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The 0SB’s e-filing system

E-filing, a service from the Office of the Superintendent of Bankruptcy, offers trustees and
proposal administrators a quick, easy and secure alternative to paper filing.

Quick. Fach transaction can take as little as 15 to 20 seconds once you get to
know the system.

Easy. The Web screens are intuitive and easy to follow.

Secure. The system uses industry-standard 128-bit secure-socket layer, or SSL,
technology—the dominant security protocol for Internet monetary transactions
and communications.

E-filing brings many other benefits:

You'll know immediately if a submission doesn’t meet the requirements (business rules)
of the Bankruptcy and Insolvency Act (BIA).

For both Summary Administrations and Division II Proposals, you'll receive certificates of
appointment or certificates of filing 24 hours a day, 7 days a week. These certificates are
generally issued automatically.

Reference numbers will help you track every electronic submission.

You'll receive responses to submissions more quickly.
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How to use this manual

This guide follows the steps you'll take as you use the e-filing system. Start with the “Getting
Started” section to find out how to register to use the e-filing system, log in, and set up a list
of people authorized to use the system on your behalf. Then move to the section specific to
the type of filing you want to do.

You may want to follow each step in the manual until you're comfortable with e-filing. Once
you’ve mastered the basics, use the quick reference guide to refresh your memory and the table
of contents to find answers to specific questions. You may also want to refer to the glossary of
technical terms used throughout this manual.

The next section tells you how to get started with e-filing.
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In addition to an email account and access to the Internet (as a minimum, Internet Explorer 5
or Netscape Communicator 4.7), to use the e-filing system you’ll need:

off-the-shelf or proprietary insolvency software with an e-filing module;

Windows 98 (or a more recent version);

the latest version of Adobe Acrobat Reader® (free from the Adobe Web site at
www.adobe.com) to view and print certificates of appointment and certificates

of filing;

a Strategis username and password; and

for trustees/proposal administrators only, a valid licence and OSB confirmation that you

are registered to use the e-filing system.

Trustees/proposal administrators also need to register staff members who will use the e-filing

system (see “Creating and managing your user list,” page 1.7).

Registering for a Strategis

username and password

To register for a Strategis username and password (or to change your password):

Launch an Internet browser (e.g.,
Netscape, Internet Explorer) and go to the
Strategis Web site at www.strategis.gc.ca.

Click “English” to enter the site.

Click the “Registration” button on the
menu bar at the top of the screen and follow
the directions provided.

TIP

You’ll use your Strategis username
and password to log in to the
e-filing system.

Getting Started 1.1
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Registering to use the e-filing system

(trustees/proposal administrators only)
Registering is easy—simply print out the user agreement on the OSB Web site at

www.osb-bsf.gc.ca (click “Trustees in Bankruptcy” and then “E-Filing”), fill it out, and mail
or fax it to your Division Assistant Superintendent (DAS). You’ll need to provide such infor-
mation as your Strategis username, your email address and your licence number. The OSB will

contact you to confirm that you can access the e-filing system.

The user agreement may change as the e-filing system evolves. Once you are a registered user,
each new agreement will appear when you log in to the system; you can either click “Accept”

on the screen or print out the document and mail or fax it to your DAS.

The next section tells you how to log in to the e-filing system.
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You've got the right software and a Strategis username and password, and you have been
authorized by the OSB to use the e-filing system (if you haven'’t, see “What you’ll need”
on page 1.1).

Now you're ready to log in to the system. Simply follow these steps:

Launch an Internet browser (e.g., Netscape, Internet TP
Explorer) and go to http://osbh-bsf.ic.gc.ca/e-filing.
For easy access to the
e-filing system, use your
Click “English” to enter the site. browser functions to add

its Web address to your
bookmarks or favourites.
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Enter your Strategis username and password and click the “Login” button.
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Welcome to e-filing!
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Francais Contact Us Canada Site
0SB Home | Site Map What's New |AboutlUs | Registration
Mew Filing Update Preferences | Manual Logout

The first thing you may want to do after logging in is to create a list of staff members who can
e-file on your behalf. The next section takes you through this process.

If you're ready to start e-filing, check the table of contents of this manual to find the appropri-
ate section for the type of filing you’d like to do.

TROUBLESHOOTING
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(trustees/proposal administrators only)

Your “user list” is a list of people (“users”) you have authorized to use the e-filing system on
your behalf. To create a user list, or make changes to your user list, follow these steps:

Make sure you are logged in to the e-filing system (see “Logging in to the e-filing
system,” page 1.3).

Click “Preferences” on the menu bar at the top of the screen.

5
FEile Ecdl Miew Favoitez Toolz Hep
*-_-*_c@fﬁ|ﬁf§@€3@-§a=
Back Fomians S Fefisgh Homes Search Fawoibes hedia  Histoe  Mal Plint Edi Digcugs
m Contact s Help Search Canada Site il
Site Map  |What's New [AboutlUs  |Registration |
New Filing |Update | Preferences | Manual
E-Filing | preferences:
Thizs page allows you to manage the ket of individuals to whom you have
granted access 1o submit documents on your bahalf
Trustee/Proposal Administrator: Kevin James Treacy
Email Address: [kevin treacy@hotmail com &
2nd Emall Address: | John Douglas@hotmail com g
Wiould you like to subscribe to Broadcast Emails which may occasionally be B :
transmifted by the OSB E-Filing system? ® Yes  No i
I "Yes", pleage anter the email address where you would like to receive s
these Broadeast Emails: |kevin treacy@hotmail.com b
Update o
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TIP

You'll see your name and email address

near the top of the page.
Keep all email addresses up to date so the
There is also space to enter a second email system knows where to send important

address. You may want this second email address documents or messages.
to be that of one of your employees, for example,

so that both you and the employee have copies of

all messages generated by the e-filing system.

You can change either address by typing a different address in the text field and
clicking “Update.”

You can also subscribe and unsubscribe to OSB email broadcasts. These will include notices

of both planned outages and, when possible, of unscheduled shutdowns of the e-filing system.
The system can accommodate one email address. While it may be your email address, it could
also be a designated employee’s email address.

To remove a user, click the box to the right of the user’s name and Strategis username
(a checkmark will appear). Click this box for all of the users you would like to remove. To
finish, click the “Remove Checked Users” button.

To add an existing user of the e-filing system (i.e., someone who is already e-filing on
behalf of another trustee/proposal administrator) to your list, type the user’s Strategis username
in the text field, click the box to the left of the licence(s) to which the user should have access,
and then click “Associate Existing User.”
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Remove an E-Filing user fram your access list

License - 2338
The following individuals currently have access to submit documents against
thig licenge:

UseriD Hamea Remowve |
clerkl | Pipclerd clerk r

Please Mote: To remove an indvidual's access, click on the comesponding
checkbox(es) and then click Femove Checked Users®,

Remowve Checked Users

Associate an existing E-Filing user with your access list:

Please enter the individual's Strategis UserlD in the field provided, selact the
Licensa(s) to which the individual should have access, then click “Associate

Existing Usar”,
Strateqgis User ID: |
License(s): [T License 2001

Aszsociate Existing User |
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To add a new user, type the user’s Strategis username, given names, family name and email
address in the text fields, click the box to the left of the licence(s) to which the user should
have access, and then click “Add & Associate New User.”
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Add a new E-Filing user and associate them with your access lisi: i
Please enter the individual's information in the fields provided, selact the :
Licenseis) ta which the indridual should have access, then click "Add &
Azzociale Mew User”.
Strategis User i0: [
Gnen MNames: I
Family hame; | g :
Email: | &
License(s) ™ License 200 i
Add 8 Associate NewUsar | &

You'll receive confirmation by email that the changes have been made. This confirmation is
sent only to your email address, even if you've added additional email addresses.

For security reasons, you cannot access the user lists of other trustees/proposal
administrators (and vice-versa), and users who are not trustees/administrators
cannot access any user list.

Getting Started 1.9
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This section describes how to submit a new summary administration—both single
bankruptcies and joint filings.

The basics

1. Log in to the e-filing system and click “New Filing” on the menu bar.
Click “Name Search” (if you haven’t done one already).

For trustee staff, select the responsible trustee.

Click “Browse” to select the file you want to e-file.

Answer a few questions about the filing.

A S o

Verify which OSB Division Office will receive the filing. Verify in which court the
trustee would open an estate file.

7. Click “Submit this new filing.”

8. If your filing is accepted, record the reference number and print and/or save the
certificate of appointment.

If your filing needs to be manually reviewed, record the reference number and
the temporary ID number.

To reach the help desk, click
“Help” on the menu bar or call
1-877-227-3672. The help desk
is open from 8:30 am to 5 pm
(Eastern Standard Time), Monday
to Friday.

Summary Administrations 21



Log in to the e-filing system (see “Logging in to the e-filing system,” page 1.3)
and click the “New Filing” button on the menu bar at the top of the screen.
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A new screen will open. Near the top of this screen you'll see a reminder of new filings
the system will not accept.

REMINDER

The e-filing system will accept summary administrations for:
e individuals
e joint estates
e deceased debtors (court order obtained)

repeat debtors

debtors residing outside of Canada

The e-filing system will not accept summary administrations:
e for partnerships

In addition, in rare cases the system is not able to process summary administrations
for estates with previous proceedings and will ask you to file those administrations
in paper.

TIP

When you are filing a change of administration
type (bankruptcy to proposal, for example), you
should use the “New filing” button to file the initial
document package.

2.2 A step-by-step approach
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E-Filing | new filing:
Please Note:

Adthis tirme, the E-Filing system i3 unablz 1o accept Mew Filings for Yoluniary
Aggignmente and Propagals that meet any af the following criteria:

1. Administrations for partnerships,
2. adminisirations with 2 sealed document (8.g. Cash Flow Statement)

To submit this Hew Filing wvia E-Filing:

Plaase ansura that yau have completed a Mame Search on the debtor(s) for
this Mew Filing before continuing {clicking on this link will open a rew

wirifd o).

Flease complete the following information:
Trusteesddministrator Licence: | Flease sukmit . . j

Lplnad Data File: | Brovese... I
Continue |

Lasi Updated: 2005-02-28 - Irnportant Modices
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JOINT FILING

Click “Name Search” (if you haven’t done one already).

This will bring you to the OSB Web site, where you can search a Be sure to do a name search
database containing information about bankruptcies, proposals for all debtors involved in a
and petitions registered in Canada since 1978. You need to search joint filing.

this database to find out whether the debtor you are filing on behalf
of has previously been bankrupt, filed a proposal or is subject to a
petition. If the debtor has, include this information in the Statement
of Affairs and in the Estate Information Summary.

Clicking “Name Search” will open a new window on your screen.
To return to the e-filing system, simply close this window.

TIP

You can also get to the name search function by going to www.strategis.gc.ca, clicking “English” to
enter the site and clicking “Bankruptcy Search” or by going to the 0SB Web site at www.osh-bsf.gc.ca,
clicking “English” to enter the site and clicking “Insolvency Name Search.”

Summary Administrations 2.3
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3- For trustee staff, select the responsible trustee from the drop-down list.
Only trustee staff who e-file on behalf of more than one trustee, or on behalf of a trustee with
multiple licences, need to do this.

Simply click the arrow to the right of the drop-down list to see a list of the trustees you
can e-file on behalf of, and click on the appropriate trustee.

TROUBLESHOOTING

4- Click “Browse” to select the file you want to e-file.

Once you've chosen the file, click “Continue” to go to the next screen.

5- Answer a few questions about the filing.

You'll see the name of the debtor and a few questions, which you can answer by clicking the “Yes
and “No” buttons and, if required, entering information in the text field.

”n

JOINT FILING
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E-Filing | new filing:

Please complete the debtors infermation:

Given Name: John Douglas
Family Hame: ‘While

i

e

* I3 this the estate of 2 deceased? © Yes & No %@‘-
If “¥es®, has & coud order been abtained? © Yas & No ii.;'
= I5 this filing parl of the Bankmupley Assislance Program?  © Yas & No %
= Are TE% or more of the liabidities in this file the same as those in another gf
file under the BIA? C Yes & No e
If “Yes", please enter the Estate Number{s} of the other debtor(s): o
r | i
i

i

il

o

Last Updated; 2002-11-08 - Important Motices

|l

Click “Continue” to go to the next screen.

6- Verify which 0SB Division Office will receive
the filing. Verify in which court the trustee
would open an estate file.

The system automatically chooses a Division Office
and court based on the debtor’s postal code. If both
are correct, move on to step 7.

If the system displays an imcorrect Division Office
or court, select the appropriate one(s) from the drop-
down list(s).

TROUBLESHOOTING
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0SB Home [Site Map  |What's New [AboutlUs  [Registration |

Hew Filing Freferences | Manual Logout

E-Filing | new filing:

Based on the licensing, this new filing will be appointed 10 JACKSON
CAHSON INC. .

