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Bankruptcy Case Opening

Opening a Bankruptcy Case involves entering the necessary information
regarding the debtor(s) and basic statistical data. This section of the manual
demonstrates the steps and screens required for attorneys to open a bankruptcy
case in CM/ECF. The example case is a chapter 7, no-asset, individual
consumer debtor.

1. Click on the Bankruptcy hyperlink on the CM/ECF Main Menu Bar.

2. Click on the Open Voluntary BK Case hyperlink from the Bankruptcy
Events Screen.

3. The Open Voluntary Bankruptcy Case Screen will display. (See figure

1)

Open Voluntary Bankruptcy Case

Case type bk
Date filed 10/25/2006
Chapter |7 |+
Jomt Petition |n +

Deficiencies |n v

Figure 1
e The Case Type will automatically default to bk.
e The current date will always display in the Date filed field.

e Select the Chapter from the pick list box, or skip it if the default is
correct.

e The default value for Joint Petition is n (n); for a joint filing select y
(yes).

e If there are any required items missing form the petition, change the
Deficiencies box from n to y. A deficiency list will be presented on
a later screen if deficiencies are indicated.

¢ When the information is correct, click [Next] to continue.
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4. The Party Search Screen will display. Before adding a party, you will
need to search the database to determine if the party already exists. You
may search by Social Security Number, Tax ID Number, Last/Business
Name, or a combination of these items. The First Name and Middle Name
fields may be used to narrow the search results.

5. Enter the debtor’s search information and click [Next]. (See figure 2)

EEC F Bankruptcy Adversary

Open Voluntary Bankruptcy Case

Search for a debtor

SSN TaxId
Last/Business name |Public
First Name John

Naddle Name

Figure 2

6. The Party Search Results Screen will appear. If the designated party is
already in the database, the Party Search Results Screen will provide you
a listing of parties matching your search criteria. (See figure 3)

Party search results
Public, John Q
Fublic, Johnny
Fublic, Johnny

Select name fram list ] [ Create new party

Figure 3

7. You can now click on the party’s name(s) to display a window showing the
party’s address/SSN information for verification. (See figure 4)

-

<3 https:/lecf-test.ohsh.circé.den - Person Addres. ..

John Q@ Public

33N Hxx-xx-06759
3030 Main 3t
Dayton, Oh 45402
County: Montgomery

@j Done é @ Internet
Figure 4
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8.

If the party information is correct, click on the [Select name from list]
button. If the party is the correct party (SSN/Tax ID verification), with
incorrect address information, you may select the name and you will have
an opportunity to modify the address information on the next screen.

If the party is not found in the database, click the [Create new party]
button.

Selecting either button will display the Party Information Screen.

The Party Information Screen displays. (See figure 5)

EE F Bankruptcy . Adversary . Query = Fi

Debtor Information
tJohn Q Public  SSN:coece6789
Office Address 1 3030 Main 5t
Address 2 Address 3
City \Dayton State  |Oh Zip 45402
County | Montgomery Country
Phone Fax
E-mail
Party text
- Add all aliases and comporate parents
l Alias ] [ Caorporate parent ] [ Review. ]befme clicking the Submdt bullen
Figure 5

Enter, or modify as needed, the debtor’s remaining name and address
information in the appropriate boxes.

NOTE: Do not use special characters such as parentheses, brackets, or
percent signs. These codes may cause problems, with the issuance of
notices.

The system will not allow you to proceed with the case opening process
without a county of residence being populated | the County field. You may
type the first of the county name for a faster search.

If appropriate enter descriptive text for the debtor in the Party Text field
(e.g., An Ohio Corporation, Guardian of the Estate, etc.).

The [Corporate parent...] button allows a filer to enter a non-filing
corporate parent for the debtor. Entry of this information is optional.

Attorney information is automatically entered during the case opening
process. Your CM/ECF login furnishes the system with your unique
attorney information.
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If the party has alias information, click the [Alias . . .] button and proceed
with step 10. If alias information is not needed, click [Submit] and go to
step 12.

10. The Alias Screen displays. (See figure 6)

EEC F Bankruptcy . Adversary . Query « Reports
IAlias Information (Party Public, John Q)
Last/Business name First name Middle name Generation Role
1 ||Public Johnny aka v
2 aka v
3 aka v
4 aka v
3 aka v
Click the Add aliases button to return to the Party screen and submit all information for this party.

Figure 6

You can enter up to five alias names at a time. Alias Role selections
include aka, dba, fdba, and fka. Once you have completed entering alias
information, click the [Add aliases] button.

