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2016 Getting Started With “13Documents.com”
7-22-16
Why? Why do you need to submit documents via the “13 Document Portal”? 
These documents will be transferred to the Trustee securely; thereby protecting the Debtor(s) privacy.                                                                                                                     
This is a portal for attorneys to submit (PDF) documents.
Debtors are not allowed to submit documents via this portal.
You need to redact PII from documents prior to submission.
(PII = Personally Identifiable Information)


Please note the following:
Documents must be in a PDF format.
Document file size must be smaller than 10 Mb per document.
ALWAYS upload multiple documents of the same type SEPERATELY and use the “Document Description” box to indicate more information about the document.

Upload TAX RETURNS for each year separately and enter the tax year in the document description. IE DO NOT put multiple years of tax returns in the same PDF…do not mix personal tax returns and business tax returns in the same PDF. One PDF for each spouse if filing separately. 

When submitting BANK STATEMENTS one PDF for each account. 

When submitting PROFT\LOSS statements submit for each business separately.

When submitting APRRAISALS\VALUATIONS submit them separately for each item.

When submitting PAY ADVICES one PDF for each individual but separate PDF’s for different employers.
Note: Not following the above instructions will result in your having to resubmit your documents. 

STEP 1: REGISTRATION & ACTIVATION
1. Go to https://www.13documents.com and click on the “REGISTER” link at the top right hand corner of the page.
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documents

ogin | Register

With 13 Documents you can quickly send secure files to your Chapter 13 Trustee with the confidence
of high-grade encryption. 13 Documents integrates with popular Trustee case management systems
from vendors like BSS and Satori by attaching documents directly to cases.

Learn more »

For Trustees

13 Documents provides Trustees with an easy file transfer service. This.
service is based on public key encryption technology which ensures all
data is safe and secure. 13 Documents has been evaluated and
approved by STACS.

For more information and details on how 13 Documents can help your
Trusteeship, click the button below.

View details »
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19127-0621

For Attorneys

The benefits for attorneys are numerous, including

- Send documents to multiple Trustees from one site.
- History records with date/time stamps.

- APl access to integrate your case management software.
« And more

View details »

Privacy Statement | Terms of Use




Enter you email address in the “E-Mail Box” 
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Trustee / Filer Account Registration

Provide your e-mail address to begin account registration. After receiving the e-mail verification, click the link in the message to enter your account
details.

E-Mail

I'm not a robot

Register!

Are you a Trustee? Interested in becoming a 13 Documents participant?
Contact sales@13documents.com for more information
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19127-0621




Check the box “I’m not a robot.”

Once you check the box “I’m not a robot” another dialog box will open with pictures where you will have to make selections to prove that you are not a robot. These pictures vary and will not necessarily be the same as the ones displayed below. Once you have selected the pictures single click on “Verify”.
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When you are done selecting the picture please click “Register.”
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Trustee / Filer Account Registration

Provide your e-mail address to begin account registration. After receiving the e-mail verification, click the link in the message to enter your account
details.

E-Mail

I'm not a robot

Register!

Are you a Trustee? Interested in becoming a 13 Documents participant?
Contact sales@13documents.com for more information
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You will need to check your email for a “13 Documents” registration email.
Once you have selected “Register” this screen will appear.

Single click on “Activate Now”.
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YOUR REGISTRATION IS NOT YET COMPLETE! You MUST click the "Activate Now"
button to finish your account registration

Your registration has been received! Before you may access your new account, you must
activate. Activating your account wil take only a few moments

‘Your account s locked until you complete activation. Use the button below to activate your
account. During activation you will create a password and register with one or more
Trustee's.

Activate Now

Contact Info:
Email: support@13documents.com

Address: P.O. Box 4621 Philadelphia, PA 19127

Terms | Privacy




You will need to fill in ALL the fields to complete your registration.
When you check the box “I’m not a robot” you will have to select all the objects that match and then select “Verify”. Then you need to select “Update”.
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Userame: bill drake@ch13tampa.com
First Name:
Last Name:
Entity Name:
Address:
)
city:
state: Alabama
Zipcode:
Telephone:
Registration: 07/25/2016
Timezone: (GMT -5:00) Eastern Time
Passwords:

Must be at least & characters in length:
Must contain at least one (1) number:
Must contain at least one (1) Uppercase
letter.