Doestination OSE Division Office:

Based an the pnmary debtor's cument address, the system has detenmined
that the destination O5B Divizion Office should be Ottawa.

[T 1he locality of the debtor is other than above, please select a new
destination Division Office fom the following menu: | Fleose Select. =]

Court Division:

Based an the pnmary debtor's cument address | the system has detenmined
that the Court Division should be 12 Ottawa.

[T 1he locality of the debtor is other than above, please select a new Court
Division from the fallowing menu: |Please Select.. =]

TrusteeProposal Sdministrator Alen to O58:

Click berz if you would like to enter any comrments of importance to be
brought to the attention of the 038

By submitting this Mew Filing the Trustee/'Proposal Administrator
hereby indicates that they have ohtained all necessany signatures.

Submit this Mew Filing |

Last Updated: 2004-402-11 Y [mporiant Motices

[ l_l_ |ﬁ [nb=rnet

s

Don’t forget to include an alert (see box) if necessary before you submit the file.

Click “Submit this new filing” to send the file to the 0SB.

ALERT

Add an alert in exceptional circumstances. You may want to alert the 0SB about a debtor’s history of
violence, for example, or that a debtor’s address should not be added to the name search database for
security reasons.

If your insolvency software allows it, you may be able to upload an alert as an XML document, instead
of using the link “Click here.”

2.6
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If your filing is accepted, record the reference number and print and/or save the
certificate of appointment.

If your filing needs to be manually reviewed, record the reference number and the
temporary ID number.

Unless there are errors in the filing (see “Troubleshooting,” page 2.10), you will see one of
two screens.

If your filing is accepted, you'll see the screen below. Simply record the reference number
and click on the hyperlink to view the certificate of appointment (if the language of the estate
differs from the language of the trustee, the certificate will be provided in both languages). The
certificate of appointment will appear on a new screen in PDF format. Print the certificate
and/or save an electronic copy to your computer (to print later).

REMINDER

Don’t forget to save and/or print the certificate of appointment—the system won’t save it for you.

3 P E3
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Bmzk Fanesrd Stop  Aelreth  Home Search Favoite: Medis  Himboy | Mal Fint Edt Dirguse

Francais Contact Lis Help g 3
E-Filing | new filing:
The Reference Murnber for this transaction is: 63502, B :
Subrnitted by Sheldon Jay Tithe. :
(2005-06-20 14:44 EDT) i
This Mew Filing has been successfully submitted. £
Estate Number: 33-749481 G

Estate Name: Idark Yales b
Estate Number: 33749482 g
Estate Name:  Sylvie Daoust e
To obtain your cerificate of appointment, please click on the link provided [ :
belaw (it will display the certificate of appaintment in a new window). You i
should then save andfor print it for your records, e
Certificate of Appointment 5
The O3B reserves the right to amend the Cedificate of Appointment. :
h Gl - =
Last Updated: 2005-05-17 . Important Motices ;
E
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If your filing needs to be manually reviewed by an Official Receiver to determine
whether it can be accepted, you'll see the screen below. Be sure to record the reference number for
the transaction, as well as the temporary ID number(s). You can use the temporary ID number(s)
to update the estate(s) while you're waiting to find out whether the filing has been accepted.

The most common reasons why a filing may need to be manually reviewed are:
e you selected a new Division Office;
. the debtor resides outside of Canada; or

e there is a previous proceeding that makes it necessary for the Official Receiver to
manually check some information (e.g., the date of the initial bankruptcy event).

The OSB may also decide to manually review the filings of certain trustees (e.g., where it has
been determined that a trustee has not been obtaining approval from the OSB to conduct
assessments by telephone).

Within two business days, you'll receive an email from the OSB telling you whether the filing has
been accepted or rejected. If the filing is accepted, the certificate of appointment will be attached
to the email. If the filing is rejected, you can find out why by contacting your Division Office.
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E-Filing | new filing:

The Reference Murnber for this transaction is: 63501,
Submitted by Sheldon Jay Title.
(2005-06-20 14:41 EDT)

PENDING REVIEW

This new filing has been successfully transmittad
and will be reviewed by an Official Receiver.
Debtor Hame: hMark Yates
Tempaorary ID Number: 33-TMPa02310

Last Updaled: 20050517 - Imporant Notices

TIP

Keep your email addresses up to date so that the system knows where to send certificates of
appointment and other important documents. For help updating email addresses, see page 1.8.

2.8 A step-by-step approach




REMINDER

Don’t forget to log out once you’ve finished using the e-filing system. Just close your browser or click
“Logout” on the menu bar and follow the instructions.
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TROUBLESHOOTING

E-Filing | new filing: ,

e

Wiga gomy, your submission cannot be accapted by the E-Filing system for o
the fllowing reasons. .. ;m
B Plgasa indicate tha percant business debt whera the Consurner Debts ;3‘:?«
Only figld is "Mo", £

® Total Estimated Realizable Walue for assets listed on the Statement ﬁ'{é"

of Affairs is greater than 310 000,
& [ate of Birth information must be included on the Estate Information
Sheet,

Tehyaads

R

Plesse comect the error(s] in the data file, and re-submit the document(g).
Please go back and comrect the erman(s) on the previous screenis), Y ou must
then re-submit the documeantis).

e

For your information, the Reference Mumber for this transaction is: 62505 :
2002-11408 15:56 EST) g

e
LT UdbhEaiat

Last Updated: 2002-11-06 - Imporian Nofices ﬁﬂ

In the next section, you'll learn how to update estates that are already in the OSB’s e-filing system.
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This section describes how to e-file new or updated documents related to an estate already in
the e-filing system. To e-file to an estate currently in paper format, you first need to change the
estate from paper to electronic format (see page 2.21).

The basics

1. Log in to the e-filing system and click “Update” on the menu bar.
2. Enter the estate number.

3. Verify that the estate name and number are correct.

=

Indicate whether you want to e-file a prescribed form or a softcopy document.

5. Upload the form or document.

6. Record the reference number. \

To reach the help desk, click
“Help” on the menu bar or call

Log in to the e-filing system (see “Logging 1-877-227-3672. The help desk is

in to the e-filing system,” page 1.3) and click open from 8:30 am to 5 pm (Eastern
the “Update” button on the menu bar at the Standard Time), Monday to Friday.

top of the screen. /
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Mew Filing Update i

TIP

When you are filing a change of administration
type (bankruptcy to proposal, for example),
you should use the “New filing” button to file
the initial document package.
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REMINDER

Enter the estate number in the text field.

You can enter a temporary estate
number until the filing is either
accepted or rejected by the OSB.

Click “Continue” to go to the next screen.

Eie Edt Wiew Favoile: Jook Help
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Hack el Stop  Felregh  Home | Search Favoites Meda  Hetoy | Mal Fiint Edf.  Digcugs
Frangais ! n||h-1 Us Search Canada Site il
Hew Filing |"‘rF||I:'r|-'III.H5 Manual LrJr||:-|i1 i
E-Fllmg | update an estate:
Flease enter the Estate Number for the estate that you would like 1o o
upidate: i
Eatate Murmber: I i
Canfinue | 57
Last Updated: 2002-11-08 - Impodant Malicas i
=
Verify that the estate name and number REMINDER
are correct.
If the estate name and number are correct, Don’t use the “Back” button (_)f your Internet
C 1w . " browser—you could unknowingly create a
click “Continue” to go to the next screen.

corrupted transaction.

TIP

For estates with more than one administration type
(e.g., when a bankrupt makes a proposal), the e-filing
system may ask you to specify in which administration
you would like to submit the document.

If the estate name and number are incorrect, simply click “Go Back” to return to the previous
screen and enter the correct estate number. Click “Continue” to go to the next screen.

JOINT FILING

If the estate you entered is part of a joint filing, all of the other estates that are part of the filing will be
listed on the screen.
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Select the type of document you would like to e-file.

Choose “Prescribed form(s)” to e-file forms (as defined by the BIA) generated by your
insolvency software. The file must be in XML format.

Choose “Softcopy document” to e-file a document

TIP that is not a prescribed form (e.g., minutes of first meeting
of creditors, financial statements, court documents). This
If you don’t have a scanner, just fax includes documents created using software such as Corel
or mail a copy to the 0SB Division WordPerfect or Microsoft Excel, as well as documents
Office that holds the electronic created by scanning a paper document.
estate file.

Click “Continue” to go to the next screen.

3

Fie Edt Yiew Favoiles Took Help
« =+ 9N 4 @ @ @ I F HA E
Bazk iz Step  FRelresh  Home | Seach Favoiles Meda  Histow | Mail Fiint Edf,  Digcuss
I~
056 Home What's New | About s Registration i
Hew Filing | Updaie Freferences | Manual | oyt i
E-Filing | update an estate: e
Please select the type of document you would like te submit against
this estate: i
Estate Humber:  32-700251 (Primary Ectata] e
Estate Hame:  Dog, Janet i
€ Prescribed formi(s] - must be in sml fsimal :
€ Softcopy document - &g, westPamsa®, Micssasn™ waid, seannad Sseumant, ate. g
Elease Mote: This Estate has been filed jointly with the following estate(s) :
+ Estate Number; 32700253 i
Estate Mame: Damask, Janet :
+ Estato Number: 52700252 i
Estate Hame:  Doherty, Janice o
Cancel | Continua | g
Last Updated: 2002-11-08 ™~ |mportant Motices i
4]
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JOINT FILING

Upload the prescribed form
or softcopy document.

The e-filing system will read the form and
To upload a prescribed form, click “Browse” decide whether it should be added to the
to select the XML file. Add an alert (see box electronic files of the other estates.
on page 2.15) if necessary and click “Submit File.”

e e ST R N S Nl S S
R T G @ ] 5 &
| Hack Forwied anﬂ@ialﬁmmm% Prind mﬁl_:'liu :
. I B
(0SB Home [Site Map  [What's New [AboutUs  [Registration |
Update Preferences
E-Filing | update an estate:
Please complete the following information:
Estate Number: 23-7/01135 (Primary Estate)
Egtate Hame:  Piche, René Mario
Please upload the file:
Browse...
Trustea/Proposal Adminisirator Alert to 056:
Click here if you would like to enter any cormments of imporance 10 be
brought to the atiention of the OSE.
Cancal Cantinug |
Last Updated: 2004-02-11 - Iipartant Motices
|@ Oone |—_ [_ I_lﬁ [nternet o

214 o o o A step-by-step approach



Prescribed Forms
There are a few points to keep in mind when submitting certain prescribed forms.

Statement of Receipts and Disbursements (form 13)
If there are dividends, you need to submit a dividend sheet with the SRD. You can do this in one of two
ways: (1) if your software allows, you can submit the dividend sheet and the SRD together in one XML

file; or (2) you can submit the SRD by itself and then upload the dividend sheet as a separate file.

In both cases, you will be asked to indicate whether inspectors were appointed and whether they

approved the SRD.
170 Report (form 82)

You’ll see a list of possible causes of bankruptcy, each with a box beside it. Click in the box(es) beside
the cause(s) that apply in this case (a checkmark will appear). If a cause isn’t listed, you can type it in

the text field.

Notice of Bankruptcy and First Meeting of Creditors (form 67)
Notice of Impending Automatic Discharge of First-time Bankrupt (form 68)
Notice of Bankruptcy and of Impending Automatic Discharge of First-time Bankrupt,

and Request of a First Meeting of Creditors (form 69)

Notice of Bankruptcy and Request of a First Meeting of Creditors (form 70)

Certificate of Discharge (form 84)

Certificate of Discharge (Conditions Met) (form 85)

These forms must be submitted as softcopy documents in a joint filing if one of the debtors has been

bankrupt on a previous occasion.

To upload a softcopy document, select a
document title from the first drop-down list.
If the title is not on the list, select “Other,” type
the document title (as descriptive as possible)
in the text field and select a document category
(i.e., initial filing, estate administration, bank-
rupt discharge or trustee discharge) from the
second drop-down list.

Then click “Browse” to select the file you want

to e-file. Add an alert (see box) if necessary and
click “Continue.” You'll see a screen with the
estate name and number and the form(s) or docu-

JOINT FILING

In a joint filing, the system will also
automatically add the document to the
electronic files of the other estates, as
shown by a checkmark in the box to the
left of the estate number. If you do not
want to add the document to these
estates, you must remove the check-
mark(s) by clicking in the box(es).

ment(s) to be submitted. You will also see a note stating that by submitting the file, you are
confirming that you have collected all necessary signatures. If everything is correct, complete

the submission by clicking the “Submit” button.

ALERT

Add an alert in exceptional circumstances. You may want to alert the 0SB about a debtor’s history of
violence, for example, or that a debtor’s address should be removed from the name search database for
security reasons.

