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Welcome 

Slide notes: Welcome to the Training Module on Opening a Complete Voluntary Bankruptcy Case in CM/ECF. 
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Navigation 

Slide notes: Displayed are the Navigation Instructions for this module.  

Before you begin the lesson, please read the instructions. 

If you are unable to see the playback control bar at the bottom of the screen, press the F-11 key. This may resolve the problem.  

Click the Start button when you are ready to begin. 
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Objectives 

Slide notes: After completing this module you will be able to:  

Open a Voluntary Bankruptcy Case with all of the petition forms, schedules and statements. 

 

 

 

 
_______ 
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Slide 4 
Slide notes: From the Main Menu bar, Select Bankruptcy. 
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Slide 5 
Slide notes: The Bankruptcy Events screen displays. Select Open Voluntary Case. 
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Slide 6 

Slide notes: The Open Voluntary Bankruptcy Case screen displays. The case type is defaulted to “bk” for bankruptcy and the date filed is defaulted to 
the date you are filing the bankruptcy. To view chapter choices, click the drop-down arrow.  
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Slide 7 

Slide notes: For this exercise, select Chapter 7.  
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Slide 8 
Slide notes: The joint petition field defaults to n for no, click the drop-down arrow to view other choices. 
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Slide 9 
Slide notes: This is not a joint petition, therefore select n. 
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Slide 10 
Slide notes: The deficiencies field defaults to n for no. When filing a case, review all of the forms in the petition packet. If you are not submitting all of 
the petition forms, schedules and statements, you must change the deficiencies field to y for yes. Click the drop-down arrow to view your choices. 
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Slide 11 
Slide notes: For this exercise, you are filing a complete case. Select n. 
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Slide 12 
Slide notes: Click Next. 
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Slide 13 

Slide notes: The Search for a debtor screen displays. This screen allows you to search the CM/ECF database to confirm if the debtor has existing 
records from a previous filing.  

You may search by social security number, tax id, last name, first and middle name.  

For this exercise, enter the Social Security Number as displayed on screen, then click Search. 
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Slide 14 

Slide notes: The Search for a debtor screen reloads with the Party Search Results. If there are search results, a box with the name or names from the 
search results displays. You may highlight and review party information, and select if applicable. If a party is found with that Social Security Number 
and the address is different, select that party and update the address information. 
When there are no search results, you must create a new party. As seen on screen there is no person found with the social security number that was 
entered. You can now click on Create New Party to continue. 
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Slide 15 
Slide notes: The Debtor Information screen displays. Enter the debtor’s personal information as instructed, pressing the tab key after each entry. 
Begin by typing the last name. 
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Slide 16 
Slide notes: Type the first name. 
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Slide 17 

Slide notes: If the Debtor has both a physical and a mailing address, always enter the physical address. 
Type the address as instructed on screen. 
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Slide 18 
Slide notes: Type the city. 
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Slide 19 
Slide notes: Type the State. 
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Slide 20 
Slide notes: Type the Zip Code. 
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Slide 21 
Slide notes: Click the County drop-down arrow. 
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Slide 22 
Slide notes: Select Los Angeles. 
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Slide 23 

Slide notes: If the debtor has one or more aliases you must include them. 
 For this exercise, Click Alias. 
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Slide 24 

Slide notes: The Alias Information screen displays. You may enter up to 5 aliases. For this exercise type the Last Name as instructed on screen.   
Press the Tab key after each entry. 
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Slide 25 
Slide notes: Type the first name. 
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Slide 26 
Slide notes: and the middle name. 
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Slide 27 
Slide notes: Next, select the role of the alias. Click on the drop-down arrow to view your options. 
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Slide 28 
Slide notes: Select aka for also known as. 
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Slide 29 

Slide notes: To return to the Debtor Information screen, click Add Aliases. 
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Slide 30 
Slide notes: To confirm the addition, click Review. 
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Slide 31 

Slide notes: The review attorneys, aliases, and corporate parents screen displays. Notice a check mark in the box next to the aliases you have added. 

If any of the additions are incorrect, uncheck the box to remove the alias from the list. For this exercise, the information is correct.  

 

Click Return to Party screen. 
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Slide 32 
Slide notes: You have now returned to the debtor information page. Click Submit. 
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Slide 33 
Slide notes: A pop-up window displays warning that a tax ID has not been entered. Disregard the warning and click OK. 

