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CM/ECF DOCKETING/FILING PROCEDURE 
For Attorneys 

BANKRUPTCY CASE OPENING 
 

 

This docketing procedure is completed as part of the new bankruptcy case filing in order 
to obtain a new bankruptcy case number. 

 
 

Step 1  Click on the “Bankruptcy” hypertext link on the blue CM/ECF Main Menu  
  Bar     
 

   
 
 
 

Step 2  The Bankruptcy Events Menu displays. Click Open A BK Case   
  (External)  
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Step 3  Case Information Screen Appears 
  Select Chapter and Joint Petition  - Deficiencies should remain as “n” 
 

     
 
 

Step 4  Search for a Debtor screen appears 
  Enter Debtor’s Name, Click Search 
 

   
   
  Review the party search results – if correct debtor name/address appears in  
  the list, select the name – click on Select Name From List 
   
  If search results reflect “No Person Found” – click on Create New Party 
  and enter Debtor’s information 
 

If debtor has an alias, click on the Alias button and add alias and select role 
(i.e. aka, dba, etc.)  - click on Add aliases 
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Debtor Information screen appears again – click Submit 
 

 
 
 

Step 5  “Office” will default to appropriate division based on the county of the  
  debtor – click Next 
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Step 6  Case Data Information Screen appears 
 
  Select the appropriate answers – click Next 

 Asset notice should be “yes” for Chapter 11 & Chapter 13 cases 
 If Corporation, Nature of Business must be selected 
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Step 7  Summary of Assets and Liabilities and Certain Statistical Information screen 
  appears 
 
  Enter all information from the schedules of assets & liabilities – click Next 
 
   

   
 
 
Step 8  Additional Schedule Information Screen appears 
  Enter information from schedules listed – click Next 
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Step 9  Screen appears for the browsing/uploading of pdf documents – click Next once 
  all pdfs are uploaded  
 

 the voluntary petition, schedules & statements, and matrix can be 
uploaded as one single pdf 

 all documents should be redacted before they are uploaded 
 the Disclosure of Compensation of Attorney of Debtor should not be 

included in the petition pdf and must be docketed as a separate entry 
 the Certificate of Credit Counseling must be docketed as a separate 

entry 
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Step 10 Questions appear regarding Schedules and Chapter 13 Plan 
 
  Select the appropriate answer (with/without) – click Next 
 

   
 
Step 11 Click Next  
 

   
 
Step 12 Click Next 
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Step 13 Final Text screen appears – click Next 
 
 

   
 
Step 14 Summary of Current Charges screen appears on top of the Notice of 
  Bankrutpcy Case Filing screen – you have the option to Pay Now or Continue  
  Filing 
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Step 15 The last screen you receive is the Notice of Bankruptcy Case Filing – this notice 
  contains the case number assigned and document number associated with the 
  document filed 
 

   
 
 
 
   
 
 
 
   