If your insolvency software allows it, you may be able to upload an alert as an XML document, instead
of using the link “Click here.”
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Francais Comtact Us | Help Canada Site

OSBHome [Site Map  [What's New [AboutUs  [Regiswration |

Mew Filing Update Preferences | Manual Logout

E-Filing | update an estate:

Please complete the following information:

Joint Estates:
Y our subrmission will be applied to the joint estateis) selected below. Please
uncheck any esfate that is not relevant to your submission.

Estate Humber: =3-7O0951
Estate Hame:  Pichd, Helene Marie

[« Estate Mumber: T3-TO0950 (Primary Estate)
Estate Hame:  Piche, Rend Mario

Docurnent Title:
Flesse Select.. .'.l

I "Cther", please epecify:
Diocurnent Title: |

Document Category: |Flense Select |

Please upload the document:

| Blrowse.. I

Truste /P roposal Administrator Alert to OSH:
Click here if you would like to enter any comment=s of importance to be
brought to the attention of the OE6E.

Cancel I Canfinue |

Print Edt  Divcust

|ig] Dore

I_ I_ |_ |4 ntemnet

s
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Record the reference number.

You'll see a new screen with a reference number for
your records, as well as the number and name of the
estate(s) that were updated. There is also a hyperlink to
follow if you would like to submit additional forms or
documents to these estate(s).

TIP

Keep your email addresses up to
date so that the system knows
where to send automatic letters

of comment and other important
documents. For help updating email

addresses, see page 1.8.

Letter of Comment

If you’ve submitted an SRD, the system will tell you whether it is eligible for an automatic letter of
comment (see screen below). If it is, the letter will follow by email. If the SRD is not eligible, it will
be reviewed by the 0SB and you will be notified of the results (see screen on page 2.18).

Eiz Edt VYiew Fawoiles Toak Hep

L R
Back Fun-.tefd

@Dfﬁ @ Q| 3 57 E

Relrash Home Swdl Favailes  Media  Histoy | Mail Fiint Edf.  Digcuse

Frang;ais Contact s Help

0SB Home m-
Hew Filing Update F‘rFI'F-anrP'—'. Hdnllal

E-Filing | update an estate:

The Referance Mumber for this transaction is: 63501,
Submitted by Sheldon Jay Title.
(2005-086-20 14:41 EDT)

Pleasa Mote; The following estate(s) were updated;

« Estate Numher: 33-700022
Estate HName: Jean-Piere Beaulieu

The fallowing document(s) hawe been successfully submitted:
s Form 13

A letter of comment will follow by email.

Click here if you would fike to submit another document for this estate.

If you would like to submit & document against a different estate, please
click on the “Update” button in the navigation bar at the top of the screen,
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Eiz Edt Miew Faoie: Jooe Help
«,»,@@@@@a[@-gas
Hak Fanward Stop  Relregh  Home | Seach Favoiles Meda  Histoy il Fiint Edf.  Digcuss
Frangais _d
Now Filing o
E-Filing | update an estate: -
The Refarence Mumber for thiz trangaction is: 63501, i
Submitted by Sheldon Jay Title. s
(2005-06-20 14:41 EDT) e
Please Mote: The following estalels) were updated. 2
+ Estate Number: 33-700022 e
Estate Hame:  Jean-Pierre Beaulieu gl
The following docurment(s] hawe been successfully submitted: £ :
w Form 13 i
PENDING REVIEW: 0
The Statement of Receipts and Disbursements included in this submission paE
requires additional review by the Ofice of the Superintendent of Bankruptcy. i
You will be advised of the results, b
Click here if you would like to submil another document far this estate, :
If you would like to submit a document against a differant estate, please i
click on the "Update” button in the navigation bar at the top of the screen. £
ki

REMINDER

Don’t forget to log out once you've finished using the e-filing system.
Click “Logout” on the menu bar and follow the instructions or just close
your browser.
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TROUBLESHOOTING
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papeIsoe=ning

This section describes how to switch an estate file from paper to e-filing. You need to follow this

process only once for the estate to be recognized by the e-filing system. To update an estate
already in the system, go to page 2.11.

Log in to the e-filing system (see “Logging in TIP
to the e-filing system,” page 1.3) and click
“Update” on the menu bar at the top of the

Once an estate has been switched
screen.

from paper to electronic format, all
filings to the estate must be done
through the e-filing system.
Enter the estate number (as it appears on the
certificate of appointment) in the text field.

Click “Continue” to go to the next screen.

Eiz Edt VYiew Fawoiles Toak Hep

Bi:h,-{,@@fﬁ@@@‘@l%véﬁé

Gareerd Stop  Relegh  Home | Search Fawgites  Meda  Histoy | Mail Finl Edt

]
Frangais Contact Uis Cana !1 Site I

058 Home m- Whats Hew

New Filling E Preferences I'L'I.1||ual L|:|r||:-||1

E-Filing | update an estate:

Flease enter the Estate Number for the estate that you would like 1o
upidate:

Estate Murmber: I
Corkinue |

Last Updated: 2002-1108 -

Imporant Motices
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Verify that the estate name and number are correct.

The system will realize that the number isn’t in the e-filing system and assume that you're
changing a paper-based estate file to electronic format.

If the estate name and number are correct, click “Continue” to move to the next screen.

If the estate name and number are incorrect, simply click “Go Back” to return to the previous
screen and enter the correct estate number.

REMINDER

Don’t use the “Back” button of your Internet browser—you could
unknowingly create a corrupted transaction.

Eia Edt Yiew Fawoiler Toale Help

“« = DN 69 @ @ l ==

Henk Fanesrd Sten  Relresh  Home | Search Fawoiles  Meds Edi  Dipeugs

Frangais Contact Us Search Canaz |1i a hite _I

0SB Home m-
m

Hewr Filing Update Preferences

E-Filing | update an estate:

The selected estate doesn't exist in the E-Filing system. If you chonse
to proceed, the system will assume that this is the first electronic
submission for a previously paper-based estate.

Please Mote: This first submission must contain prescrbed form(s).

w [fthis is the comect estate, pleaze click the "Continue” bution to
proceed,

n [fnot, please click the "Go Back” button and enter & different Estate
MNumbear.

Estate Number: 42033561
Estate Name: LAMBERT, CLAUDE

Go Back Continue
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TIP

Upload a prescribed form.

The first electronic submission to a previously paper- Don’t e-file anything that you’ve
based estate file must be a prescribed form. Prescribed already filed in paper format.
forms contain information required to register the

estate in the e-filing system.

Click “Browse” to select the XML file. Add an alert (see box) if necessary and click
“Submit File.”

ALERT

Add an alert in exceptional circumstances. You may want to alert the 0SB about a debtor’s history of
violence, for example, or that a debtor’s address should be removed from the name search database for
security reasons.

If your insolvency software allows it, you may be able to upload an alert as an XML document, instead
of using the link “Click here.”

Prescribed Forms
There are a few points to keep in mind when submitting certain prescribed forms.

Statement of Receipts and Disbursements (form 13)

If there are dividends, you need to submit a dividend sheet with the SRD. You can do this in one of two
ways: (1) if your software allows, you can submit the dividend sheet and the SRD together in one XML
file; or (2) you can submit the SRD by itself and then upload the dividend sheet as a separate file.

In both cases, you will be asked to indicate whether inspectors were appointed and whether they
approved the SRD.

170 Report (form 82)

You’ll see a list of possible causes of bankruptcy, each with a box beside it. Click in the box(es) beside
the cause(s) that apply in this case (a checkmark will appear). If a cause isn’t listed, you can type it in
the text field.

Notice of Bankruptcy and First Meeting of Creditors (form 67)
Notice of Impending Automatic Discharge of First-time Bankrupt (form 68)
Notice of Bankruptcy and of Impending Automatic Discharge of First-time Bankrupt,
and Request of a First Meeting of Creditors (form 69)
Notice of Bankruptcy and Request of a First Meeting of Creditors (form 70)
Certificate of Discharge (form 84)
Certificate of Discharge (Conditions Met) (form 85)
These forms must be submitted as softcopy documents in a joint filing if one of the debtors has been
bankrupt on a previous occasion.
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5- Record the reference number.

You'll see a new screen with a reference number for your records, as well as the number and
name of the estate(s) that were updated. There is also a hyperlink to follow if you would like
to submit additional forms or softcopy documents to the estate.

TIP

TROUBLESHOOTING

REMINDER

Don’t forget to log out once you’ve finished using the e-filing system. Just close your
browser or click “Logout” on the menu bar and follow the instructions.

224 o o o c-iiling A step-by-step approach



Submitting a

This section describes how to e-file a new Division II proposal.

The basics

1. Log in to the e-filing system and click “New Filing” on the menu bar.
Click “Name Search” (if you haven’t done one already).

If necessary, select the responsible proposal administrator.

Click “Browse” to select the file you want to e-file.

Submit any additional documents the system asks for.

S S o

Answer some questions about the filing.

7. Verify which OSB Division Office will receive the filing. Verify in which court the proposal
administrator would open an estate file.

8. Click “Submit this new filing.”

9. If your filing is accepted, record the reference number and print and/or save the certificate
of filing.

If your filing needs to be manually reviewed, record
the reference number and the temporary ID number.

To reach the help desk, click
“Help” on the menu bar or call
1-877-227-3672. The help desk
is open from 8:30 am to 5 pm
(Eastern Standard Time), Monday
to Friday.

Division Il Proposals 3.1



Log in to the e-filing system (see “Logging in to the e-filing system,” page 1.3)
and click the “New Filing” button on the menu bar at the top of the screen.

A new screen will open. Near the top of this screen you'll see a reminder of new filings the
system will not accept.

3
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Bazk iz Stop  Relegh  Home | Search Favoiles Meda  Hetoy | Mal Fiint Edf,  Digcuss

£

Contact Us | Help Search Canada Site i
AES e About Us a
Hew Filing Manual Logout 8
1: o

REMINDER

The e-filing system will accept consumer proposals for:
individuals

joint estates

repeat debtors
debtors residing outside of Canada

The e-filing system will not accept consumer proposals:
e for partnerships

In addition, in rare cases the system is not able to process consumer proposals for
estates with previous proceedings and will ask you to file those proposals in paper.
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Francais Comtact Us Hel Canada Site

058 Home | Site Map What's New | About Us legistration

Newe Filing J Preferences | Manual Logout

E-Filing | new filing:

Please Note:
Al this time, the E-Filing system is unzble {0 accept Mew Filings for %oluntary
Agsignments and Proposals that meet any of the following cntena:

1. Adminisirations for partnarships,
2. Administrations with 2 sealed document (8.g. Cash Flow Statement).

To submit this Hew Filing wvia E-Filing:

Plaase ansura thal yau have completed a Mame Search on the debtor(s) for
this Mew Filing before continuing {clicking on this link will open a rew

sirifd o),

Please complete the following information:
Trostaeffdminisirstor Licence: | Please subi . d

Upload Data Fila: |

Corinug |

Lasi Updated: 2005-02-28 - lmporant Motices

e [ [ [ |4 mtemet

My
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2 = Click “Name Search” (if you haven’t done one already).

This will bring you to the OSB Web site, where you can search a database containing information
about bankruptcies, proposals and petitions registered in Canada since 1978. You need to search
this database to find out whether the debtor you are filing on behalf of has previously been
bankrupt, filed a proposal or is subject to a petition. If the

debtor has, include this information in the Statement of JOINT F”_ ING
Affairs and in the Estate Information Summary.

Clicking “Name Search” will open a new window on
your screen. To return to the e-filing system, simply close
this window.

TIP

3- If necessary, select the responsible proposal administrator from the drop-down list.

Only staff who e-file on behalf of more than one administrator, or on behalf of an administrator
with multiple licences, need to do this.

Simply click the arrow to the right of the drop-down list to see a list of the administrators you can
e-file on behalf of, and click on the appropriate name.

TROUBLESHOOTING
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Click “Browse” to select the file you want to e-file.

Once you've chosen the file, click “Continue” to go to the next screen.

Submit any additional documents the system asks for.

If you can’t submit all of the initial filing documents in XML format, the e-filing system will ask
you to upload the missing documents. The e-filing system will tell you which documents must
be uploaded immediately in softcopy format and which documents may be either uploaded in

softcopy format or mailed or faxed to the Division Office at a later date.

If the debtor has a previous proceeding, you may also need to submit additional documents
(see box on page 3.6).

B £ Yiw Fgohes Toh Mo ﬁl

4-.-#.@&1@@@@‘3”5'%@@
Sioo i

Back Forwpd Relrech  Home = Search Favorte: Meds  Higow Print Edt  Discine

GSB Horme | Site Map [Wiats New [About Us | Regiswation

E-Filing | new filing:

Please upload the following document in softcopy format:

Consurner Proposal - Form 47
Bromse. . |

You are also required to submit the following document; if you wish
you may upload it in softcopy format nowe:
Feport of the Administraior on the Consumer Proposal - Formn 48

Browse...