 

 

 



OpenCompleteCase_A_102808_Atty Tuesday, November 04, 2008

 

Page 34 of 34 

Slide 34 

Slide notes: The information on this screen is in reference to which Divisional Office your case is assigned to according to the zip code entered. The 
Divisional Office will reflect either: Santa Barbara, Woodland Hills, Los Angeles, Santa Ana or Riverside. If the information is incorrect, you must 
restart the filing process by selecting Bankruptcy from the Main Menu bar.  

 

For this exercise, the information is correct. Click Next. 
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Slide 1 

Slide notes: The Statistical Information screen displays. Remember to have the information for estimated number of creditors, estimated assets and 
estimated liabilities ready.  
The first field, prior filing within last 8 years, automatically defaults to no. Click the drop-down arrow. 

 

 

 



OpenCompleteCase_B_102808_Atty Wednesday, November 05, 2008

 

Page 2 of 32 

Slide 2 
Slide notes: For this exercise, the debtor has not filed bankruptcy within the last 8 years, therefore select no. 
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Slide 3 
Slide notes: The  Fee Status field automatically defaults to Paid. Click the drop-down arrow. 
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Slide 4 

Slide notes: The drop-down menu displays possible payment options: Installment, Paid, Fee not Paid, IFP Filing Fee Waived.  

Note: While there are various payment options, an attorney who is electronically filing should not change the Paid selection. Electronically filed 
documents must always be Paid. 
Therefore click Paid. 
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Slide 5 
Slide notes: Click the Nature of Debt field drop-down arrow. 
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Slide 6 
Slide notes: Displayed are 2 options, business or consumer, relating to the type of debt. For the purpose of this exercise, select consumer. 
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Slide 7 
Slide notes: The Asset Notice field defaults to no. Do not change this field, as it is automatically populated based on the chapter of bankruptcy you 
selected earlier. 
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Slide 8 
Slide notes: Enter the estimated number of creditors by first clicking the drop-down arrow. 
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Slide 9 

Slide notes: According to information from the petition, select the number of creditors. For this exercise, select 1-49. 
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Slide 10 
Slide notes: The next field is for Estimated Assets. Refer to the Petition to select the correct amount. Click the drop-down arrow to view the amounts. 
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Slide 11 
Slide notes: Select $500,001 - $1 million. 
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Slide 12 

Slide notes: The Estimated Liabilities field is similar to the Estimated Assets. Refer to the Petition to select the correct amount.  
Click the drop-down arrow. 
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Slide 13 
Slide notes: Select $500,0001 - $1 million. 
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Slide 14 

Slide notes: Review the Type of Debtor and Nature of Business fields on the right side of your screen. The Type of Debtor field defaults to individual.  

Make the appropriate change if/when needed. For the Nature of Business, a selection should only be made if the nature of debt field selection is 
Business.  

 Click Next. 
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Slide 15 

Slide notes: The Summary of Schedules screen displays. Please refer to your Summary of Schedules and Statistical Summary forms to fill-in the 
appropriate amounts. Follow the directions on screen to complete this screen. 
Begin by entering the amount from Schedule A for Real Property, then press your tab key. 
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Slide 16 

Slide notes: Enter the amount from Schedule B for Personal Property, then press your tab key. 
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Slide 17 

Slide notes: Enter the amount from Schedule D for Creditors Holding Secured Claims, then press your tab key. 
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Slide 18 

Slide notes: Enter the amount from Schedule E for Creditors Holding Unsecured Priority Claims, then press your tab key. 
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Slide 19 

Slide notes: Enter the amount from Schedule F for Creditors Holding Unsecured Nonpriority Claims, then press your tab key. 
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Slide 20 

Slide notes: Enter the Average Income, from Schedule I, Line 16, then press your tab key. 
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Slide 21 

Slide notes: Enter the amount for Average Expenses from Schedule J, Line 18, then press your tab key. 
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Slide 22 

Slide notes: Enter the amount of Current Monthly Income. The form number containing the current monthly income is different per the type of 
bankruptcy you are filing. If filing a Chapter 7, the amount can be found on Form 22A, Line 12. If filing a Chapter 11, the amount can be found on 
Form 22B, Line 11, and if filing a Chapter 13, the amount can be found on Form 22C, Line 20. After entering the amount as displayed on screen, 
press your tab key. 
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Slide 23 