11. The main Party Information Screen will display again. If all necessary
information has been entered, click [Submit].

NOTE: Is this were a joint debtor filing, a Joint Debtor Party Screen would
display. The same steps used for adding the debtor would be followed.

12. CM/ECF will now display a screen confirming the assignment of the case
to the appropriate Divisional Office. The assignment is based on the
county code of the debtor. (See figure 7)

EE F Bankruptcy Adversary

Open Voluntary Bankruptcy Case

Divisional Office is set to Dayton based on the county code 39113 of the debtor

Figure 7

Click [Next] to proceed.
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13. The Statistical Data Screen will display next. (See figure 8)

EE F Bankruptcy . Adversary - Query = Reports

Open Voluntary Bankruptcy Case
Type of debtor
@ Individual
Prior filing within last 8 years [no v O Corporation (includes LLC & LLE)
O Partnership
Fee status | Paid v O Other
Nature of debt b Nature of business
Asset notice Mo  Health Care Business
O Single Asset Real Estate
Estimated number of creditors A O Rairoad
Estunated assets v O Stockbroker
i © Commodity Brolcer
Estimated debts v © Clearing Bank
& Other
[ Tax-Exempt Entity
Figure 8

e |If the debtor(s) have had a prior filing within the last 8 years,
change the Prior Filing field from no to yes.

e The Fee Status values are Paid (default), Installment, fee not paid,
and IFP filing fee waived. If the petition is accompanied by an
Application to Pay Filing Fees in Installments, you would select
Installment from the pick list. If an Application to Waive the Filing
Fee accompanies the petition, select IFP filing fee waived.

e Designate the Nature of debt as Consumer or Business.

e The Asset notice designation will default to No for chapter 7
cases. For all other chapters the default will be Yes. Change the
default if applicable.

e Using the pull-down menus, select the ranges for the Estimated
number of creditors, Estimated assets, and Estimated debts.

e The default for Type of debtor is Individual. If necessary, change
the default to reflect the correct type of debtor.

e If the case is a business filing, select the appropriate Nature of
business. The Tax-Exempt Entity can be used in conjunction with
any of the business types.

Once all the information has been entered, click [Next] to continue with
the case opening process.
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14. The Summary of Schedules Screen will now display. The appropriate
dollar amounts as listed on Official Form 6 should be entered in the
corresponding fields in CM/ECF. (See figure 9)

SUMMARY OF SCHEDULES

Report the totals from Schedules A, B, D, E, F, I, ], Form 22, and Nondischargeable Debt in the boxes provided.

NAME OF SCHEDULEFORM ASSETS LIABILITIES OTHER
- Real Property
- Personal Property
- Creditors Holding Secured Claims

- Creditors Holding Unsecured Priotity Claims

H W U] W] e

- Creditors Holding Unsecured Monprionty Claims
Average Income (fom Schedule I, Line 16)
Average Expenses (from Schedule T, Line 18)

Current Monthly Income
(from Form 224 Line 12; OR, Form 22B Line 11, OR, Form 22C Line 20}

TOTAL Type of Liability from
Form 6, Statistical Summary
(Generally Nondischargeable Debt -- 28 USC 159)

Total Dischargeable Debt (Computed)
Note: Not computed when any value abowe for D, E, F, or
nondischargeable debt is not known

Figure 9

NOTE: Unless you indicated that the filing had deficiencies at the first
case opening screen, you will not be able to proceed with the case
opening process without an entry in each schedule/form field. Once you
click [Next], a warning message will display. (See figure 10)

EE F Bankruptcy Adversary . Query

Open Voluntary Bankruptcy Case

Varning: A Value Must be Entered for Schedules Filed. Please Go Back

Figure 10

If the debtor has no amount to report in a particular field enter a zero for
that field. The Total Dischargeable Debt Field will not allow user input.
This field is automatically calculated based on the entry of the other dollar
amounts.

Once all schedule/form fields have been completed, click [Next] to
continue with case opening.
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15. If you selected “y” for Deficiencies on the first case opening screen, the
Deficiency List Screen will display. This list will vary based on the case
chapter. (See figure 11)

Open Voluntary Bankruptcy Case
[Deficiency List
Check item(s) NOT inchuded in the petition

[ Aty Disclosure Stiat.

[ Aty Sign. Exhibit B

[J Aty Sign. Page 3

[JBFP Signatwre Form 194
[CIBPP Nte to Db Foom 198
OCh 7 Income Form 224
[JCorporate Resolution

[ Credit Counsel Cert-Db
[ Credit Counsel Cexrt-JT
[IDebtor 342(b)

[ Exhibit D-Debtor

[ Exhibit D-Joint Debtor
[JFormn 1015-2

[OFermn 21

[OSchedule A

[OSchedule B

[OSchedule C

[OSchedule D

[JSchedule E

Figure 11

Check the appropriate check-box for each item that is not being filed with
the petition. Click [Next] to continue.