Cantinue I

@ [ [ [ |4 mtemrst

] B
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Previous Proceedings

If the debtor has a previous proceeding, the e-filing system will ask you some additional questions, and you
may need to upload some additional documents:

e you will need to confirm that the estate number, estate name and debtor’s date of birth for the previous
proceeding(s) are correct

e if any debtor in the filing has a previous proposal that was annulled or deemed annulled, and all debts
have not been paid off, you’ll need to submit a court order (electronically or by mail or fax)

e if any debtor in the filing is an undischarged bankrupt, and inspectors were appointed during the bank-
ruptcy and approved of the filing of the proposal, you’ll need to submit the Inspectors’ Resolution if you
have it (this can be done electronically or by mail or fax)

Answer some questions about the filing. JOINT FILING
You'll see the name of the debtor and a few questions For joint filings, the e-filing system auto-
which you can answer by clicking the “Yes” and matically asks these questions for each
“No” buttons and, if required, entering information debtor. Simply click on the button at the
in the text field. bottom of each screen to move to the

3.6

next debtor.
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Hewe F |||Irr Preferences | Manual

E-Filing | new filing:

Please complete the information for Debtor 1 (Primary Estate):

Given Name: Fong Mario
Family Hame: Piché

® |5 this the estale of 3 deceased? O Yoz & Mo

= Ao 75% or more of the liabilitias in thiz fila the samae as thosa in anothar
file underthe BIA? © Yes & Ho

If "“fes", please enter the Estate Mumber(s) of the other debtar(s):

Gotothe next debior =# |

@ [ [ [ @mere

sl B

Click “Continue” to go to the next screen.
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7 = Verify which 0SB Division Office will receive the filing. Verify in which court the
proposal administrator would open an estate file.

The system automatically chooses a Division Office
and court based on the debtor’s postal code. If both TIP
are correct, move on to step 8.

If the system displays an incorrect Division Office
or court, select the appropriate one(s) from the
drop-down list(s).

TROUBLESHOOTING
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[ Francais ___| Contact Us _|
0SB Home [Site Map  |What's New [AboutlUs  [Registration |

Hew Filing Freferences | Manual Logout
E-Filing | new filing:

Based on the licensing, this new filing will be appointed 10 JACKSON
CAHSON INC. .

Destination OSE Division Office:

Based an the pnmary debtor's cument address, the system has detenmined
that the destination O5B Divizion Office should be Ottawa.

[T 1he locality of the debtor is other than above, please select a new
destination Division Office from the fallowing menu: | Fleass Select. =

Court Division:

Based an the pnmary debtor's cument address | the system has detenmined
that the Court Division should be 12 Ottawa.

[T 1he locality of the debtor is other than above, please select a new Court
Division from the fallowing menu: |Please Select.. =]

TrusteeProposal Sdministrator Alen to O58:

Click berz if you would like to enter any comrments of importance to be
brought to the attention of the 038

By submitting this Mew Filing the Trustee/'Proposal Administrator
hereby indicates that they have ohtained all necessany signatures.

Submit this Mew Filing |

Last Updated: 2004-402-11 Y [mporiant Motices

] [ [ |4 nbemer
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Click “Submit this new filing” to send the file to the 0SB.

Don’t forget to include an alert (see box) if necessary before you submit the file.

ALERT

Add an alert in exceptional circumstances. You may want to alert the 0SB about a debtor’s history of
violence, for example, or that a debtor’s address should not be added to the name search database for
security reasons.

If your insolvency software allows it, you may be able to upload an alert as an XML document, instead
of using the link “Click here.”

If your filing is accepted, record the reference number and print and/or save the
certificate of filing.

If your filing needs to be manually reviewed, record the reference number and
the temporary ID number.

Unless there are errors in the filing (see “Troubleshooting” on page 3.13), you will see one of
two screens.

If your filing is accepted, you'll see the screen on the following page. Simply record the
reference number and click on the hyperlink to view the certificate of filing (if the language
of the estate differs from the language of the proposal administrator, the certificate will be
provided in both languages). The

certificate of filing will appear on REMINDER

a new screen in PDF format. Print
the certificate and/or save an
electronic copy to your computer
(to print later).

Don’t forget to save and/or print the certificate of filing—the
system won’t save it for you.

3.10 A step-by-step approach



E-Filing | new filing:

The Reference Murmber for this transaction is: 63537,
Subrnitted by Sheldon Jay Title,

{2005.06-21 14:18 EDT)
Thig Mew Filing has been successiully submitted.
Estate Humber: 33-749487
Estate Name:  Mark Mann

Estate Humber: 33-743458
Estate Name:  Sylie Mann

To abtain your certificate of filing, please click on the link provided below (it
will display the certificate of filing n a new windew). You should then save
andfor print it for your records.

Certificate of Filing

The 0SB reserves the right to amend the Cerdificate of Filing.

AP @ _

Last Updated 2005-05-17 a Imporant Notices

[@1oone- [ [t

5 |

If your filing needs to be manually reviewed by an Official Receiver to determine whether it
can be accepted, you'll see the screen on the following page. Be sure to record the reference number
for the transaction, as well as the temporary ID number(s). You can use the temporary ID number(s)
to update the estate(s) while you're waiting to find out whether the filing has been accepted.

TIP
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The most common reasons why a filing may need to be manually reviewed are:
e you selected a new Division Office
e the debtor resides outside of Canada
e ajoint filing has three or more debtors

e there is a previous proceeding that makes it necessary for the Official Receiver to
manually check some information.

The OSB may also decide to manually review the filings of certain proposal administrators (e.g.,
where it has been determined that an administrator has not been obtaining approval from the
OSB to conduct assessments by telephone).

Within two business days, you'll receive an email from the OSB telling you whether the filing has
been accepted or rejected. If the filing is accepted, the certificate of filing will be attached to the
email. If the filing is rejected, you can find out why by contacting your Division Office.
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E-Filing | new filing: -
The Reference Murnber for this transaction is: 63501, #
Submitted by Sheldon Jay Title. &
{2005-06-20 14:41 EDT) y
PENDING REVIEW 54
This new filing has been succassfully transmittad i
and will be reviewed by an Official Receiver. b
Debtor Name: Mark Yates &
Tempaorary ID Number: 33-TMPa02310 i
Cast Updated; 20050517 = Impodant Notices 5
=
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REMINDER

Don’t forget to log out once you've finished using the e-filing system. Just close your browser or click
“Logout” on the menu bar and follow the instructions.

Contact Us Help

TROUBLESHOOTING
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7} Industry Canada | 0SB | E-Filing | “ew Filing - Microsoft Internct Explorer

=01 x|

o

Ble Edt Wienw Faworites  Iook  Help

Frangais Contact Us

OSE Home [ Site Map  [What's New |Aboutlls | Registration |
[New Filing _ Update

Preferences | Manual

Search | Canada Site

E-Filing | new filing:

WWe're samy, your submission cannot be accepled by the E-Filing svstem for
the followang reasons...

n Total liabilities indicated on the Statement of Affairz excluding any
debts secured by the person's principal residence indicsted on the
E=tate Information Summary, exceeds the prescribed amourt.

» The anticipated proposal completion date exceeds the maximum
allmied by the Aet.

FPlease correct the erar(s) in the data file, and re-submit the document(s).

For your information, the Reference Flumber for this transaction is: G3543.
Submitted by Sheldon Jay Tile.
AO05-06-21 15:15 EOT)

Last Updated: 200505-17 FY [mporant Kotices

I
|E] Done [ [ [ [ ntemet .

In the next section, you'll learn how to update estates that are already in the OSB’s e-filing system.
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Updating

This section describes how to e-file new or updated documents related to an estate already in
the e-filing system. To e-file to an estate currently in paper format, you first need to change the
estate from paper to electronic format (see page 3.25).

The basics

1. Log in to the e-filing system and click “Update” on the menu bar.

Enter the estate number.

Verify that the estate name and number are correct.

Indicate whether you want to e-file a prescribed form or a softcopy document.

Upload the form or document.

A T

Submit any additional documents the system asks for.

7. Record the reference number. To reach the help desk, click \

“Help” on the menu bar or call
1-877-227-3672. The help desk

Log in to the e-filing system (see “Logging in is open from 8:30 am to 5 pm

to the e-filing system,” page 1.3) and click (Eastern Standard Time), Monday

the “Update” button on the menu bar at the to Friday.

top of the screen. /

3
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Bazk iz Step  FRelresh  Home | Seach Favoiles Meda  Histow | Mail Fiint Edf,  Digcuss
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o
0SB Home i
New Filin i
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TIP

When you are filing a change of administration type
(bankruptcy to proposal, for example), you should use the
“New filing” button to file the initial document package.
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Enter the estate number in the text field.

Click “Continue” to go to the next screen.

REMINDER

You can enter the temporary estate number until the filing is either
accepted or rejected by the 0SB.

(Fe EQ View Favodss ook Heb

t. 2. 0D daEms dEsr E
Back Feeward Stop  Refresh Howe | Semch Favodtes Meds  Hiay M Piirt Edt  Dencues
=)
Francais Contact Us Help Searc

OSE Home |Site Map  |What's New |About Us
Update

E-Filing | update an estate:

Preferences | Manual

Please enter the Estate Humber for the estate that you would like to
update:

Estate Mumber: I
Caontinue |

|£‘_‘| Done

|

[ [ [ [a ntecnct
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3- Verify that the estate name and number are correct.

If the estate name and number are correct, click “Continue” to go to the next screen.

If the estate name and number are incorrect, simply click “Go Back” to return to the previous
screen and enter the correct estate number. Click “Continue” to go to the next screen.

REMINDER

JOINT FILING

Division Il Proposals 3.17



Select the type of document you would like to e-file.

Choose “Prescribed form(s)” to e-file forms (as defined by the BIA) generated by your insol-
vency software. The file must be in XML format.

Choose “Softcopy document” to e-file a document that is not a prescribed form (e.g., minutes
of first meeting of creditors, financial statements, court documents). This includes documents
created using software such as Corel WordPerfect or Microsoft Excel, as well as documents created
by scanning a paper document.

Click “Continue” to go to the next screen. TIP

If you don’t have a scanner, just fax or
mail a copy to the 0SB Division Office
that holds the electronic estate file.

(e Edt Vs Fpoder Took Hep

«.2-9 0 3Qa & &

Back merd

F|1r|l ais Il lrinllll-

fl wdate }'n:.ic.rrlm.n‘" r."EarmaI Lu:lqmn

E-Filing | update an estate:

Flease select the type of document you would like to submii against
this estate:

Estate Mumber: 33-701135 (Primary Estate)
Estate Hame:  Piché, René Mario

" Proscribad farm{s) - must bs in mi format
0 Softcopy document - l:g.'l.-'\l'urdFl:rfl:l:lE, Mi:rusuﬂﬂ'l.-‘\hrd, scanned documert,

[i(H
Cancel | Continue |

0 | B

@ one i s
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Upload the prescribed form or softcopy document.

To upload a prescribed form, click “Browse” to select the XML file. Add an alert (see box)
if necessary and click “Continue.”

JOINT FILING

The e-filing system will read the form(s) and decide whether they should be added to the electronic
files of the other estates.

e y @ 9 ] e &
ook Forwaed 3 Hi@nl Q‘I | & Favortes  Meda  Haloy % Prnd Edt l:l_:]il _
. = = El
0SB Home Registration
Update Preferences | Manual L oy ot
E-Filing | update an estate:
Please complete the following information:
Estate Number: 23-7/01135 (Primary Estate)
Egtate Hame:  Piche, René Mario
Please upload the file:
Browse...
Trustee/Proposal Administrator Alert to OSE:
Click here if you would like to enter any cormments of imporance 10 be
brought to the atiention of the OSE.
Cancal Canmtinug |
Last Updated: 2004-02-11 - Imipartant Motices
= =
|@ Oone [ | r |ﬁ [nternet o

ALERT

Add an alert in exceptional circumstances. You may want to alert the 0SB about a debtor’s history of

violence, for example, or that a debtor’s address should be removed from the name search database for

security reasons.

If your insolvency software allows it, you may be able to upload an alert as an XML document, instead
of using the link “Click here.”

Division Il Proposals
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Prescribed Forms and Softcopy Documents
There are a few points to keep in mind when submitting certain prescribed forms and softcopy documents.
Minutes of First/Subsequent Meeting of Creditors

When you submit minutes from a meeting of creditors, the e-filing system will ask you to select the status of
the proposal as a result of the meeting. You will have one of the following choices:

e the proposal was accepted and the terms of the proposal were not altered;
e the proposal was accepted and the terms of the proposal were altered; or
e the proposal was rejected.

