September 21, 2018

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

Instructions for filing:

Enter your CM/ECF filer login and password if you are electronically filing something with the ¢
If you have lost or forgotten your CM/ECF password, click here.

Authentication

P
Login: |ruizaty & | IMPORTANT NOTICE OF REDACTION RESPON
| financial aceount numbers, in compliance with Fed. B. I

Password: [eesssssas &7

Client | | I understand that, if I file, I must comply with the rec
code:

Login Clear

Notice \

IAn access fee of $0.10 per page or $2.40 per document with an audio attachment, as approved by

B A N Ll
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Click on the “Bankruptcy” hypertext link on the blue CM/ECF Main
Menu Bar.

EE F Bankruptcy . Adversary  + Query -+  Reports -  Utlities -  Logout

U.S. Bankruptcy Court
Western District of Texas

Official Court Electronic Document Filing System

Notifications & Tips

The CM/ECT System was upgraded to Version 3.0. Please visit www.txwh.uscourts.gov to review
changes to the application.

CM/ECF Update 19/8/2006

A new feature to help keep attorney information current was added to the Case Management /

Electronic Case Files (CM/ECF) System for U_S. Eankruptcy Court of the Western District of Texas.
After entering your log in and password, you will be presented with a screen that displays your name, |
1/30/2006 |mail address, business address, and phone number. When you confirm the information is correct, you

rvnsaad tn thn Wnlanma sevane Toka nfamamian wands oo ke samnstad wan svn wenanad fa e

Verification of Attorney
[Filing Information

Step 2 The “Bankruptcy Events Menu displays. Click Open A BK Case.

Bankruptcy Events

Appeals & Transeripts
Judge/Trustee Assignment
Creditor Maintenance...

File Claims
Motions/Applications
Multi-Case Docketing
Obj/Resp/Invol Answer
Open a BK CaseA/
Open Involuntary Petition
Other

Plan/Disclosure Stmt/Obj to Plan

Case Upload
Order Upload
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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).

Open New Bankruptcy Case

Case type bk

Date filed 8;10018‘/
Chapter /
Joint Petition

Next Clear

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.

Search for a debtor
SSN /ITIN Tax ID / EIN

Last/Business name |Zibrat

First Name \
Middle Name |
Searclﬁ{
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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.

Search for a debtor
SSN/ITIN |

Tax ID / EIN

First Name |

Last/Business name | |

Middle Name |

Search || Clear

Party search results

No person found. /

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.

EECF Bankruptey . Adhversary + Duery - Reports  « Utilities - Logout ?
Dehtor Information
Last nanse [#elk First name [Law
M
: Efﬂ: Generation [ Tie [
SsN R msT maam Tam[
Office [ Address 1 [155 fed Rver
Address 2 Address 3 |
City [awsin Stawa [T0 Zip [rrm
Comty [Trns =] Comtry [
Phene [ rac[
E-mail [
Party text
[A8es | comorste paent.. | Ruview... t‘&:‘a“:‘fﬁ“htx':‘m’:ﬂ”
Submit | Cancel | Clear |
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STEP 7

If the debtor has alias, click on the Alias button to add those names
otherwise, skip this step and click Submit.

|Alias Information (Party Jonesly, Bob Mark)

T| Last/Business name | First name |Middle name|Generatiun| Role
1 [Jonelsy |[Bob I | | | ke ]

2| I I 1
B I I | T [ ]
] I I | [ o=
H I I T o=

=
|| aka v‘

Add aliases | Clear @ Click the Add aliases button to return to the Party screen and submit a

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

Fee Status:
e Paid (default)- Filing fee paid in full.

o 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.

e Fee not paid — No fee is paid at time of filing.

e 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.

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

Type of debtor

@ Indrridual
Prior filing within last 8 years |no x € Cotporation (includes LLC & LLP)
© Partnership
Fee status |Paid hd © Other
Nature of debt s Nature of business
Asset notice [No |+ ' Health Care Business
" Single Asset Real Estate
Estimated number of creditors |1- 49 - 3 Raikoad
Estimated assets |$100,000 to §1 million > © Stockbroker
© Commodity Broker
Estimated debts |EIailTRRtREMaEAITE  Clearing Banik.
© Other

" Taz-Ezempt Entity

MI Clear
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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/txwbhcoop/files/list_creditors
pdf
Click Next.
EECF Bankruptcy . Adversary . Query Reports . utilities  + Logout ?
Open New Bankruptcy Case
S.elact the pdf document (For example: CA99cv301-21.pdf)
|N “Petition PDF Browse
Mext| Clear |
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.
Open New Bankruptcy Case
Presumption Arises annwn
I
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.

