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CM/ECF DOCKETING/FILING PROCEDURE 
For Attorneys 

BANKRUPTCY CASE OPENING 
LIST OF CREDITORS UPLOAD 

JUDGE/TRUSTEE ASSIGNMENT 
 

 
This procedure is completed as part of the new bankruptcy case filing to 
obtain a new bankruptcy case number.  Be sure to review your documents.  Make sure 
that all the data is correct, you have all the necessary signatures, and that you have all the 
necessary forms.  See http://www.txwb.uscourts.gov/voluntary-chapter-7-11-12-or-13-
case-filing-requirements 
 
 
Once the new case is filed, complete the process by uploading a list of creditors and 
assigning a bankruptcy judge/trustee to the new case. Several bankruptcy software 
packages will shorten this procedure so if you use one of these products contact your 
software company about electronic case filing options. 
 

 
Step 1 Log into ECF 
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 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. 
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Step 3 The Case Data Screen displays. Select the appropriate data by clicking 
on the drop-down boxes.  Select the chapter of the case and whether or 
not this is a joint petition (y/n).  

 

     
 

Step 4 The Search for A Debtor 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. Enter search data 
and Click Search.  
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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.  
 

      

 
 

Step 6 Complete the additional fields on the Party Information screen.  You 
must provide the full name(s) of the debtor(s).  Do not capitalize the 
name information.  Use upper/lower case letters for name, address, 
and city.   
Ex. Thomas W. White, 123 Main St., San Antonio, TX 78221. 

 
 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. 
  

 The Party Text Box serves as a place to input information about the 
debtor’s capacity in this filing. For instance: Lawrence Welk, For the 
Estate of the Deceased Mary Welk. The italicized portion of the title 
was entered in the Party Text Box. You probably won’t use that box 
often.  
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   If the debtor has alias, click on the Alias button to add those names  
   otherwise, skip this step and click Submit. 
 

    
 

STEP  7 A New Case Information screen displays. Ensure that these data fields 
reflect the information on your voluntary petition PDF.  

 Fee Status:     

 Paid (default)- Filing fee paid in full. 

 Installment – If petition is accompanied by application 
to Pay Filing Fee in Installments.  (7, 11, 13, 12 individual 
debtors only) 

 Note: Effective December 1, 2017, at least fifty percent of the filing fee 
is due within seven (7) calendar days of the filing of the petition for 
debtors applying to pay the filing fee in installments. 

 Fee not paid – No fee is paid at time of filing. 

 IPF filing fee waived – Ch 7 petition is accompanied by 
an Application to Waive Chapter 7 Filing Fee. 

 

 Asset Notice: 

 Chapter 13 and Chapter 11 cases are always filed with the asset notice 
as “yes”.  Once the data on the screen is accurate, click Next.  
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Step 8 The Browse for A Document Screen appears.  Upload your 

PDF petition document.  Be sure to check your PDF for 
completeness and accuracy.  The last page of the document 
should be the Verification of the List of Creditors along with a 
PDF copy of the List of Creditors. 
   

 See TXWB Local Forms:  
http://www.txwb.uscourts.gov/sites/txwbcoop/files/list_creditors
.pdf 

 
  Click Next.  

 

 
 

 
Step 9 The next screen is instruction on where to file the Debtor’s Certificate 

of Budget and Credit Counseling, Certificate of Exigent Circumstances 
and Motion to Waive Credit Counseling. After review, click Next. 

 
 

Step 10 Make proper selection regarding “Presumption Arises”. Click Next.  
 

 

 
Step 11 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.  
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Step 12 The following 2 screens give you direction on inserting data regarding 
Official Form 6–Statistical Information.  

 
 

 
 
 

Step 13 The Financial Screen appears. Review this information and click next.  
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Step 14 The next screen tells you when the Declaration for Electronic filing 
is due to be electronically filed on the case docket. Click Next. 

 
Step 15 The next screen requires no data entry. Click Next. 

 
Step 16 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.  

 
 
 

 
 

Step 17 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 all fees are paid.   You 
can also pay fees using the Internet Fees Due program located 
under the Utilities menu in ECF. 
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Step 18 For payment of fees, insert the correct data regarding your credit card 
in the next white pop up box. This includes card type, card number 
and expiration date. Click Continue with Plastic Card Payment. A 
third pop up box appears in which you are to authorize the charge. 
Click Submit Payment. The request processes and you get a payment 
successful screen. Close that screen to see your Notice of Electronic 
Filing Screen. 

Note:  
If you have indicated that debtor(s) is/are paying filing fee in installments or that debtor(s) 
is/are to file an application to waive the chapter 7 filing fee, then you must file these 
motions/applications after the case is opened.  If not, the full filing fee is due upon the opening 
of the case. 

 
 

Step 19 The Notice of Electronic Filing 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.  
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UPLOADING YOUR LIST OF CREDITORS 

 

THE LIST OF CREDITORS FOR UPLOAD MUST BE A “.TXT” FORMAT/FILE.  

 

List of Creditors Specifications: 

 Margins (top, bottom, left, right) should be at least one (1) inch. 

 Each creditor must be separated by at least one blank line. 

 Do not include page numbers, headers, footers, etc. 

 Do not use special characters:   i.e. $ | @ * 

 The name and address of each creditor must be five (5) lines or less. 

 The “name” line may contain no more than 50 characters including blanks. 

 Each address line may contain no more than 40 characters including blanks. 

 Names and addresses should be left justified (flush against the left margin, no leading   
spaces.) 

 Account numbers or “attention” lines should be placed on the second line of the 
name/address. 

 City, state, and zip code must be on the last line. 

 There must be a comma placed immediately after the city name. ( ex. Midland, TX) 

 All states must be the two-letter U.S. Postal Code abbreviations. 

 Nine-digit zip codes must be typed with a hyphen separating the two groups of digits. 

 

 
 

Step 1 Once you have created your list of creditors .txt file, click on the 
“Bankruptcy” option on the blue Main Menu Bar to proceed 
with the upload of the list of creditors for your new case. 
Remember that your list of creditors needs to be in .txt format.   
It cannot be a PDF, Word, or WordPerfect document! 

 
 Select the “Creditor Maintenance” category/option.  
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Step 2 Click Upload list of creditors file 
 

 
 
 

Step 3 Enter the Case Number. 
 

Step 4 The Browse for A Document Screen appears. Click Browse and locate 
the list of creditors text document for uploading. Once the .txt file has 
been located Click Next.  

 
 
 

 
 

Step 5 The Add Creditors screen displays the number of creditors being 
uploaded. If this is correct, click Submit.  

 
 
 

 
 

Step 6 The Creditors Receipt screen confirms the submission of the list of 
creditors upload to the ECF system. The upload is now complete.  
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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.  

 

 
 

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.  

 
 

 
 