If the proposal was accepted and the terms were altered, you will need to submit a new EIS.
Statement of Receipts and Dishursements (form 14)

If there are dividends, you need to submit a dividend sheet with the SRD. You can do this in one of two ways:
(1) if your software allows, you can submit the dividend sheet and the SRD together in one XML file; or (2) you
can submit the SRD by itself and then upload the dividend sheet as a separate file.

In both cases, you will be asked to indicate whether inspectors were appointed and whether they approved
the SRD.

Subsequent Consumer Proposal (form 47)

When you submit a subsequent Consumer Proposal (select “Consumer Proposal - Form 47” from the drop-
down list if you upload the form in softcopy format), the e-filing system will ask you to indicate whether the
subsequent form 47 is:

e a correction (either the terms of the proposal have not changed or the terms have changed but the
creditors have not seen the original proposal); or

e an amendment.

If the form is an amendment, you will also need to indicate whether the terms have already been accepted by
the creditors.

Report of Administrator on Consumer Proposal and Conduct of Consumer Debtor (form 51)
When you submit form 51, you may also need to submit the following:

e Minutes of Meeting of Creditors
e Consumer Proposal (form 47)
e Report of Administrator on Consumer Proposal (form 48)

If you can’t submit the required form(s) with form 51 in XML format, the e-filing system will ask you to submit
them either electronically or by mail/fax. If you don’t submit the form(s) immediately, the e-filing system will
remind you that they must be submitted promptly.

To upload a softcopy document, select a document title from the first drop-down list.

If the title is not on the list, select “Other,” type the document title (as descriptive as possible)
in the text field and select a document category (i.e., initial filing, estate administration or closing
process) from the second drop-down list. Then click “Browse” to select the file you want to e-file.
Add an alert (see box on page 3.19) if necessary and click “Continue.”

You'll see a screen with the estate name and number and the form(s) or document(s) to be
submitted. You will also see a note stating that by submitting the file, you are confirming that
you have collected all necessary signatures. If everything is correct, complete the submission
by clicking the “Submit” button.
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JOINT FILING

In a joint filing, the system will automatically add the document to the other estates, as shown by a
checkmark in the box to the left of the estate number. If you do not want to add the document to these
estates, you must remove the checkmark(s) by clicking in the box(es).

«-r-»_g@m@ta@mt&-aa

Francais Contfact Lls II|‘I-

F'nr mences | Manual anu:

E-Filing I update an estate:

Please complete the following information:

Joint Estates:
Y our subrmission will be applied to the joint estateis) selected below. Please
uncheck any esfate that is not relevant to your submission.

Estate Humber: =3-7O0951
Estate Hame:  Pichd, Helere hMarie

[« Estate Mumber; T3-T00950 (Primary Estate)
Estate Hame: Piché, René Mario

Docurnent Tit le:
Flegse Select.. j

i "Oither", please specify:
Diocurment Title: |

Document Category: |Flense Select |

Please upload the document:

| Broveese.. I

Truste /P roposal Administrator Alert to OSH:
Zlick here if vou would like to enter any comments of importance to be
brought to the attention of the OEE.

Cancel I Canfinue I

a L

[i@] Dora |_|_|_ |4 [nternet
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Submit any additional documents the system asks for.

The e-filing system may ask you to upload additional documents. The e-filing system will tell you
which documents must be uploaded immediately in softcopy format and which documents may
be either uploaded in softcopy format or mailed or faxed to the Division Office at a later date.

Record the reference number.

You'll see a new screen with a reference number for your records, as well as the name and number
of the estate(s) that were updated. This screen will also list any forms or documents that were not
submitted with this filing but must be submitted within the required time periods.

There is also a hyperlink to follow if you would like to submit additional forms or documents to
the estate(s).

Letter of Comment

If you’ve submitted an SRD, the system will tell you whether it is eligible for an automatic letter of
comment (see screen below). If it is, the letter will follow by email. If the SRD is not eligible, it will
be reviewed by the 0SB and you will be notified of the results (see screen on page 3.23).

3
Fizs Edt View Fawoiles Todle Hel
« =» B [N &A@ @3 @& 3B 9 HA E
Bazk iz Step  FRelresh  Home | Seach Favoiles Meda  Histow | Mail Fiint Edf,  Digcuss

=
Frangais Contact Us Help | Canada Site e
OSH Home |Site Map  |What's New |[AboutUs  |Registration | HE

Hew Filing Preferences m B
E-Filing | update an estate:
The Reference Mumber for this transaction is: 63501, i
Submitted by Sheldon Jay Title. :
(2005-06-20 14:41 EDT) i
Please Mote: The following estate(s) were updated; p
+ Estate Number: 33-700022 i
Estate Hame:  Jean-Fierre Beauliey g
The following decument(s) have been successfully submitted i
= Form 14 -
A letter of comment will follow by email. &
Click here if you would like 10 submit another document for this estate. o
If you would like to submit & document against a different estate, please e
click on the “Update” button in the navigation bar at the top of the screen. s
[~
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Fis Edt Miew Favoiles Toale Help

“« _ » B [ A @@@@3|%-§5@
Back Fanwerd Hishoy | Mail

Ston  Relragh  Home | Search Fawoites  Meda Fiit Edi  Digcugs

Francais Contact Lls Help Search

OSE Home |Site Map  [What's New |AboutUs  [Registration |

Mew Filing Update | Preferences | Manual

Canada Site

E-Filing | update an estate:

The Refarence Mumber for this transaction is: 63501.
Submitted by Sheldon Jay Title.
(2005-06-20 14:41 EDT)

Flease Mote: The following estate(s) were updated;

« Estate Number: 33-700022
Estate Hame:  Jean-Piere Beaulieu

The following docurment(s] hawe been successfully submitted:
s Form 14

PENDING REWIEWW:

The Statement of Receipts and Disbursements included in this submission
requires additional review by the Ofice of the Superintendent of Bankruptcy.

You will be advized of the results,
Click here if you would like to submil another document far this estate,

If you would like to submit a document against a differant estate, please
click on the "Update” button in the navigation bar at the top of the screen.

REMINDER

Don’t forget to log out once you’ve finished using the e-filing system. Just close your browser or click
“Logout” on the menu bar and follow the instructions.
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This section describes how to switch an estate file from paper to e-filing. You need to follow this

process only once for the estate to be recognized by the e-filing system. To update an estate already
in the system, go to page 3.15.

TIP

Log in to the e-filing system
(see “Logging in to the e-filing
system,” page 1.3) and click
“Update” on the menu bar at
the top of the screen.

Once an estate has been switched from paper to
electronic format, all filing to the estate must be
done through the e-filing system.

Enter the estate number (as it appears on the certificate of filing) in the text field.

Click “Continue” to go to the next screen.

Eiz Edt VYiew Fawoiles Toak Hep

« = B N Al @ @3 ¢ | B 353 HA =
Bazk iz Step  FRelresh  Home | Seach Favoiles Meda  Histow | Mail Fiint Edt

]
Frangais Contact Uis Cana !1 Site I

058 Home m- Whats Hew

New Filling

Preferences | .mual L|:|r||:-||1

E-Filing | update an estate:

Flease enter the Estate Number for the estate that you would like 1o
upidate:

Estate Murmber: I
Corkinue I

Last Updated: 2002-1108 - Imporant Motices
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Verify that the estate name and number are correct.

The system will realize that the number isn’t in the e-filing system and assume that you're
changing a paper estate file to electronic format.

If the estate name and number are correct, click “Continue” to go to the next screen.

If the estate name and number are incorrect, simply click “Go Back” to return to the previous
screen and enter the correct estate number.

REMINDER

Don’t use the “Back” button of your Internet browser—you could
unknowingly create a corrupted transaction.

Eia Edt Yiew Fawoiler Toale Help

«,»,@@fﬁ| & l =l B

Baak Fanwerd Stop  Ralrash  Home me h‘ls:ia Edl  Digeues

Frangais Contact Us

Search Canaz |1i a hite il
0SB Home m-
m

Hewr Filing Update Preferences

E-Filing | update an estate:

The selected estate doesn't exist in the E-Filing system. If you chonse
to proceed, the system will assume that this is the first electronic
submission for a previously paper-based estate.

Please Mote: This first submission must contain prescrbed form(s).

w [fthis is the comect estate, pleaze click the "Continue” bution to
proceed,

n [fnot, please click the "Go Back” button and enter & different Estate
Murnber.

Estate Number: 42033561
Estate Name: LAMBERT, CLAUDE

Go Back Continue
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4. Upload a prescribed form.

The first electronic submission to a
previously paper estate file must be

a prescribed form. Prescribed forms
contain information required to register
the estate in the e-filing system.

Click “Browse” to select the XML file.
Add an alert (see box) if necessary and
click “Submit File.”

ALERT

Division Il Proposals
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Prescribed Forms
There are a few points to keep in mind when submitting certain prescribed forms.
Statement of Receipts and Dishursements (form 14)

If there are dividends, you need to submit a dividend sheet with the SRD. You can do this in one of two ways:
(1) if your software allows, you can submit the dividend sheet and the SRD together in one XML file; or
(2) you can submit the SRD by itself and then upload the dividend sheet as a separate file.

In both cases, you will be asked to indicate whether inspectors were appointed and whether they approved
the SRD.

Subsequent Consumer Proposal (form 47)

When you submit a subsequent Consumer Proposal (form 47), the e-filing system will ask you to indicate
whether the subsequent form 47 is:

e a correction (either the terms of the proposal have not changed or the terms have changed but the
creditors have not seen the original proposal); or

e an amendment.

If the form is an amendment, you will also need to indicate whether the terms have already been accepted by
the creditors.

Report of Administrator on Consumer Proposal and Conduct of Consumer Debtor (form 51)
When you submit form 51, you may also need to submit the following:

e Minutes of Meeting of Creditors

e Consumer Proposal (form 47)

e Report of Administrator on Consumer Proposal (form 48)

If you can’t submit the required form(s) with form 51 in XML format, the e-filing system will ask you to submit
them either electronically or by mail/fax. If you don’t submit the form(s) immediately, the e-filing system will
remind you that they must be submitted promptly.

Record the reference number.

You'll see a new screen with a reference number for your records, as well as the number
and name of the estate(s) that were updated. There is also a hyperlink to follow if you would
like to submit additional forms or softcopy documents to the estate.

3.28 A step-by-step approach



TROUBLESHOOTING

REMINDER

Don’t forget to log out once you’ve finished using the e-filing system. Just close your browser or click
“Logout” on the menu bar and follow the instructions.
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Submitting a

This section describes how to e-file a new ordinary administration for either a corporation
or an individual.

The basics

1.

A T o

Log in to the e-filing system and click “New Filing” on the menu bar.
Click “Name Search” (if you haven’t done one already).

If necessary, select the responsible trustee.

Click “Browse” to select the file you want to e-file.

Submit any additional documents the system asks for.

Answer some questions about the filing.

Verify which OSB Division Office will receive the filing. Verify in which court the trustee
would open an estate file.

Click “Submit this new filing.”

Record the reference number and the temporary ID number.

To reach the help desk, click
“Help” on the menu bar or call
1-877-227-3672. The help desk
is open from 8:30 am to 5 pm
(Eastern Standard Time), Monday
to Friday.

Ordinary Administrations
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Log in to the e-filing system (see “Logging in to the e-filing system,” page 1.3)
and click the “New Filing” button on the menu bar at the top of the screen.

A new screen will open. Near the top of this screen you'll see a reminder of new filings the
system will not accept.
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REMINDER

The e-filing system will accept ordinary administrations for:

individuals

repeat debtors

debtors residing outside of Canada
e corporations

The e-filing system will not accept ordinary administrations:
e for partnerships

TIP

When you are filing a change of administration
type (bankruptcy to proposal, for example), you
should use the “New filing” button to file the initial
document package.
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Canada Site

Francais Conlact Ls Help
0SB Home |Site Map | What's New |AboutUs  |Registration |
Hew Filin Preferences | Manual

E-Filing | new filing:

Please Mote:
At this time, the E-Filing system is unahble to accept Mew Filings for Wolurtary
Aasignments and Proposals that mest any of the fallovang criteria;

1. Administrations for partnarships,
2. Administrations with a gealed document [e.g. Cagh Flow Statement),

To submit this Hew Filing via EFiling:

Flease ensure that you have completed a Mams Search on the debtons] for
this Mewe Filing befora continuing (clicking on this link will apen a new

i il c]

Flease complete the following infanmation:
TrusteetAdministrator Licence: | Please submit . j

Lipload Data File: Browse... |
Cantinue |

Last Updated: 2005-02-28 Y [rmportant Motices
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2 = Click “Name Search” (if you haven’t done one already).

This will bring you to the OSB Web site, where you can search a database containing information
about bankruptcies, proposals and petitions registered in Canada since 1978. You need to search this
database to find out whether the debtor you are filing on behalf of has previously been bankrupt,
filed a proposal or is subject to a petition. If the debtor has, include this information in the
Statement of Affairs and in the Estate Information Summary.