Password
Repeat

F sl

I'm not a robot >
rCAPTCHA

Update




Note: You will be required to change your password every ninety days.
This is the next box that appears. Select “Request Trustee Acess”
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aTrustee or proceed to the main landing page.





You next need to selct “Kelly Remick” as your Trustee by clicking on the “Request” button. Make sure you pick your Trustee.
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Home Trustee Authorizations

Document Upload ‘You must be authorized to upload a document. You may request permission from multiple Trustees. Your request will be sent to

the Trustee and you will be informed when your request has been approved
Trustee Authorizations

Documents Report Trustee Request Status
Account Isabel C. Balboa
Russell Brown
Margaret A Burks
Faye D. English
K_Michael Fitzgerald
Barbara Foley
Jack Gooding
Adam M. Goodman
Marie-Ann Greenberg
Camille Hope
Michael G. Malaier
Mark T. McCarty
0. Byron Meredith 11l
William C. Miller
Nancy K. Neidich
Douglas W. Neway
Kelly Remick
Albert Russo
Mary Ida Townson
Mary K. Viegelahn
Jon M. Waage




After you have selected “Kelly Remick” you will see the request is “Pending”.
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You will next receive an email and text will look like what is displayed below.
The next step is to “Activate Now” to complete your registration for your account.
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13 Documents Registration

‘ou MUST click the "Activate Now"

YOUR REGISTRATION IS NOT YET COMPLE
button to finish your account registration

Your registration has been received! Before you may access your new account, you must
activate. Activating your account wil take only a few moments

‘Your account s locked until you complete activation. Use the button below to activate your
account. During activation you will create a password and register with one or more
Trustee's.

Activate Now

Contact Info:
Email: support@13documents.com

Address: P.O. Box 4621 Philadelphia, PA 19127

Terms | Privacy




Your Trustee office will receive an email and they must approve your application before your registration can progress and you can begin uploading documents.
If you do not receive an email that your application has been approved in thirty six hours please contact William Drake at 813-658-1165 at extension 120.
STEP 2: UPLOAD DOCUMENTS
Note*: It is recommended to wait three (3) days after a case is filed before attempting to upload a document. Otherwise you may receive an error indicating an invalid case number.
Go to https://www.13documents.com and select “Sign-in/Login”.
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With 13 Documents you can quickly send secure files to your Chapter 13 Trustee with the confidence of high-grade
encryption. 13 Documents integrates with popular Trustee case management systems from vendors like BSS and Satori

by attaching documents directly to cases.

Learn more »

For Trustees

13 Documents provides Trustees with an easy file transfer service. This service is
based on public key encryption technology which ensures all data is safe and secure
13 Documents has been evaluated and approved by STACS.

For more information and details on how 13 Documents can help your Trusteeship,
click the button below.

View details »
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For Attorneys

The benefits for attorneys are numerous, including

- Send documents to multiple Trustees from one site.

- History records with date/time stamps.

- APl access to integrate your case management software.
« And more

View details »

Privacy Statement | Terms of Use




Enter your “Email” address and “Password” and “Sign in”.
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Secure Login Page

Login Details
Email Email
Password | Password

Sign in Remember email?

Forgot password?

‘Scheduled maintenance will occur every Saturday between the hours of
03:00 US/Eastern and 06:00 US/Eastern. During this time, 13 Documents.
will be offline.




Select “Document Upload”
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Home Home
Welcome William Drake to the updated 13 Documents website.

Our new site provides an easy to navigate and modern design to our software.

