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CM/ECF DOCKETING/FILING PROCEDURE
For Attorneys
BANKRUPTCY CASE OPENING/MATRIX UPLOAD/JUDGE/TRUSTEE
ASSIGNMENT

This docketing procedure is completed as part of the new bankruptcy case filing in order to
obtain a new bankruptcy case number. Once the new case is filed, complete the process by
uploading a creditor matrix file and assigning a bankruptcy judge/trustee. Several
bankruptcy softwares shorten this procedure so if you use one of these products contact
your software company about electronic case filing options.

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

.S, Bankruptcy Court
Western District of Texas

Official Court Electronic Document Filing System - v.2.4
Scheduled System Maintenance
CM/ECF System Maintenanee in progress on Sunday Momings from 130 - 6:00 AM Central Time,
Response time will be slower. Please try logging in at a different time if possible.

Sorry for the inconvenience.

Figure 1

Step 2 The “Bankruptcy Events Menu displays. Click Open A BK Case. (See
figure 2)

Bankruptcy Events

Appeal
JudgeTrustee Ass ent

Creditor Maintenance.
File Claitns
Motions/Applications

ObjRespilnvel Answer

Open a BE Case

Open Involuntary BE-Ch 7 & 11
Other

Plan/Disclosure StmtfObj to Plan

CagelUpLoad
Order Upload

Figure 2
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Step 3 The Case Data Screen displays. Select the appropriate data by clicking
on the drop down boxes. The “Office” field is determined by which
division the case should be filed in. Leave the “Case type” at the
default of “bk”. Select the chapter of the case and whether or not this
is a joint petition. (See figure 3)

Open New Bankruptcy Case

Office [T

Case type [bk =

Date filed 7/14/2004
Chapter [7 =

Joint Petition |n *

Next Clear

Figure 3

Step 4 The Search for A Party Screen appears. CM/ECF searches require
exact text matches. Please keep in mind that searches are upper/lower
case sensitive. You may search by SSN or Tax ID (whichever is
appropriate) or by the debtor’s last/business name. Please review the
Attorney Style Guide on the Court website for detail on proper
searches. Click Search. (See figure 4)

=
Bankruptcy . Adversary . Query Reports . utilities . Logout ?

Ss [ TaxId |
Last/Business name |Bery
Search | Clear

Figure 4
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Step 5 Usually, the search results for a debtor(s) name will be “No person
found”. If this is the case, click Create New Party. (See figure 5)

= ( : =3
UE F Bankruptcy . Adversary . Query « Reports . utilities . Logout o

Search for a party
S8 | Tax Id |

Last/Business name
Search | Clear

[Party search results

[No person found.

Create new party

Figure 5

Step 6 Complete the additional fields on the Party Information screen. If the
debtor lives in the USA, it is not necessary to complete the country
field. The debtor’s phone, fax number and e:mail address aren’t
necessary unless they are pro se. Select the correct county and select
the role of “debtor” in the role drop down box. The Party Text Box
serves as a place to input information about the debtor’s capacity in
this filing. For instance: Halle Berry, For the Estate of the Deceased
Jack Berry. The italicized portion of the title was entered in the Party
Text Box. You probably won’t use that box often. If the debtor has
alias’, click on the Alias button to add those names otherwise, click

Submit (See figure 6)
EEC F Bankruptcy . Adversary . Query = Reports - Utilities  « Logout ?
[Party Information
Last name [Bery Firstname [Halle
Middle name l— Generation l— Title l—
SSN W 222111234 Tax ID l—
Office [ | Address1[@4aw Swhst
Address2 [aptoss | Address3|
City [austn State [T< | Zip el
Couty [Fae =] Comty| |
Fhone l— Fax l—
Emal
ProSe lﬂ Role |Debtnr(db phy) j
Party text |
T N e
Submit | Cancel M
Figure 6
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Step 7 A New Case Information screen displays. Ensure that these data fields
reflect the information on your voluntary petition PDF. Chapter 13
and Chapter 11 cases are always filed with the asset notice as “yes”.
The Date split/transfer field does not apply to you so leave blank.