Clicking “Name Search” will open a new window on your screen. To return to the e-filing
system, simply close this window.

TIP

3- If necessary, select the responsible trustee from the drop-down list.

Only statf who e-file on behalf of more than one trustee, or on behalf of a trustee with multiple
licences, need to do this.

Simply click the arrow to the right of the drop-down list to see a list of the trustees you can e-file
on behalf of, and click on the appropriate name.

TROUBLESHOOTING
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Click “Browse” to select the file you want to e-file.

Once you've chosen the file, click “Continue” to go to the next screen.

Submit any additional documents the system asks for (for corporations only).

The e-filing may ask you to upload additional documents. The e-filing system will specity that
these documents must be uploaded immediately in softcopy format.

Bl B Neew Fgroies Jooh Heb ﬁl
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Bk Forwpd Sop A Search Faverde: Meda  Histon Frint Ect  Diecuss
Francais Cantact ls Help Canada Site
0SB Home
Mew Filing | Update Preferences mm
E-Filing | new filing:
Please complete the debtor’s information:
Company Name: Green's Greenhouse Ltd-Ltée
= Please upload one of the following documents in softcopy format:
Diractors' Resolution:
| Browse. .
Coutt Order Authonging Sesignmant:
| Browse. .
= Afe T5% or mare of the liabilities in this file the same as those in another
fila under the BIA? © Yas & No
If"¥es", please entar the Estata Mumber(s) of the other debton(s):
Last Ladatad: 2005.05-17 Y Important Motices
- =i
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Answer some questions about the filing.

You'll see the name of the debtor and a few questions that you can answer by clicking the “Yes”
and “No” buttons and, if required, entering information in the text field.

Hew Filine ] ulaip Prpinrnurur | Manual

E-Filing | new filing:

Flease complete the dehtor’s information;

Given Mame: Joff Douglas
Family Mame: Whitzon

® |3 this the estate of a deceased? € Yes @ Mo
I *Yes", has a cour order been obtained?  © Yes & Mg

= Are 5% or rmore of the liabilities in this file the same as those in another
file under the BIAT € Yas & o
IF*es" please antar the Estale Mumben(s) of the other debtons):

Continue |

Lact Lpdated: 2005.05-17 Y Important Motices

a I
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Click “Continue” to go to the next screen.
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7 = Verify which 0SB Division Office will receive the filing. Verify in which court the
trustee would open an estate file.

The system automatically chooses a Division Office
and court based on the debtor’s postal code. If both
are correct, move on to step 8.

If the system displays an incorrect Division Office
or court, select the appropriate one(s) from the
drop-down list(s).

TROUBLESHOOTING
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0SB Home [Site Map  |What's New [AboutlUs  [Registration |

Hew Filing Freferences | Manual Logout
E-Filing | new filing:

Based on the licensing, this new filing will be appointed 10 JACKSON
CAHSON INC. .

Destination OSE Division Office:

Based an the pnmary debtor's cument address, the system has detenmined
that the destination O5B Divizion Office should be Ottawa.

[T 1he locality of the debtor is other than above, please select a new
destination Division Office from the fallowing menu: | Fleass Select. =

Court Division:

Based an the pnmary debtor's cument address | the system has detenmined
that the Court Division should be 12 Ottawa.

[T 1he locality of the debtor is other than above, please select a new Court
Division from the fallowing menu: |Please Select.. =]

TrusteeProposal Sdministrator Alen to O58:

Click berz if you would like to enter any comrments of importance to be
brought to the attention of the 038

By submitting this Mew Filing the Trustee/'Proposal Administrator
hereby indicates that they have ohtained all necessany signatures.

Submit this Mew Filing |

Last Updated: 2004-402-11 Y [mporiant Motices
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Click “Submit this new filing” to send the file to the 0SB.

Don’t forget to include an alert (see box) if necessary before you submit the file.

ALERT

Add an alert in exceptional circumstances. You may want to alert the 0SB about a debtor’s history of
violence, for example, or that a debtor’s address should not be added to the name search database for
security reasons.

If your insolvency software allows it, you may be able to upload an alert as an XML document, instead
of using the link “Click here.”

Record the reference number and the temporary ID number.

Unless there are errors in the filing (see “Troubleshooting” on page 4.11), you will see the
following screen.

Your filing will be manually reviewed by an Official Receiver to determine whether it can be
accepted. Be sure to record the reference number for the transaction, as well as the temporary ID
number. You can use the temporary ID number to update the estate while you're waiting to find
out whether the filing has been accepted.

3

Fis Edt View Fawoiles Todle Help
« = @ [ & @ @ @ | B S F E
Bazk iz Step  FRelresh  Home | Seach Favoiles Meda  Histow | Mail Fiint Edf,  Digcuss
Francais | Contact s | Help :'I
| Preferences it
E-Filing | new filing: .
The Reference Murnber for this transaction is: 63501, %
Submitted by Sheldon Jay Title. &
(2005-06-20 14:41 EDT) y
PENDING REVIEW i
This new filing has been successfully transmittad i
and will be reviewed by an Official Receiver. b
Debtor Mame: hark Yates &
Temparary ID Numbar: 33-ThPa02310 i
Cast Updated; 20050517 = Impodant Notices 5
=

Ordinary Administrations 4.9



Within two business days, you'll receive an email from the OSB telling you whether the filing has
been accepted or rejected. If the filing is accepted, the certificate of appointment will be attached
to the email. If the filing is rejected, you can find out why by contacting your Division Office.

TIP

REMINDER

Don’t forget to log out once you’ve finished using the e-filing system. Just close your browser or click
“Logout” on the menu bar and follow the instructions.

Francais Contact Us 1 Search Canada Site
058 Home
New Filing Update
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TROUBLESHOOTING

E-Filing | new filing:

Wate gamy, your submigsion cannat be accepled by the E-Filing syetem for
the following reasans...

w The Estate Information Sheet must cortain an answer to the
previousdcurent procesding question.

w The license information recomded onthe Estate Information Sheet
does not maich the license information associated with the user.

Please correct the errar(=) in the data file, and re-subrmit the documentis).

For your information, the Reference Momber for this transaction 15 53545,
Subrmitted by Sheldan Jay Title.
(2005-06-22 9:13 EDT)

Last Updated: 200505-17 -

e e A e |

In the next section, you'll learn how to update estates that are already in the OSB’s e-filing system.
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Updating

This section describes how to e-file new or updated documents related to an estate already in
the e-filing system. To e-file to an estate currently in paper format, you first need to change the
estate from paper to electronic format (see page 4.21).

The basics

1. Log in to the e-filing system and click “Update” on the menu bar.

Enter the estate number.

Verify that the estate name and number are correct.

Indicate whether you want to e-file a prescribed form or a softcopy document.

Upload the form or document.

A T

Record the reference number. \
To reach the help desk, click

“Help” on the menu bar or call

1-877-227-3672. The help desk

Log in to the e-filing system (see “Logging in
9l ving sy ( gging | is open from 8:30 am to 5 pm

to the e-filing system,” page 1.3) and click )
the “Update” button on the menu bar at the (Eastern Standard Time), Monday
to Friday.
top of the screen. /

Eiz Edt VYiew Fawoiles Toak Hep

« =» 9 [N & @ @ @ 3B 3 H E

Eok Fonaerd Stop  Relregh  Home | Seach Favoites Meds  Hetoy | Mal Fiint Edf.  Digcugs

Francais Contact Us Help Searc h r'.m_hlj Site

| Preferences

| Manual

TIP

When you are filing a change of administration
type (bankruptcy to proposal, for example),
you should use the “New filing” button to file

the initial document package.
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Enter the estate number in the text field.

Click “Continue” to go to the next screen.

REMINDER

You can enter the temporary estate number until the filing is either
accepted or rejected by the OSB.

B EN S oy ok ee:
€& o Qo ﬂ-ﬁ|@ - @ @|-& @ (=]
Bk Feeward Stop  Refresh Howe | Semch Favodtes Meds  Hiay Mad Piirt Edt  Dimciss
=
Frangais
OSE Home |Site Map  |What's New |About Us
i__l||i.-|1|-_- Preferences | Manual
E-Filing | update an estate:
Please enter the Estate Humber for the estate that you would like to
update:
E=tate Mumber: I
Continue |
[ -
[&] pone [ [ [ [a ntecnct i
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3- Verify that the estate name and number are correct.

If the estate name and number are correct, click “Continue” to go to the next screen.

If the estate name and number are incorrect, simply click “Go Back” to return to the previous
screen and enter the correct estate number. Click “Continue” to go to the next screen.

REMINDER

Don’t use the “Back” button of your Internet browser—you could
unknowingly create a corrupted transaction.

TIP
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4- Select the type of document you would like to e-file.

Choose “Prescribed form(s)” to e-file forms (as defined by the BIA) generated by your insol-
vency software. The file must be in XML format.

Choose “Softcopy document” to e-file a document that is not a prescribed form (e.g., minutes
of first meeting of creditors, financial statements, court documents). This includes documents
created using software such as Corel WordPerfect or Microsoft Excel, as well as documents created
by scanning a paper document.

Click “Continue” to go to the next screen. TIP

Lo ot

E-Filing | update an estate:

Flease select the type of document you would like to submii against
this estate:

Estate Mumber: 33-701135 (Primary Estate)

Estate Hame:  Piché, Rend kario

" Proscribad farm{s) - must bs in mi format

™ Soficopy document - eg wordPerfedt™, Microso @™ iard, scanned documert,
[ ()

_ Cancel | [ Continue

ol

(& pone T T @ weenet
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Upload the prescribed form or softcopy document.

To upload a prescribed form, click “Browse” to select the XML file. Add an alert (see box on
page 4.18) if necessary and click “Continue.”

fle EGt \iew Favodes ook Heb _

- 2AR882368

~ Back Fomvard Step  Refreth  Home Favorbes M Prind Edt :
. = = El
0SB Home Registration
Update Preferences | Manual L oy ot
E-Filing | update an estate:
Please complete the following information:
Estate Number: 23-7/01135 (Primary Estate)
Egtate Hame:  Piche, René Mario
Please upload the file:
Browse...
Trustee/Proposal Administrator Alert to OSE:
Click here if you would like to enter any cormments of imporance 10 be
brought to the atiention of the OSE.
Cancal Canmtinug |
Last Updated: 2004-02-11 - Imipartant Motices
= =
|@ Oone [ | r |ﬁ [nternet o
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Prescribed Form
There are a few points to keep in mind when submitting certain prescribed forms.
Statement of Receipts and Dishursements (form 12)

If there are dividends, you need to submit a dividend sheet with the SRD. You can do this in one of two ways:
(1) if your software allows, you can submit the dividend sheet and the SRD together in one XML file; or (2) you
can submit the SRD by itself and then upload the dividend sheet as a separate file.

In both cases, you will be asked to indicate whether inspectors were appointed and whether they approved
the SRD.

ALERT

Add an alert in exceptional circumstances. You may want to alert the 0SB about a debtor’s history of
violence, for example, or that a debtor’s address should be removed from the name search database for
security reasons.

If your insolvency software allows it, you may be able to upload an alert as an XML document, instead
of using the link “Click here.”
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To upload a softcopy document, select a document title from the first drop-down list. If the
title is not on the list, select “Other,” type the document title (as descriptive as possible) in the

text field and select a document category (i.e., initial filing, estate administration, bankrupt

discharge or trustee discharge) from the second drop-down list. Then click “Browse” to select
the file you want to e-file. Add an alert (see box on page 4.18) if necessary and click “Continue.”

You'll see a screen with the estate name and number and the form(s) or document(s) to be
submitted. You will also see a note stating that by submitting the file, you are confirming that

you have collected all necessary signatures. If everything is correct, complete the submission by
clicking the “Submit” button.

Fie  Edt \iew Favoies Jooks Hep _
e @lﬁ;}|@m@€3| S =@ 3
st "WW =L EALL L L Selch “EuTodee Maei— Halo1 ) M B B
Contact Us Search I"Judlld "illl-'
058 fome m-mmm
| Now Filing  |[Update [ Preferences |Manual Lulquut
E-Filing | update an estate:
Please complete the following information:
Estate Humber: 32-700950 (Frimary Esfate)
Estate Hame:  Fiché, René Mario

Clocurnent Title:
|Please Selad... ﬂ

I "Cther”, please specify:

Diocurrent Title: |

Document Category IP'EEISE Select.. j
Pleaze upload the document:
| Erowsa... |
Trustee/Proposal Administrator Alert to 0SB
Click hers if youwould like to enfer any commerts of importance ta be
braught to the atiention of the DEE.

Cancel I Cantinue |
=
] Dane [T [ [ irkemet 4
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6- Record the reference number.

You'll see a new screen with a reference number for your records, as well as the number and name
of the estate that was updated.

