery 5160 Labels into your printer. In Adobe Acrobat

Go to File > Print. Your mailing labels should be completed.
NOTE: Avery 5160 Labels are this size:

a. Length =2 5/8 (inch)

b. Height =1 (inch)

c. Labels come in 3 Columns and 10 Rows

A cdit View E-Sign Window Help

[ open.. Ctrl+O

EE Reopen PDFs from last session

f_?; Create b
Insert Pages J
Save As... Shift+Ctri+5
Save as Other b

1) Reduce File Size
Export To *

Protect Using Password

m Share File

Close File Ctri+W
Properties.., Ctrl=D

Ctri=+P

If you have any questions regarding filing in the CM/ECF system, you can contact the CM/ECF

Helpdesk using on the following methods.
Phone: 918-699-4072
Email: cmecf@oknb.uscourts.gov
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