MARGARET A. BURKS
Standing Chapter 13 Trustee

600 Vine Street, Suite 2200
Cincinnati, OH 45202
513-621-4488
AUTHORIZATION FOR ELECTRONIC DISBURSEMENTS

Attorney Requesting Electronic Disbursement:

Attorney Name(s):










Attorney Address:











Attorney Bank Name:










Attorney Bank Address:










Attorney 13network login ID:* 
__________________________

ACH Coordinator – (Bank Contact):

Name:   





Verified by Trustee Employee:
Title:















Phone:




 





Date:



 
Account Information:

Account Name:











Routing Transit Number:






Account Number:









Account Type:


Checking       
Savings:     
Other: 













Margaret A. Burks, Standing Chapter 13 Trustee, hereafter called TRUSTEE, is hereby authorized to initiate credit entries to the account indicated above. This authority is to remain in full force and effect until TRUSTEE has received written notification from me or other authorized representative of its termination in such time and in such manner as to afford TRUSTEE a reasonable opportunity to act on it. This authorization will terminate if TRUSTEE discontinues the Electronic Creditor Disbursement Program.

Authorizing Signature





Telephone Number
(Print Name)






Email Address
Title











*Please be aware that this login will be able to access the financial information from the 13network site.

VOUCHERS MUST BE RETRIEVED FROM WWW.13NETWORK.COM
Trustee Use Only:  TNG Creditor Number(s):





How to retrieve Voucher from www.13network.com
After initial entry of the user id and password so as to access 13network information, the user will see SCREEN 1 – CASE QUERY SCREEN as shown below.  Cases may be accessed in a variety of ways as displayed via the drop down options and as listed via the search tips.  Users familiar with 13network are aware of the available access mechanisms, and for those not familiar, the access options are quite intuitive, with instructions displayed on the screen.

For users receiving payments via EFT distribution, that user will notice the link, “Click to View Vouchers” in the upper right portion of the screen, below the screen heading information.  In order for the user to see available voucher information, the user should click on this link.  Accessing case information directly may not provide the user the option to view voucher history.  The user should click on the link listed so as to navigate to the screen, which will allow for voucher retrieval.  Upon accessing the link, the user will then be directed to SCREEN 2 – TRANSACTION REFERENCE LISTING SCREEN.

<SCREEN 1 – CASE QUERY SCREEN>
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Data is Current as of: Monday, November 16, 2009

PLEASE CHOOSE FROM THE FOLLOWING OPTIONS:
Enter a Case Number. [—

Enter a Case Number Range: [ )

Click to View Youchers

Debtor's [Last Rame [Eausts Flenter vatue [
Date Ranges [Sefect Dote Range 5 [
o [ooroomo08
col| _Reset
Search Tips:

« Case Numbers should be entered as seven digit numbers. Do not enter the dash or any other
characters.

@ Al date values must be entered in the form mm/dd/yyyy. For example to use the date June 13, 2004 as
& value enter it as 06/13/2004.

« 1f a case daes not appear on the list you should verify with the trustee's affice that the case is actually on
file with their office

o Touse "IS LIKE" in a search:

© Use the wild card % to search for any string of matching characters (2.9, THOMS% willfind _
THOMAS and THOMPSON)

© Use the wild card _ (underscore) to search for single characters (.g. SM_TH_ willfind SITH and
SMYTHE).
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Users, upon being directed to SCREEN 2 – TRANSACTION REFERENCE HISTORY SCREEN, will be able to view the past three months of transaction history.  Transactions are referenced by a number.  Prior to electronic distribution, this number would be the actual check number received by the payee.  With electronic distribution, there is no actual check number; however, there is a functional check number.  This number is a unique number used as a reference number within the Trustee’s accounting system that corresponds to the applicable time period’s financial distribution.  The user will see on display this reference number (termed check number), the check date, the payee name, and the check amount.  The user will notice that the check number is underlined, and is actually a link.  Upon deciding which listed transaction should be viewed, the user should click on the desired number.  Upon access, the user will be navigated to SCREEN 3 – VOUCHER LISTING SCREEN.
<SCREEN 2 – TRANSACTION REFERENCE HISTORY SCREEN>
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LAST 3 MONTHS CHECKS FOR JONES
Check Number Payee Name Check Amount

04 11/2/2009 Jones $204.56

2 10/1/2009 Jones $204.56

20 9/1/2009 Jones $399.80
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Upon access of SCREEN 3 – VOUCHER LISTING SCREEN, the user will see all individual transactions linked to the reference/check number selected.  With electronic distribution, rather than receiving a check or checks with a voucher, the user will use this information for their accounting of the payment, and how to best apply the monies as disbursed by the Trustee operation.  This information may be printed by pressing Ctrl P, by copying and pasting the information into another program, such as WORD or EXCEL, or simply viewed.  The user will see on display the check/reference number, the applicable case number, the debtor’s name, the date of the financial transaction, the Trustee’s reference id number for the payee, the payee’s name, the accounting category of the payee, a comment field, an account number field, the principal amount of the payment, along with any interest associated with the payment if applicable.  The listing may involve one or more transactions.

Although printing, copying, and viewing are applicable features to this screen, the user may wish to employ the voucher download option.  The user will notice the link, “Right Click and Select ‘Save Target as’ to Download” in the upper right portion of the screen, below the screen heading information.  If the user would like to download the voucher information, the user should click on the link to navigate to the screen, which will allow for voucher download.  

<SCREEN 3 – VOUCHER LISTING SCREEN>
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VOUCHER LISTING: CHECK NUMBER - 04
Debtor Last | Debtor First Cred Claim | Creditor. Principal Interest
btor L. htor Fi pate | Cre Cred Name a Eamtor |comment|acct Number| Frincibal Interest

o ooz s s 11/2/2009 209 SNES o ATTORNEY s20.56 $00 gas540
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As stated previously, the user has the ability to view the page, to print the page, to copy and paste into another program such as WORD or EXCEL, or as this screen illustrates, the user can actually download a file, created in a comma delimited fashion, that can then be imported into another program.  Imports into EXCEL are quite common; the user may opt to import into another database that the user may be comfortable with from a technical expertise perspective; or the user may opt to import directly into the user’s accounting program if such subject matter technical expertise is available to the user so as to create a technical import routine into such accounting software.

The user will notice the link, “Right Click and Select ‘Save Target as’ to Download” in the upper right portion of the screen, below the screen heading information.  The user should click on the link.  The user will then be prompted to save the downloaded file (target) in an appropriate spot on the user’s local system.  Once downloaded, the user has a text file that can then be used at the user’s direction, on the user’s systems.

<SCREEN #4 – DOWNLOAD SCREEN>
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VOUCHER LISTING: CHECK NUMBER - 04 Right Click and Select "Save Tarast As’ to Dpwnload
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