EEC F Bankruptcy - Adversary . Query -

i
Reports - Utilities  « Logout ?
Open New Bankruptcy Case

[With or Without Schedules? Submit to Accept Default or Type Withnutl Wiith

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

Mext Clear
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Step 12 The following 2 screens give you direction on inserting data regarding
Official Form 6—Statistical Information.

Atversary  +  OQuery +  Re - Utties - Logout

{Open New Bankruptey Case £

SUMMARY OF SCHEDULES

Fapect the totals from Schedules A B, DL E F.1,J, Forn 21, end Hemdischazgeable Dbt m the boses provaded

NAME OF SCHEDULEFORM ASSETS LIABILITIES OTHER
A - Beal Property Q

B . Persceal Property r

D - Credtors Hobdng Secured Claims

E - Creddors Holdng

ured Pracaity Clicsss

« Crecttars Holding Unsecured Manprianty Claime

Average Income (from Schedule [ Lee 16)
Average Expenses (from Schedule J, Lee 18)

Current Mot e '7

(from Form 224 Line 12, OR, Form 22B Line 11; OR, Form 22C Lie 20)

TOTAL Type of Liahility froen

Ferm &, Stabistical Susesary

(Geneealiy Hondethargeakls Dabe .. 28 ISC 159) =
Total Dischargeable Debt {Computed)

Hote. et eomputed when ay valus above for D, E, F, or

nondischagesble debt is not known

e | Clear

Step 13 The Financial Screen appears. Review this information and click next.

EECF Bankruptcy Adversary Query Reports Utilities Search Logout ?
Open New Bankruptcy Case

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

YOU WILL HAVE THE ABILITY TO PAY THE FILING FEE NOW VIA THE INTERNET.
IF YOU ARE FILING AN APPLICATION TO DEFER FILING FEE, APPLICATION FOR WAIVER OF A FILING FEE

OR, YOU ARE EXEMPT FROM PAYING THIS FEE, CALL THE INTAKE DEPUTY AT THE CLERK'S OFFICE
IMMEDIATELY. \

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

ALL PETITIONS PAID IN INSTALLMENTS MUST BE ACCOMPANIED BY APPLICATION TO PAY FILING FEES IN
INSTALLMENTS. OTHERWISE, YOU MUST PAY THE FULL FEE.

I[F DEETOR IS PAYING IN INSTALLMENTS, YOU MUST PAY 50% OF THE FILING FEE WITHIN SEVEN (7) DAYS
FROM THE CASE FILIING DATE. '\

FILING FEE PAID TODAY OR 0.00 FOR NO FEE PAID.

Fee: $335 ™~
Next Clear
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Step 14

Step 15

Step 16

Step 17

The next screen tells you when the Declaration for Electronic filing
is due to be electronically filed on the case docket. Click Next.

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.

ZEC )
UE F Bankruptcy . Adversary . Query Reports . Utilities  » Logout ?

'Open New Bankruptcy Case

Docket Text: Final Text

Voluntary Petition under Chapter 7 With Schedules, With Statements, (Filing Fee: $ 299) Filed By
Lawrence Welk. -Declaration for Electronic Filing due by 10/4i2006 {(Sugarplum, Loretta)

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

Clear

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.

S S Sy——————
Do NOT se the browser Back’ button duneg the payment process

P |

| el e J sehtrge~ | 61 -

Bummary of cwrrent charges: Utties  «

Ol

Diste Tncurred Deseription Acsoriar B
Vebiatry Petica Chapter T(06-10067) o
fenise vokp 7] ( 250.00) $en
Totak §
199.00
b
I DT o Bed on SIZT2006
s Pay Haw Continun Fling
Cs
D oy
" - =l
[y 48] Dore 5 [ irkemet

Vohintary Petition under Chapter 7 With Schedules, With Statements, (Filzg Fee. § 299) Fded By Lawrence Welk. Declaration for Elsctronic Filg o by
1042006 {Sagaephum, Loreita)

The falawing doctsnem(s} are associated with thit tramsaction

[Droewmment deseription:hlen Docunen

IDriginal Flenume: 1752 sgned pdf

[Electronic document Stamp:

STAMP bkecfStaenp ] 5] [Filefiznber=109837-0]
051 102461000474 Be3dHBE3TH ISR BT 2ebA0184d10LE4004da
BO380e 500 20e T Jacdadeed Tedd 35631050500 064443 dc 28 04T 28]

8
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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
FilingScreen.