Once the data on the screen is accurate, click Next. (See figure 7)

=
EEC F Bankruptcy . Adversary . Query -« Reports . Utilities . Logout o_
Cpen New Bankruptcy Case

Type of debtor ¥ Indwidual [~ Corporation [~ Partnership T Clearng Bank
[T Railroad [T Stockbroker [T Commodity Broker T Other
F tatus | Paid -
R — Asset notice |No 2
Nature of debt | consumer » e B P o m
Voluntary [vaay ] number of creditors |1-
. lﬁ Estimated assets | $100.001-$500.000 =
Origin | Onginal = Estimated debts | $500.001-$1.000.000
Date split/transfer stmated debts : T
Next Clear
.
Figure 7
Step 8 The Browse for A Document Screen appears. Upload your PDF

petition document. The last page of the document should be the
Verification of Creditor Matrix. Click Next. (See figure 8)

EECF Bankruptcy . Adversary . Query Reports . Utilities . Logout
Open New Bankruptcy Case

3elect the pdf document (for example: CA\185cw501-21.pdf).
Filename

[N\Petition PDF Browse

Attachments to Document: & Mo © Tes

Mext Clear

Figure 8
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Step 9 Indicate if your petition is being filed with or without schedules and
statements by typing the correct word in the white text boxes. The
default is “with” and if this is correct click Next. (See figure 9)

= =9
UE F Bankruptcy . Adversary . Query Reports . Utilities . Logout o_

Open New Bankruptcy Case

[With or Without Schedules? Submit to Accept Default or Type Withu\ld With

[With or Without Statements? Submit to Accept Default or Type Withnutl With

Next Clear

Figure 9

Step 10 The Financial Screen appears. Review this information and click next.
(See figure 10)

EEC F Bankruptcy . Adversary . Query - Reports . utilities Logout
Open New Bankruptcy Case

- ATTORNEY FILERS - AFTER YOU ACCEPT YOUR FINAL DOCKET TEXT, AN INTERNET CREDIT CARD PAYMENT SCREEN
IDISPLAYS.

[YOU WILL HAVE THE ABILITY TO PAY THE FILING FEE NOW VIA THE INTERNET.
I[F YOU ARE FILING AN APPLICATION TO DEFER THIS FEE OR, YOU ARE EXEMPT FROM PAYING THIS FEE, CALL THE INTAKE
IDEPUTY AT THE CLERK'S OFFICE IMMEDIATELY.

[For instructions on how to make Internet Credit Card payments, click on the yellow question mark ahove.

ALL PETITIONS PATD IN INSTALLMENTS MUSTBE ACCOMPANIED BY APPLICATION TO PAY FILING FEES IN INSTALLMENTS.

OTHERWISE, YOU MUST PAY THE FULL FEE.
[[F YOU ARE PAYING IN INSTALLMENTS, CALL THE INTAKE DEFUTY AT THE CLERK'S OFFICE IMMEDIATELY.

[Fee: $209.00

Clear

Figure 10

Step 11 The next screen tells you when Form 21 is due. Click Next.
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Step 12

Step 13

Step 14

July 14, 2004

The next screen requires no data entry. Click Next.

The Final Docket Text Screen displays. Review the text to ensure
there are no errors within your entry. The submission of this screen
commits the transaction to the system. You cannot make corrections
after that has occurred. Corrections can be made prior to submission
by using the BACK button to revisit screens that apply. Proceed
forward to the final text screen and click Next after text is correct.
(See figure 11)

n
EE F Bankruptcy . Adversary . Query -« Reports . Utilities . Logout o_
COpen New Bankruptcy Case

Docket Text: Final Text

Voluntary Petition under Chapter 7 With Schedules, With Statements, ( Filing Fee: $ 209.00 ) Filed By
Halle Berry. -Statement of Social Security Number(s) due by 7/21/2004 (Shark, Joe)

Attention!! Submitting this screen commits this transaction. You will have no further opportunity to modify this
submission if you continue.