Document Upload

Request Trustee Authorizati
equest Trustee Authorizations Using the controls to the left, you may:

Documents Report - Upload Documents
- Trustee Authorizations
Update your Account Information - Documents Report

- and Update your Account Information

New features are being added all the time check your Inbox regularly for notices from 13 Documents about upcoming features. Be.
sure to whitelist our email. support@13documents.com, in your SPAM filtering software so you don't miss important notices.
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Under “Select Your Trustee” highlight “Kelly Remick”
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You are: i Home 3 Document Upload

Home. Document Upload

Document Upload Step 1: Choose Your Trustee

Select your Trustee. v
Trustee Authorizations

o change Trustee click the "Remove defaui buton
Documents Report o

Account Send File(s) Reset
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The next screen that will appear will be as follows….click on “Browse” to go to the location on your computer of the “PDF” that you want to send.
You can upload up to ten (10) documents at one time.
[image: image15.png]Document Upload
Step 1: Choose Your Trustee

Remick, Kelly v Remove default

To change Trustee click the "Remove defaul” buton

Step 2: Select Your File(s)

You may select one or as many as ten documents at one time. You may also perform multiple selections by clicking the "Browse.
button repeatedly However you select your file(s), you may have no more than ten files in queue at one time

Selectone o more fles by pressing (TR buton wile cicking on the fle name(s),
‘Maximum file upload size 10 MB as set by Trustee.

Send File(s) Reset
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Select the document that you want to send which in this case is the “Tax Returns”.
[image: image16.png]Name Date modified Type. Size

5 1303405-Jones- 2014- st /672016135 M Adobe AcrobatD.. BT

5 1303405 Jones-20l4-wages 6016134 M Adobe AcrobatD... ke




You must name your document so it is identifiable. 

The case number must be entered without the dash, the debtors name, and the year and type of document. Do not send multiple year or mixed catergory documents in the same pdf.


[image: image17.png]Document Upload

Step 1: Choose Your Trustee

Remick, Kelly v move default

To change Trustee click the "Remove defaul” buton

Step 2: Select Your File(s)

You may select one or as many as ten documents at one time. You may also perform multiple selections by clicking the "Browse.
button repeatedly. However you select your file(s), you may have no more than ten files in queue at one time

1303405-Jones- 2014- taxes.pdf

‘Select one or more fles by pressing button while clicking on the file namefs).
Maximum file upload size 10 MB as set by Trustee.

Step 3: Identify Your File(s)

Click on the file name to expand the section and provide details for each file. Once all the details QUEUE: 1
are provided for each file the individual panel will turn green .

v 1303405-Jones- 2014- taxes pdf v

1303405 Tax Returns Tampa [2046] v

Document description (max. 140 characters)

‘You have 140 characters remaining.

Remove File

Redaction Message.

Itis the filer's responsibility to veriy that all but the last four digits of debtor(s)'s social security numbers and the social security
numbers and other personally identifiable information with regard to minor children have been permanently redacted. The.
attorney assumes complete responsibility for the redaction of such numbers and information on documents input into the system
The Trustee shall not be liable to anyone for the failure of the attorney to redact such numbers and information

(] You must agree to the stated redaction rules.




You will also need to chose the type of “document” from the pull down box.
You also need to enter the “document description” in this box.
These are the types of documents currently available in the system. (Chose one.)
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There is a notation about “Redaction” and you need to check the box and single click “Send File(s)”.
[image: image19.png]Redaction Message.

Itis the filer's responsibility to veriy that all but the last four digits of debtor(s)'s social security numbers and the social security
numbers and other personally identifiable information with regard to minor children have been permanently redacted. The
attorney assumes complete responsibility for the redaction of such numbers and information on documents input into the system
The Trustee shall not be liable to anyone for the failure of the attorney to redact such numbers and information

| You must agree to the stated redaction rules.

Send File( Reset





Once you have sent the files you will see this notation that the documents have been uploaded.
[image: image20.png]Document Upload

1303405-Jones- 2014- taxes.pdf

.o
File uploaded successfully

THIS IS NOT A CONFIRMATION/RECEIPT OF ACCEPTANCE!

Get an upload certification for document serial DOC130000000000313000 (this link expires after 5 minutes)

Upload Additional Files
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You will want to click on this link to get the “Certification of Document Receipt”.

This is the “Certification” of the documents you have sent. 

You will want to make a copy of this.
[image: image21.png]Certification of Document Receipt
13 DOCUMENTS HAS RECEIVED YOUR FILE

Document serial number: DOC130000000000313000

This is the serial number which has been assigned to your document. Use the serial number to reference this
upload with the Trustee or 13 Documents stafr.