There is also a hyperlink to follow if you would like to submit additional forms or documents to
the estate.

REMINDER

Don’t forget to log out once you’ve finished using the e-filing system. Just close your browser or click
“Logout” on the menu bar and follow the instructions.

TROUBLESHOOTING
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This section describes how to switch an estate file from paper to e-filing. You need to follow this

process only once for the estate to be recognized by the e-filing system. To update an estate already
in the system, go to page 4.13.

TIP

Log in to the e-filing system
(see “Logging in to the e-filing
system,” page 1.3) and click
“Update” on the menu bar at
the top of the screen.

Once an estate has been switched from paper to
electronic format, all filing to the estate must be
done through the e-filing system.

Enter the estate number (as it appears on the certificate of appointment) in the text field.

Click “Continue” to go to the next screen.

Eiz Edt VYiew Fawoiles Toak Hep

B:h'Fu:m'@@ﬁ@@@@@'gaé

Sten  Relresh  Home | Search Favoiles Meds  Hitow | Mal Firl Edt

Digcues
Frangais Contact Uis Cana !1 Site il
0SB Home 'ﬂhasz

New Filling

Preferences | .mual L|:|r||:-||1

E-Fi]ing | update an estate:

Flease enter the Estate Number for the estate that you would like 1o
upidate:

Estate Murmber: I
Corkinue |

Last Updated: 2002-1108 - Imporant Motices
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Verify that the estate name and number are correct.

The system will realize that the number isn’t in the e-filing system and assume that you're
changing a paper estate file to electronic format.

If the estate name and number are correct, click “Continue” to go to the next screen.

If the estate name and number are incorrect, simply click “Go Back” to return to the previous
screen and enter the correct estate number.

REMINDER

Don’t use the “Back” button of your Internet browser—you could
unknowingly create a corrupted transaction.

Eia Edt Yiew Fawoiler Toale Help

«,»,@@fﬁ| & l =l B

Baak Fanwerd Stop  Ralrash  Home me h‘ls:ia Edl  Digeues

Frangais Contact Us

Search Canaz |1i a hite il
0SB Home m-
m

Hewr Filing Update Preferences

E-Filing | update an estate:

The selected estate doesn't exist in the E-Filing system. If you chonse
to proceed, the system will assume that this is the first electronic
submission for a previously paper-based estate.

Please Mote: This first submission must contain prescrbed form(s).

w [fthis is the comect estate, pleaze click the "Continue” bution to
proceed,

n [fnot, please click the "Go Back” button and enter & different Estate
Murnber.

Estate Number: 42033561
Estate Name: LAMBERT, CLAUDE

Go Back Continue
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Upload a prescribed form.

The first electronic submission to a

previously paper estate file must be TIP
a prescribed form. Prescribed forms

contain information required to register

the estate in the e-filing system. Don’t e-file anything that you’ve already filed in

paper format.
Click “Browse” to select the XML file.

Add an alert (see box) if necessary and

click “Submit File.”

ALERT

Add an alert in exceptional circumstances. You may want to alert the 0SB about a debtor’s history of
violence, for example, or that a debtor’s address should be removed from the name search database for
security reasons.

If your insolvency software allows it, you may be able to upload an alert as an XML document, instead
of using the link “Click here.”

Prescribed Form
There are a few points to keep in mind when submitting certain prescribed forms.
Statement of Receipts and Dishursements (form 12)

If there are dividends, you need to submit a dividend sheet with the SRD. You can do this in one of two ways:
(1) if your software allows, you can submit the dividend sheet and the SRD together in one XML file; or (2) you
can submit the SRD by itself and then upload the dividend sheet as a separate file.

In both cases, you will be asked to indicate whether inspectors were appointed and whether they approved
the SRD.
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5- Record the reference number.

You'll see a new screen with a reference number for your records, as well as the number and
name of the estate that was updated. There is also a hyperlink to follow if you would like to
submit additional forms or softcopy documents to the estate.

TROUBLESHOOTING

REMINDER

Don’t forget to log out once you’ve finished using the e-filing system. Just close your browser or click
“Logout” on the menu bar and follow the instructions.
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Submitting a

This section describes how to e-file a new Division I proposal or notice of intention for
either a corporation or an individual.

The basics

1. Log in to the e-filing system and click “New Filing” on the menu bar.
Click “Name Search” (if you haven’t done one already).

If necessary, select the responsible trustee.

Click “Browse” to select the file you want to e-file.

Submit any additional documents the system asks for.

A T o

Answer some questions about the filing.

7. Verify which OSB Division Office will receive the filing. Verify in which court the trustee
would open an estate file.

8. Click “Submit this new filing.”

9. Record the reference number and the temporary ID number.

To reach the help desk, click
“Help” on the menu bar or call
1-877-227-3672. The help desk
is open from 8:30 am to 5 pm
(Eastern Standard Time), Monday
to Friday.

Division | Proposals 5.1



1- Log in to the e-filing system (see “Logging in to the e-filing system,” page 1.3)
and click the “New Filing” button on the menu bar at the top of the screen.

A new screen will open. Near the top of this screen you'll see a reminder of new filings the
system will not accept.

Contact Us elp Search
Site Map that's Ne About Us
: es | Manual

REMINDER

The e-filing system will accept Division | proposals, including notices of intention for:
e individuals
e repeat debtors
¢ debtors residing outside of Canada
e corporations

The e-filing system will not accept Division | proposals and notices of intention:
e for partnerships
e joint estates
o for administrations with a sealed document
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m Contact Ls Help Search Canarda Site
0SB Home  |Site Map  |What's New |AboutUs  |Registration |
mm Preferences | Manual m

E-Filing | new filing:

Please Note:
Al this time, the E-Filing system is unable {0 accept Mew Filings for Woluntary
Aggignments and Propagals that meet any af the following criteria:

1. Administrations for partnerships,
2. adminisirations with 2 sealed document (8.g. Cash Flow Statement).

To submit this Hew Filing wvia E-Filing:

Plaase ansura that you have completed & Mame Search on the debtor(s) for
this Mew Filing before continuing {clicking on this link will open a rew

wirifd o).

Flease complete the following information:
Trusteesddministrator Licenca: | Flease sukmit . . j

Lplnad Data File: | Brovese... I
Continue |

Last Updated: 2005-02-28 - lrapodant Molizes

l_ l_ l_ |4 Internat

R
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2 = Click “Name Search” (if you haven’t done one already).

This will bring you to the OSB Web site, where you can search a database containing information
about bankruptcies, proposals and petitions registered in Canada since 1978. You need to search this
database to find out whether the debtor you are filing on behalf of has previously been bankrupt,
filed a proposal or is subject to a petition. If the debtor has, include this information in the
Statement of Affairs and in the Estate Information Summary.

Clicking “Name Search” will open a new window on your screen. To return to the e-filing
system, simply close this window.

TIP

3- If necessary, select the trustee from the drop-down list.

Only statf who e-file on behalf of more than one trustee, or on behalf of a trustee with multiple
licences, need to do this.

Simply click the arrow to the right of the drop-down list to see a list of the trustees you can e-file
on behalf of, and click on the appropriate name.

TROUBLESHOOTING
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Click “Browse” to select the file you want to e-file.

Once you've chosen the file, click “Continue” to go to the next screen.

Submit any additional documents the system asks for.

If you can’t submit all of the initial filing documents in XML format, the e-filing system will ask
you to upload the missing documents. The e-filing system will tell you which documents must
be uploaded immediately in softcopy format and which documents may be either uploaded in

softcopy format or mailed or faxed to the Division Office at a later date.

B £ Yiw Fgohes Toh Mo ﬁl

+.+.@m@@@@@|%-ﬁa!il

Back Forward Stop  Relresh Home | Seanch Faverdes Meds  Histoy Print Edt  Discine

Francais Contact ls Help Search |Canada Site
What's New |[About Us
Mew Filing Preferences [Manual  |Logout |

E-Filing | new filing:

Please upload the following document(s) in softcopy format

v izonsent of Trustee 10 Act:
| Browse... |
o |ist of Creditors:

| Browse... |

Y¥ou are also required to submit the following decument(s); if you wish
you may upload them in soficopy format now:

= iCash Flow Etatement:

Browse... |

Last Updated: 2005-05-17 - Important Motices

a

&l [ [ [ [ mere
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Answer some questions about the filing.

You'll see the name of the debtor and a few questions which you will answer by clicking the “Yes”
and “No” buttons and, if required, entering information in the text field.

m-mu_

Hew Filine Update Preferences |Manual | Logout

E-Filing | new filing:

Flease complele the debtor’s information;

Given Mame: .Joff Douglas
Family Hame: Whitzon

® |3 this the estate of a deceased? € Yes @ Mo
I *Yes", has a cour order been obtained?  © Yes & Mg

m Are 5% or rmore of the liabilities in this file the same az those in another
file under the BIAT € Yas & o
IF*es" please antar the Estale Mumben(s) of the other debtons):

Continue |

Lact Updated: 20050517 Y Important Moticas

a I

& [ [ [ |8 meret

Click “Continue” to go to the next screen.
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7 = Verify which 0SB Division Office will receive the filing. Verify in which court the
trustee would open an estate file.

The system automatically chooses a Division
Office and court based on the debtor’s postal TIP
code. If both are correct, move on to step 8.

If the system displays an incorrect Division
Office or court, select the appropriate one(s)
from the drop-down list(s).

TROUBLESHOOTING
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B E® Yew Favotes Toh  Hel
.2 .00 A0 B @ I & @ W

Bak  Fousd  Sip  Relesh  Home |

[ Francais ___| Contact Us _|
0SB Home [Site Map  |What's New [AboutUs  [Registration |

Hew Filing Freferences | Manual Logout
E-Filing | new filing:

Based on the licensing, this new filing will be appointed 10 JACKSON
CAHSON INC. .

Destination OSE Division Office:

Based an the pnmary debtor's cument address, the system has detenmined
that the destination O5B Divizion Office should be Ottawa.

[T 1he locality of the debtor is other than above, please select a new
destination Division Office fom the following menu: | Fleose Select. =]

Court Division:

Based an the pnmary debtor's cument address | the system has detenmined
that the Court Division should be 12 Ottawa.

[T 1he locality of the debtor is other than above, please select a new Court
Division from the fallowing menu: |Please Select.. =]

TrusteeProposal Sdministrator Alen to O58:

Click berz if you would like to enter any comrments of importance to be
brought to the attention of the 038

By submitting this Mew Filing the Trustee/'Proposal Administrator
hereby indicates that they have ohtained all necessany signatures.

Submit this Mew Filing |

Last Updated: 2004-402-11 Y [mporiant Motices

& [ [ [ nberme

s
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Click “Submit this new filing” to send the file to the 0SB.

Don’t forget to include an alert (see box) if necessary before you submit the file.

ALERT

Add an alert in exceptional circumstances. You may want to alert the 0SB about a debtor’s history of
violence, for example, or that a debtor’s address should not be added to the name search database for
security reasons.

If your insolvency software allows it, you may be able to upload an alert as an XML document, instead
of using the link “Click here.”

Record the reference number and the temporary ID number.

Unless there are errors in the filing (see “Troubleshooting” on page 5.11), you will see the
following screen.

Your filing will be manually reviewed by an Official Receiver to determine whether it can be
accepted. Be sure to record the reference number for the transaction, as well as the temporary ID
number. You can use the temporary ID number to update the estate while you're waiting to find
out whether the filing has been accepted.

For corporations only: If you did not submit the Directors’ Resolution, you will be reminded to
submit it as soon as possible (see screen on page 5.10).

Division | Proposals
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Francais

05H Home ite M
Hew Filing date Preferences

E-Filing | new filing:

The Reference Murmber for this transaction is: E355T.
Submitted by Sheldon Jay Tille.
(05-06-22 13:50 EOT)

PENDING REVIEW
Thig naw filing has been successfully transmitted
and will be reviewsed by an Official Receiver.

Company Name: Acme Ltd-Liée.
Temporary |0 Number: 33-ThMPal2817

Tha following docurnen wes not submitted;
please ensure it is submitted forthwith:

v [irectors’ Resolution

Last Updated: 2005-05-17 ry Important klotices

|@ Dare

[ 1 [ e eeme

=
v

Within two business days, you'll receive an email from the OSB telling you whether the filing has

been accepted or rejected. If the filing is accepted, the certificate of filing will be attached to the

email. If the filing is rejected, you can find out why by contacting your Division Office.
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REMINDER

Don’t forget to log out once you've finished using the e-filing system. Just close your browser or click
“Logout” on the menu bar and follow the instructions.

Contact Us Help

TROUBLESHOOTING
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2} Industry Canada | 0SB | E-Filing | Mew Filing - Microsoft Internet Enplorer o ] |

Fle Edt ‘e Favortes TJook  Help |!