Clear

Figure 11

The fee payment screen pops up over the Notice of Electronic Filing.
This is the screen in which you choose to “Pay Now” or “Continue
Filing”. If you choose to continue filing, the payment screen will
appear after each document you file until it is paid. For the purpose of
this exercise, we will choose “Pay Now”. Click Next. (See figure 12)

 rstronc Paymiend el ntermet Bk i | i
3 ~

Sesmmiry of current charges:

Date Incurred Description At >
004.07-14 Chapter 7(04.10125

Py How Continus Fiing

4 G on 142004

04-10125 Nutiee will be shectranieally mailod te:

0410125 Naticn will nat b eloctrunically saded 1o =

Figure 12
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Step 15 Insert the correct data regarding your credit card. This includes card
type, card number and expiration date. Click Submit Payment. (See
figure 13)

/A US_Courts@icce.gov: Payment Collections - Microsoft Internet Exj o] 1 _loixIf

Please enter your credit card information below. Please do not enter
dashes or spaces:

Name: Joe Shark

Total: $208.00 Reports + utilities  + Logout

Card Type: \/u;a—;I .
Card Number: [ nl

Expiration Date: 07 x| |2004 =
Subrmnit Payment

For your privacy and protection,
the infe i bmitted here is ypted using 128-bit SSL.

d filed on 7/14/2004

lantary Pefifion under Chapter 7 With Sohedules, With Statements, ( Fling Fee § 209 00 ) Filed By Halle Berry. -Statement of Social Security Number(s) due
v 7/21/2004 (Shark, Toe)

IThe following document(s) are associated with this transaction

[Document description: Wain Document

‘Original filename: I \Petition. FDF

[Electronic document Stamp:

[STAMP blecfStamp [D=988230274 [Date=7/14/2004] [FileNumber=76628-0] [
H212aBf6adacd602e46628c82c0174d07a1062(7148 1 4aacfe 5 Sbdad 7482 8068
5447390k 388k 001cd88262d35a5237a29bdf2ec 5382724351256 10]]

4-10125 Notice will be electronically mailed to:

4-10125 Notice will not be electronically mailed to: 4|

Figure 13

Step 16 You will see your financial transaction being processed. Once
completed, click Close Window (See figure 14)

ek i s alotxl -
=

U5, Bankruptcy Court
Western District of Texas

Thark peu. Tour wransaction s e amoms €5 209,00 has Bem
Plrase keep & copy of poum ameaction rece E bt ok |
111E84625 &

Crosw wecre

0410125 Msticr will be wlewctrusially mailed tec

0410125 esice will mst b slerctremically mailed ta: -

Figure 14
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Page 8

The Notice of Electronic Screen now appears in full. This screen is
clarification that your case has been filed. Note the new bankruptcy

case number. You may review information by clicking any blue

hyperlink which takes you to the PACER login screen. Insert your
PACER login and password to review information anywhere in the
system. This screen also contains Electronic Notification information.

(See figure 15)

= =
UEC F Bankruptcy . Adversary . Query -« Reports . utilities  « Logout ?

Open New Bankruptcy Case
U.S. Bankruptcy Court
Western District of Texas

[Motice of Bankruptey Case Filing

[The following transaction was received fom Shark, Joe entered on 7/14/2004 at 1150 AM CDT and filed on 7/14/2004
Case Name: Halle Berry

Case Number: 04-10125

Document Number: 1

Docket Text:
[Voluntary Petition under Chapter 7 With Schedules, With Statements, ( Filing Fee: § 209.00 ) Filed By Halle Berry. -Statement of Social Security Number(s) due
v 712172004 (Shark, Joe)

The following document(s) are associated with this transaction:

Document description:Ivfain Document

Original filename: I \Petiion PDF

[Electronic document Stamp:

[STAMP blecfStanmp_ID=988230274 [Date=7/14/2004] [FilsMumber=76628-0] [
A212a8fBad7acd602e46628c32cf0174407a106267fd8 14aacte 5c3b dad 7483898
5447330b9BIBbb001cdBE26ad 3525237 a2 9hdf2ec 538272d35 16256 10]]

4-10125 Notice will be electronically mailed to:

14-10125 Notice will not be electronically mailed to:

Figure 15
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UPLOADING YOUR CREDITOR MATRIX

Step 1 Click on the “Bankruptcy” option on the blue Main Menu Bar to
proceed with the upload of the creditor matrix for your new case.
Remember that your matrix needs to be in .txt format. Select the
“Creditor Maintenance” category. (See figure 16)

=| >
UE F Bankruptcy . Adversary +  Query Reports  +  Utiities +  Lagout )

[Bankruptcy Events

Appeal

Judge/Trustee Ass ent
Creditor Maintenance. .

File Claims

Motions/ Applications
Obi/Resp/Tnrol Answer

Open a BK Case

Open Involuntary BK-Ch 7 & 11
Other

Plan/Disclosure Stt/Obq to Plan

CaseUpLoad
Order Upload

Figure 16

Step 2 Click Upload a Creditor Matrix File. (See figure 17)

=
EE F Bankruptcy . Adversary + Query Reports +  Utities +  Logout e )

Creditor Maintenance

Enter individual creditors
Upload a creditor matrix fle

Figure 17

Step 3 Enter the Case Number.

July 14, 2004 Case Open Procedures
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Step 4 The Browse for A Document Screen appears. Click Browse and locate
the matrix document for uploading. Once the .txt file has been located
Click Next. (See figure 18)
EECF Bankruptcy Adversary Query -« Reports . utilities Logout ?
Load Creditor Information
Case number 04-10126
Eateananie oEi?;:lr: ;]::i:i::e;: IN.\casE_Upen_mamx.M Browse..
Figure 18
Step 5 The Add Creditors screen displays the number of creditors being
uploaded. If this is correct, click Submit. (See figure 19)
EECF Bankruptcy Adversary Query Reports utilities  « Logout ?
|Add Creditor(s)
Total Creditors Enterad 7
Figure 19
Step 6 The Creditors Receipt screen confirms the submission of the creditor
matrix upload to the database. The upload is now complete. (See
figure 20)
» . . Utilities . Logout ?‘
Creditors Receipt
Figure 20
July 14, 2004
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ASSIGNING THE JUDGE/TRUSTEE

Step 1 Return to the Bankruptcy option on the Blue Main Menu Bar. Select
“Judge/Trustee Assignment” You must do this for every new case
filed. (See figure 21)

Rankrupley . Athnrsary v Query s Reports  + Ulilities  + Logout ¢

FlanThsclonme StmbiOb) to Flan

CageUpload
Crder Upload

Figure 21

Step 2 A screen appears giving you information as to the judge assigned and
trustee/341(a) meeting information for all cases filed under your login
today. Your new case filing has now been completed. (See figure 22)

EEC F Dankruptcy B B 1 . Reports . utilities Logout 6:—.

|This may takce a few minutes. Please be patieat. A confirmation screen will appear.
341 Judge And Trusiee

Case

Case de Chapter 341 Meeting Judge Name Trustee Name

fmsha G

0900 AM MorcotFrackR.  Miligan MarshaG

e e First Mesting of Creditors & Nok
10125 Berrw |7 Milligan added to the case. with
S at Ausen Boom 118, Obgee

First Mecting of Creditors & Notice of Appombme n Trustee Marsha G
Milligan added to the case with 341() mestin on 05252005 at 0900 AM  Momroe FrimkE Ialegmn, MarshaG
at Austin Beom 118, Objections for Discharge due by 077242005, (Shark, Joe)

Figure 22
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