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. Thisscreen
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.

EE F Bankruptey . Adversary - . +  Utilities

|Open New Bankruptcy Case =
1.8, Bankruptey Court
Western Diswrict of Texas
Bfotice of Bankruptey Case Filing
[The following transaction was received from Sugarpluen, Loretta A entered on 9272006 at 10:083 AM CDT and fled on H272006
Case Name: Lawrence Welk

Case Number: 05-10067
Drocument Namber: |

IDacket Text: ||
|Voluntary Fetition under Chapter 7 With Schedules, With Statements, (Filmg Fee: § 2%9) Filed By Lawrence Welk -Declaration for Electromc Fiing due by J
104472006 (Sugarphum, Lorstta)

[The following 4 are A with thas b

Document deseription: Mam Document

[Original filename: MA752-signed paf

[Electronic document Stamp:

STAMP blecfStamp_ID=988230274 [Date=%27/2006] [FileNumber=105837-0) =
0a%1104610a0404TdeSdfdd dT8e 3d9863791£5d20a1babB0T2ebd0 1844 1 0bE34004da

[eE036£ae 500207 3acdadced Tedd356310500500e 0644434 28 048728 ]|

T

-10067 Notice will be electronically mailed to:

oretta A Sugarplem  tma_warren(@tewh, uscourts. gov

-10067 Notice will not be electronically mailed to:
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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:
e Margins (top, bottom, left, right) should be at least one (1) inch.
e Each creditor must be separated by at least one blank line.
e Do not include page numbers, headers, footers, etc.
e Do not use special characters: i.e.$| @ *
e The name and address of each creditor must be five (5) lines or less.
e The “name” line may contain no more than 50 characters including blanks.
e Each address line may contain no more than 40 characters including blanks.

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

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

e C(ity, state, and zip code must be on the last line.

e There must be a comma placed immediately after the city name. ( ex. Midland, TX)
e All states must be the two-letter U.S. Postal Code abbreviations.

e 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.

Bankruptcy . Adversary + Query « . utilithes  + Logout 'Q——

[Bankruptey Events

Appeal

ry BE-Ch 7 & 11

1y to Blan




September 21, 2018

Step 2 Click Upload list of creditors file

Query -+ Reports  +  Utilities

—
togout 73
Creditor Maintenance

Enter indiwidual creditors
Upload a crediter matriz 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.

Query s Reports . Utilities Logout
Load Creditor Information

Case number 04-10126
Enter name of file and click on Next -
Example: c:\creditor.txt IN \case_open_matibta Browse.

M Clear

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

EE F Bankruptcy . Adversary

=
Query Reports . Utilities  « Logout ?
\Add Creditor(s)

Total Creditors Entered 7

Submit I

Step 6 The Creditors Receipt screen confirms the submission of the list of

creditors upload to the ECF system. The upload is now complete.

EECF Bankruptey + Hutversary

Reports  «  Utiities

Logout "'_,L

Creditors Receipt

Case Mumber

04-10126
Tetal Creditors Added to Databaze |7

(Eile A Precf Of Claim




September 21, 2018

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.

3
EE F Bankruptcy . Adversary + Query - Reports  Utiites «  Logout y

[Bankruptcy Events

Appeal

Judge/Trustee Assignment
Creditor Maintenance.

File Claims

Iotionst A pplications
ObiRespilnvel Answer

Open a BE Case

Open Involuntary BE-Ch 7 & 11
Other

Plan/Disclosure SteatfObite Plan

CaselpLoad
Order Upload

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.

EEC F Bankruptcy . Adversary +  Query -« Reports
[This may take a few minutes.. Please be patient. & confirmation screen will appear.
341 Judge And Trustee
Case (T:?;: Chapter 341 Meeting Judge Name Trustee Name
First Meeting of Creditors & Notice of Appointment of Interim Trustee Marsha G
(0067 ek || K00 A Boom 118 O o Dochass o by 092000 (gupa, M0kl Mgt
Lore

12