Frangais Contact Us search

Canada Site
OSA Home | Site Map  [What's New [AboutUs  |Registration |
Hew Filing U pd ate Preferences | Manual Logout |

E-Filing | new filing:

We're sormmy, your submission cannot be accepled by the E-Filing system for
the following reasons...

n The Estate Information Shael must contain an answer ta the
previous Turant proceading quastion.

m The license information recorded on the Ectate Information Shaet
does hot match the license infarmation assaciated with the user.

Please caorrect the ermans) in the data file, and re-submit the documentis).
For your informstion, the Reference Mumber for this transaction is: 63545,

Subrmitted by Sheldan Jay Title.
(2005-08-22 9:15 EOT)

Last Updated: 20050517 - lmporiant Matices

E
[E] Done [ [ [ | ntomet v

In the next section, you'll learn how to update estates that are already in the OSB’s e-filing system.
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Updating

This section describes how to e-file new or updated documents related to an estate already in
the e-filing system. To e-file to an estate currently in paper format, you first need to change the
estate from paper to electronic format (see page 5.21).

The basics

1. Log in to the e-filing system and click “Update” on the menu bar.

Enter the estate number.

Verify that the estate name and number are correct.

Indicate whether you want to e-file a prescribed form or a softcopy document.

Upload the form or document.

A T

Record the reference number.

~

To reach the help desk, click
“Help” on the menu bar or call

Log in to the e-filing system (see “Logging in 1-877-227-3672. The help desk
to the e-filing system,” page 1.3) and click is open from 8:30 am to 5 pm
the “Update” button on the menu bar at the (Eastern Standard Time), Monday
top of the screen. to Friday.

Eiz Edt VYiew Fawoiles Toak Hep
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Bazk iz Step  FRelresh  Home | Seach Favoiles Meda  Histow | Mail Fiint Edf,  Digcuss

=
Contact Us | Help Searc h r'.m_hlj Site :
0SB Home | Sit
New Filin | Preferences | Manual i
ki

TIP

When you are filing a change of administration type
(bankruptcy to proposal, for example), you should use the
“New filing” button to file the initial document package.
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Enter the estate number in the text field.

Click “Continue” to go to the next screen.

REMINDER

You can enter the temporary estate number until the filing is either
accepted or rejected by the OSB.

(Fe EQ View Favodss ook Heb

.2 .0 DB cﬂ']@ &
Back Frewand Swp  Reftesh  Home

@ 3 | B- & & [
Seach Favodtes Meds  Hiay M Puirt Edt  Discuss
Fs
Francais Contact Us Help

OSE Home |Site Map  |What's New |About Us
Update

Preferences | Manual

E-Filing | update an estate:

Please enter the Estate Humber for the estate that you would like to
update:

Estate Mumber: I
Caontinue |

|£‘_‘| Done

|

[ [ [ [a ntecnct
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3- Verify that the estate name and number are correct.

If the estate name and number are correct, click “Continue” to go to the next screen.

If the estate name and number are incorrect, simply click “Go Back” to return to the previous
screen and enter the correct estate number. Click “Continue” to go to the next screen.

REMINDER

Don’t use the “Back” button of your Internet browser—you could
unknowingly create a corrupted transaction.
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4- Select the type of document you would like to e-file.

Choose “Prescribed form(s)” to e-file forms (as defined
by the BIA) generated by your insolvency software. The file
must be in XML format.

Choose “Softcopy document” to e-file a document that
is not a prescribed form (e.g., minutes of first meeting of
creditors, financial statements, court documents). This
includes documents created using software such as Corel
WordPerfect or Microsoft Excel, as well as documents
created by scanning a paper document.

Click “Continue” to go to the next screen.

E-Filing | update an estate:

Flease selact the type of document you would like to submitl against
this estate:

Estate Humber: 33-701135 (Primary Ectats)

Estate Hame:  Fiché, Reng kario

" Prozcribed farmig) - most b in ol format

* Soficopy document - eg. wWordPerfect™, Microzo ™ ward, scanned documert,
ElC.

* Cancel |[ Confiue

[&ioone e s
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Upload the prescribed form or softcopy document.
To upload a prescribed form, click “Browse” to select the XML file.

Add an alert (see box on page 5.18) if necessary and click “Continue.”

Bl EQt Yew Favodes ook Heb

- 2 AR882368

~ Back Fomvard Step  Refreth  Home Favorbes M Prind Edt :
. = = El
0SB Home Registration
Update Preferences | Manual L oy ot
E-Filing | update an estate:
Please complete the following information:
Estate Number: 23-7/01135 (Primary Estate)
Egtate Hame:  Piche, René Mario
Please upload the file:
Browse...
Trustee/Proposal Administrator Alert to OSE:
Click here if you would like to enter any cormments of imporance 10 be
brought to the atiention of the OSE.
Cancal Canmtinug |
Last Updated: 2004-02-11 - Imipartant Motices
= =
|@ Oone [ | r |ﬁ [nternet o
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Prescribed Form
There are a few points to keep in mind when submitting certain prescribed forms.
Statement of Receipts and Dishursements (form 12)

If there are dividends, you need to submit a dividend sheet with the SRD. You can do this in one of two ways:
(1) if your software allows, you can submit the dividend sheet and the SRD together in one XML file; or (2) you
can submit the SRD by itself and then upload the dividend sheet as a separate file.

In both cases, you will be asked to indicate whether inspectors were appointed and whether they approved
the SRD.

ALERT

Add an alert in exceptional circumstances. You may want to alert the 0SB about a debtor’s history of
violence, for example, or that a debtor’s address should be removed from the name search database for
security reasons.

If your insolvency software allows it, you may be able to upload an alert as an XML document, instead
of using the link “Click here.”

5.18 A step-by-step approach



To upload a softcopy document, select a document title from the first drop-down list. If the
title is not on the list, select “Other,” type the document title (as descriptive as possible) in the
text field and select a document category (i.e., initial filing, estate administration or closing

process) from the second drop-down list. Then click “Browse” to select the file you want to e-file.

Add an alert (see box on page 5.18) if necessary and click “Continue.”

You'll see a screen with the estate name and number and the form(s) or document(s) to be

submitted. You will also see a note stating that by submitting the file, you are confirming that

you have collected all necessary signatures. If everything is correct, complete the submission
by clicking the “Submit” button.

File  Edt \iew Favoies Tooks Hep = _
¢ . 3 0 pAla &S e3|@-@ 7 =
e EpTF HA  ieh T M o | M P e
=
)
0SB Home m-m
| Now Filing  [Update | Preferences | Manual Luuuut
E-Filing | update an estate:
Please complete the following information:
Estate Humber: 32-700950 (Frimary Estate)
Estate Hame:  Fiché, René Mario
Cliocurment Title:
|Please Selad... ﬂ
I "Cther”, please specify:
Diocurrent Title: |
Document Category: IF'IE:EE Select.. j
Pleaze upload the document:
| Erowsa... |
Trustee/Proposal Administrator Alert to OSE:
Click hers if youwould like to enter any commerts of importance ta be
braught to the attention of the QS
Cancel I Canlinue |
=
] Dane [T [ [ irkemet 4
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6- Record the reference number.

You'll see a new screen with a reference number for your records, as well as the number and name
of the estate that was updated.

There is also a hyperlink to follow if you would like to submit additional forms or documents to
the estate.

REMINDER

Don’t forget to log out once you’ve finished using the e-filing system. Just close your browser or click
“Logout” on the menu bar and follow the instructions.

TROUBLESHOOTING
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This section describes how to switch an estate file from paper to e-filing. You need to follow this

process only once for the estate to be recognized by the e-filing system. To update an estate already
in the system, go to page 5.13.

TIP

Log in to the e-filing system
(see “Logging in to the e-filing
system,” page 1.3) and click
“Update” on the menu bar at
the top of the screen.

Once an estate has been switched from paper to
electronic format, all filing to the estate must be
done through the e-filing system.

Enter the estate number (as it appears on the certificate of filing) in the text field.

Click “Continue” to go to the next screen.

Eiz Edt VYiew Fawoiles Toak Hep

« . =» 9 [ &\ @ @ @ 3 B I3 H E

Eeck Eanesrd Sten  Relresh  Home | Search Favoiles Meds  Hitow | Mal Fiit Edt

=l
Frangais Contact Uis [TET l'| H|1 ;

0SB Home _|Site Map | Whats New

Preferences I'L'I.'mual

E-Filing | update an estate:

Flease enter the Estate Number for the estate that you would like 1o
upidate:

Estate Murnber: I

Confinug I
Last Updated: 2002-1108 - Imporant Motices

TIP

For all notices of intention, subsequent documents, including the Division | proposal, should be
filed as updates.
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Verify that the estate name and number are correct.

The system will realize that the number isn’t in the e-filing system and assume that you're
changing a paper estate file to electronic format.

If the estate name and number are correct, click “Continue” to go to the next screen.

If the estate name and number are incorrect, simply click “Go Back” to return to the previous
screen and enter the correct estate number.

REMINDER

Don’t use the “Back” button of your Internet browser—you could
unknowingly create a corrupted transaction.

Eia Edt Yiew Fawoiler Toale Help

«,»,@@fﬁ| & l =l B

Baak Fanwerd Stop  Ralrash  Home me h‘ls:ia Edl  Digeues

Frangais Contact Us

Search Canaz |1i a hite il
0SB Home m-
m

Hewr Filing Update Preferences

E-Filing | update an estate:

The selected estate doesn't exist in the E-Filing system. If you chonse
to proceed, the system will assume that this is the first electronic
submission for a previously paper-based estate.

Please Mote: This first submission must contain prescrbed form(s).

w [fthis is the comect estate, pleaze click the "Continue” bution to
proceed,

n [fnot, please click the "Go Back” button and enter & different Estate
Murnber.

Estate Number: 42033561
Estate Name: LAMBERT, CLAUDE

Go Back Continue
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Upload a prescribed form.

The first electronic submission to a

previously paper estate file must be TIP
a prescribed form. Prescribed forms

contain information required to register

the estate in the e-filing system. Don’t e-file anything that you’ve already filed in

paper format.
Click “Browse” to select the XML file.

Add an alert (see box) if necessary and

click “Submit File.”

Prescribed Form
There are a few points to keep in mind when submitting certain prescribed forms.
Statement of Receipts and Disbursements (form 12)

If there are dividends, you need to submit a dividend sheet with the SRD. You can do this in one of two ways:
(1) if your software allows, you can submit the dividend sheet and the SRD together in one XML file; or (2) you
can submit the SRD by itself and then upload the dividend sheet as a separate file.

In both cases, you will be asked to indicate whether inspectors were appointed and whether they approved
the SRD.

ALERT

Add an alert in exceptional circumstances. You may want to alert the 0SB about a debtor’s history of
violence, for example, or that a debtor’s address should be removed from the name search database for
security reasons.

If your insolvency software allows it, you may be able to upload an alert as an XML document, instead
of using the link “Click here.”
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5- Record the reference number.

You'll see a new screen with a reference number for your records, as well as the number and
name of the estate that was updated. There is also a hyperlink to follow if you would like to
submit additional forms or softcopy documents to the estate.

TROUBLESHOOTING

REMINDER

Don’t forget to log out once you’ve finished using the e-filing system. Just close your browser or click
“Logout” on the menu bar and follow the instructions.
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browse button

When you click “browse” a new window will
open and you'll be able to choose a file on
your computer system to send to the OSB.

download (see upload)

This means copying a file from another
computer to your computer through the
Internet.

drop-down list

To see the items in a drop-down list, simply click
on the arrow to the right. To select an item, move
the cursor along the list until the item you want
is highlighted and click the left mouse button.

hyperlink

Text (usually underlined) that you can click
on to move to another screen in the e-filing
system, or to another Web page.

PDF

A PDF (Portable Document Format) is a type of
file produced using Adobe Acrobat® software.
To read a PDF, you need to download Adobe’s
Acrobat Reader® (free from the Adobe Web site
at www.adobe.com).

Browse...

Flease Select.. j

Estate Administration
Bankrupt Discharge
Trustee Discharge
Cither

Mame Search

Glossary

6.1


http://www.adobe.com

softcopy document

A document that is not a prescribed form
(e.g., minutes of first meeting of creditors,
financial statements, court documents).
This includes documents created using
software such as Corel WordPerfect or
Microsoft Excel, as well as documents
created by scanning a paper document.

text field |
A blank rectangle in which you can

type information. You need to click

in the text field (and see the cursor
blinking) before you can start typing.

upload (see download)

This means sending a file from your
computer to another computer through
the Internet.

XML

Many of the files you electronically
submit to the OSB must be in XML
(Extensible Markup Language) format
for the e-filing system to read them.
Your insolvency software will produce
these files for you. You'll be able to
tell whether a file is in XML format
by taking a look at the file’s 3-letter
extension (e.g., insolvency.xml).

6.2 A step-by-step approach
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