Case Number: 130340!

Print
Received Date: Monday, July 25th 02:37:40 PM (local)
Document Type: Tax Returns Tampa
Uploaded by: Wiliam Drake <bill drake@ch13tampa.com>
In-Transit for: Kelly Remick

3046 East College Avenue
Ruskin, FL 33570
P +1(813) 658-1165

13 Documents does not make any guarantee fo the accuracy of the information provided by the filer for
any purpose.

NOTICE

To protect personally identifiable information, this document was encrypted immediately upon receipt. The 13
Documents staff is unable to view the contents of this document. Any change requests regarding this
document, the content of, or the details (i.e. document content, case number. of document type) cannot be
made. You must contact the Trustee to effect changes to this document
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ADDITIONAL NOTES-

MULTIPLE DOCUMENTS

You may upload more than one document at a time – if you were to select two documents then the screen would appear as shown below. Remember the maximum size of any ONE document is less than 10 Mb.
[image: image22.png]You may select one or as many as ten documents at one time. You may also perform multiple selections by clicking the "Browse.
button repeatedly. However you select your file(s), you may have no more than ten files in queue at one time.
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‘Select one or more fles by pressing
Maximum file upload size 10 MB as set by Trustee.

button while clicking on the file namefs).

Step 3: Identify Your File(s)

Click on the file name to expand the section and provide details for each file. Once all the details QUEUE: 2
are provided for each file the individual panel will turn green .

v 1303405_Jones-2014-wages.pdf o

1303405 Select Document Type. v

Document type must be selected

Document description (max. 140 characters)

‘You have 140 characters remaining.

Remove File

v 1303405-Jones- 2014- taxes pdf [:]

1303405 Select Document Type. v

Document type must be selected

Document description (max. 140 characters)

‘You have 140 characters remaining.

Send File(s). Reset




DOCUMENT REPORTS
If you select the “Document Report” from the left hand banner you can see what items you have uploaded. The number of items in the report is currently not restricted.
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You are: f Home 3 Reports » All Documents Logged in approximately:
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Home. All Documents
Document Upload Listing all documents uploaded by your account. This list is searchable using the search box below. The search box will search all
fields for your search term. Partial matches will be made.
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Documents Report case Received v Download Type Trustee
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ACCOUNTS
If you select “Account” from the left hand side you can change the infomration in your account such as your address, email address, etc.

[image: image24.png]13 ) DOCUMENTS

You are: f Home 3 Reports » All Documents Logged in approximately:

minutes ago

Home. All Documents
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FORGOT YOUR PASSWORD ?
If you forgot your password you can go to the main login and single click on “Forgot password?”
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Secure Login Page

Login Details
Email bill drake@ch13tampa.com|
Password | Password

signin

Remember email?

Forgot password?

‘Scheduled maintenance will occur every Saturday between the hours of
03:00 US/Eastern and 06:00 US/Eastern. During this time, 13 Documents.
will be offline.




Enter your “Email” address, pass the “I’m not a robot” and “Send Reset”.

[image: image26.png]@13 documents

Password Reset

You may request a password reset using the form below: Instructions will be sent to
your e-mail address with details on how to perform a reset of your account password.

Email Email

F sl
Im not a robot >
reCAPTCHA

Send Reset




When done using the site please remember to “Logout”
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You are: it Home /

Home
Document Upload

Request Trustee Authorizations
Documents Report

Update your Account Information

William Drake £

Logged in approximately: less than a minute ago

Home

Welcome William Drake to the updated 13 Documents website.
Our new site provides an easy to navigate and modern design to our software.
Using the controls to the left, you may:

- Upload Documents
- Trustee Authorizations

- Documents Report

- and Update your Account Information

New features are being added all the time check your Inbox regularly for notices from 13 Documents about upcoming features. Be.
sure to whitelist our email. support@13documents.com, in your SPAM filtering software so you don't miss important notices.
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If you need assistance, please contact William Drake at the Trustee’s office. 
(813-658-1165 x 120)

If you have any suggestions on how this guideline can be improved, please call William Drake at the above number.
END