Slide notes: Scroll down. 
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Slide 24 

Slide notes: Continue by entering the amount displayed in the the amount for the Total Type of Liability field from page 2 of the Summary of 
Schedules form then press your Tab key.  
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Slide 25 

Slide notes: The Total Dischargeable Debt field is automatically computed by CM/ECF. Click Next. 
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Slide 26 

Slide notes: The Presumption Arises screen displays for Chapter 7 filings only.  Refer to the Statement of Current Monthly Income and Means Test 
Calculation or Form 22A in your petition packet.  
For this exercise, select no. 
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Slide 27 
Slide notes: Click Next. 
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Slide 28 
Slide notes: The Select the pdf document screen displays. Click Browse. 
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Slide 29 

Slide notes: The Choose File pop-up window displays. Navigate to the location on your computer where you saved the debtor's completed petition 
file.   

All attachments should be a pdf (also known as Portable Document Format). If you try to upload any other format you will receive an error message.  
For this exercise, click over Chapter 7 Petition. 
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Slide 30 
Slide notes: From the drop-down menu, select the Open with Acrobat menu item. 
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Slide 31 
Slide notes: Review the document to ensure all forms are included. Scroll down. 
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Slide 32 
Slide notes: Click the End arrow.  
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Slide 1 
Slide notes: The last page of the document displays. Scroll down. 
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Slide 2 
Slide notes: Close the pdf by clicking the Close button. 
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Slide 3 
Slide notes: Click Open. 
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Slide 4 
Slide notes: A link to the petition location on your computer populates the Browse field.  Click Next. 
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Slide 5 

Slide notes: The filing fee displays. Earlier in this exercise you selected Paid in the Fee Status Field. The amount of the fee will vary depending on the 
type of chapter of bankruptcy being filed.  
Click Next. 
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Slide 6 

Slide notes: The Docket Text screen displays. Make additions as appropriate to the docket prior to submitting the electronic filing to the Court.  
For this exercise, make no additions. Click Next. 
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Slide 7 

Slide notes: The Final Docket Text screen displays. This is the final screen prior to submitting the filing to the court. Please review the docket text 
carefully to ensure accuracy.  If you find an error, re-start the filing process by selecting Bankruptcy from the Main Menu bar.  Do Not use the back 
button on your browser.  For this exercise, the docket entry is correct. 
Click Next. 
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Automatic to next screen 

Slide notes: The Notice of Electronic Filing, or NEF, screen displays.  This screen provides a receipt of the filing of the bankruptcy case.  Displayed 
are the date and time of filing and the Document Number.  Scrolling down displays the parties who will receive an electronic mailing and the parties 
who will not receive an electronic mailing of the notice. Print and attach a copy of the "NEF" to your courtesy and/or chambers copy you will submit to 
the court. Also keep a copy of this Notice for your records.   

 

Note: For all courtesy/chambers copies submitted to the court, stamp or write "Electronically Filed" with the date the transaction occurred on the face 
page of the petition. 

 

Also note: In this exercise, the pop-up blocker is on, preventing the Electronic Payment Screen from displaying.  
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Slide 9 

Slide notes: When pop-up blockers are disabled, the Electronic Payment screen displays prompting you to pay the fee due.   

 

Note:  You must disable your pop-up blocker for electronic payments to be successful.  CM/ECF prevents you from filing any other documents until 
the electronic payment is made. Refer to the Training Module on Pay.gov regarding disabeling pop-up blockers. 

 
Click Pay Now. 
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Slide 10 
Slide notes: For detailed instructions on how to pay filing fees online, view the Training Module on Pay.gov after completing this module. 
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Summary 

Slide notes: You should now be able to: 

Open a Voluntary Bankruptcy Case with all of the petition forms, schedules and statements.  

Click Continue to proceed to the Required Quiz. 

 

 

 

 

 



OpenCompleteCase_C_102808_Atty Tuesday, November 04, 2008

 

Page 12 of 12 

Slide 19 

Slide notes: This concludes the training module. 

You may use the playback controls to view this module again or proceed to the training module on Pay.gov. 

You may also view and/or download the CM/ECF Procedures and Rules by clicking the info button on this screen. 

If you have further questions, contact the CM/ECF help desk between the hours of 9am and 4pm.  
Close this module by pressing the Enter key on your keyboard.  

 


