STRETTO

Pro Se Portal Tip Sheet for Debtors

The Pro Se Portal allows you to securely upload documents to the Trustee administering
your case. Use this tip sheet to guide you in how to use the Pro Se Portal. In addition, you
can watch a video on how to use the Pro Se Portal here.

Signing in and Creating an Account

You will receive an email invitation to the Pro Se Portal from the Trustee administering your
case. Follow the link in the email to sign in and create an account. You will need the
registration key listed in the email.

Truste welcomes Debtor Melinda Tester PRO SE to Stretto’s document portal. Your registration key is attached.
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Trustee: invites Debtor Melinda Tester PRO SE to participate using Strettofs document portal. The document portal i a fast and easy way to deliver your documents to the trustee prior to the 341{a) meating dates. You can determine which documents you have already submitted to the trustee and which
documents are still outstanding
Enter your registration key and create an user account at hitps://nam12.ssfelinks. protection.outiook com/Purl-hitps¥antizrkz portal-prose stretto.co i retto. 50BAceB55BAbENCHE030010b74a0eabbdar 26423 1dcS0cEY
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Registration key: ISOABAHEQDMPLOYCY
n advance of tha meating (7 days), please provid the following documants through Stretto's document portal.
- A copy of your “Federal income tax return’ for the most recent tax year ending immediately before your bankruptcy petiion date and for which & Federal income tax return was filed.
- &l pay advices (example: pay stub) received after the petition date and prior to the meeting with the trustee.
- Completed Domestic support Obligation form. [f applicable).
For verification, the U, Trustee guidelines require a picture 10 and proof of social security number prior to your case. The picture ID may te a driver's icanse or passport. The social may be proved with an orig security card, or a W-2 or pay agvice with complete number. THE

B e a cense v
IDENTIFICATION REQUIREMENT IS PLAINLY STATED ON THE 341 NOTICE. WITHOUT EXCEFTION, FAILURE TO PROVIDE ACCEFTABLE IDENTIFICATION WILL RESULT IN THE CONTINUATION OF THE 341 MEETING.

- Gther documents as requested on Stretto’s document portal,
Thank you for ensuring all of these documents are uploaded to Strette's document pertal,
¥ you have any quastions or concerns, please contact us at 800,634,734,

Kind regards,
Stretto Client-Services Team

You will be sent an email to verify your new account. Click the Verify Link or the Verify Your
Account button.
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Verify Your Account

Your account information

Account melmac2007@gmail. com
Verify Link https://documentportal-lower.us.auth0.com/u/email-

verification?ticket=

8fbZsPgGGYjoICQrD)GKAdUNS7USLag#

|
VERIFY YOUR ACCOUNT Tia

If you are having any issues with your account, piease don't hesitate to
contact us by replying to this mail
Thanks!

You're receiving this email because you have an account in documentportal-lower. If you are not
sure why you're receiving this, please contact us



https://vimeo.com/1022575004/a954dd3863?ts=0&share=copy
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On the home screen, you will see “Case Information” and “Trustee Information” listed at the
top.

= STRETTO Document List ~ Settings  Log Out

Case Information Trustee Information

My Portal
Tax R Most t federal 1 Add Document
Pay Advices 60 days of pay advices for Debtor and Co-Debtor Add Document
Debtor 1D & SSN ATTORNEY DECLARATION REGARDING CONFIRMATION OF DEBTOR IDENTITY AND SOCIAL SECURITY NUMBER Add Document
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Select Your Language
Use the Settings menu in the top right of the screen to select the Language option.
\

Document List Settings Log Out

Change Password

Language

On the screen, use the menu to select English or Spanish.

Change Language

Please select your default language

Language
’—English -

b

English

Spanish
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Uploading Documents

Under the “My Portal” section of the home screen, you will see a list of documents
requested by the Trustee. These are the documents you need to upload and submit to the
Trustee.

= STRETTO Document List ~ Settings  Log Out

Case Information Trustee Information

My Portal

Tax Retuns Most recent federal tax retum Add Document

Pay Advices 60 days of pay advices for Debtor and Co-Debtor Add Document
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Debtor ID & SSN ATTORNEY DECLARATION REGARDING CONFIRMATION OF DEBTOR IDENTITY AND SOCIAL SECURITY NUMBER Add Document
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To the right of the list, there is a column labeled “Required.” If there is a “Yes” under
“Required” that means that submitting the document is mandatory.

Use the Add Document button to upload a requested document. A window will open
where you can choose a file from your computer to add or drag and drop the file.

Add Document

Drag and drop a file or click Choose Files.
Allowed file types are: heic, jpg, jpeg. png, pdf,
docx

Cltar sefaction m

B No Document

Cancel

Once you have added the document, you can add a comment in the space provided. Then
click the Upload button.

If you do not have a document requested by the Trustee, you can still respond to the
request for a document with a comment. This is useful if you do not have document
marked as required or mandatory.
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1. Onthe home screen, click the Add Document button to the far right of the
document name.

2. Inthe window, slide the toggle next towards “No Document.” It will turn orange.
3. Add a note of explanation in the field below.
4. Click the Upload button.

Add Document

ment Type

@ No Document

I
by

Submitting Documents

After you have uploaded a document, you will see it in the “Uploaded Documents” section
located below the list of requested documents. You can modify or delete documents in this
section before submitting.

= STRETTO DocumentList ~ Settings Lo Out

TestPH2 Test Pl label 2 (o] [[ves ] Add Document
New Test Label Staff Edited to restore the Pil checkbox (now has been checked, unchecked, checked) [ o) [ves ] Add Document
R age. 1 1 >

Uploaded Documents

Pay Advices.pdf Pay Advices 20241016 [ ves ] Modify m o}
1D & S8 Card pdf Debtor ID & SSN 20241016 @ Modify m 0]
Rowsperpage: 10 v 1-20f2
Submitted to Trustee
o . &
Tox Returns o REASON: No tax retum [ves 20241009 o)

Rowsperpage: 10 v  1-Tof1

Click the Submit All button to send all documents to the Trustee. Use the Submit button to
send documents one at a time.
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When you submit a document, it will appear in the “Submitted to Trustee” section below
the “Uploaded Documents” section.

= STRETTO Document List ~ Settings ~ Log Out
TestPi2 Test Pil label 2 (o) [ ves ] Add Document
New Test Label Staff Edited to restore the Pl checkbox (now has been checked, unchecked, checked) [~o] ["ves ] Add Document
R ge: 10 1 >

Uploaded Documents

Pay Advices pdf Pay Advices 20241016 [ ves ] Modify m o}
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Submitted to Trustee

Tox Returns o REASON: No tax retur [ves 20241009 o

When you have submitted all requested documents, you are done.