16. The PDF Document Selection Screen will display. (See figure 12)

EEC F Bankruptcy .
Open Voluntary Bankruptcy Case

Select the pdf document (for exzample: CA12%9cvd01-21.pdi).
Filename

Browse...

Attachments to Document: & o O Yes

Figure 12
A PDF Image must be associated with this entry. Click [Browse].
The File Upload / Choose File dialog box will display. Change the “Files

of type:” to All files(*.*) then navigate to the directory (Look in:) where
the appropriate PDF file located and select it.
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17. To ensure that you are about to associate the correct document for this
filing, right-click on the filename with your mouse and select Open (Open
with Acrobat). (See figure 13)

" 3
Choose file Elgl
Lok if: | [ BK Filings j & ek B
L =i BN
(f £ i
= Open with Acrobat ?’
My Recent Print
Documents
%, Combine in Adobe Acrobat. .
1%
Scan For Yiruses.,,
Deskiop Make Available OFfline
Dpen With 3
Send Ta 3

Cut

My Documents Copy

Create Shortcut
Delete
Rename

€

My C: I il =
y Computer  File name: ropertes | Open
o | Files of type: \AII Files [*¥] - Cancel
Figure 13

The Adobe Acrobat Reader will launch and display the PDF document
(Petition package). Verify that this is the correct document. Close the
Adobe application after verifying the document. Once you have selected
the appropriate file (document), and the file name appears in the “File
name:” field. Click the [Open] button on the File Upload / Choose File
dialog box. (See figure 14)

" Choose file E_I[‘ZI1

Look in: | ) BK Fiings - o« = E5-

= B |Public Petition. pdf
[ £

My Recent
Documents

-

Deskiop

My Documents

My Computer  File name: |F'ub|ic Petition. pdf j Open —
[l

LT Files of type: |AII Files [*.) Cancel

Figure 14

The CM/ECF PDF Document Selection Screen will display again with the
path and PDF document in the “Filename” box. Click [Next].
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18. If deficiencies were indicated during case opening, the system will display
the Incomplete Filings Due date for any missing documents. Additionally,
the section 521 Incomplete Filings Due date will display. (See figure 15)

Open Voluntary Bankruptcy Case

Tncomplete Filings Due: 11/9/2006

Section 521 Incomplete Filing Due: 12/11/2006

Figure 15

The deadline for filing the missing documents is automatically calculated.
This deadline will display n the final docket text and will create a schedule
record for queries and reports. Click [Next] to continue.

19. If the case being filed is an individual (consumer), CM/ECF will display the
deadline for filing of the Certification Regarding Payment Advices (refer to
Amended General Order #3). Additionally, if applicable, you will be
prompted to indicate if a Presumption of Abuse arises pursuant to 11 USC
§ 707(b)(2). Select either no or yes and then click [Next]. (See figure 16)

Open Voluntary Bankruptcy Case

Certification Regarding Payment Adwvices Due: 12/11/2006

no
[Presumption Arises || yes

Figure 16

20. The Fee Screen will display. (See figure 17)

EE F Bankruptcy + Adversary + Query + Reports . Utilities  + Logout
Open Voluntary Bankruptcy Case

Al Petitions Paid m Instalhments Must be Accompanied by An Application To Pay Filing Fees in Installments. Otherwise, The Full Fee Will Be
“harged To yowr Credit Card. If Paying Filimg Fees in Installimments, Please Change the Fee Amount to the Amount of Your First Installiment Payment
[f the Amount is Zevo, Type 0.00 m the Fee Amount Box and Continue with the Next button

Fee: $289

Figure 17
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The Fee Screen will display the filing fee owed. If you previously indicated
Fee Status (refer to step 13) of Installment, a fee dialog box will display.
Change the default fee to the amount being remitted as your first
installment payment. If a Fee Status of IFP filing fee waived was
previously indicated, the Fee Screen will not be presented.

After completing the case opening process you will be able to make an
electronic payment for this and other outstanding transactions. Click
[Next] to continue.

21. The Modify Docket Text Screen will display. (See figure 18)

EE F Bankruptcy . Adversary + Query + Reports + Utilities

Open Voluntary Bankruptcy Case

Docket Text: Modify as Appropriate.

Chapter 7 Voluntary Petition Fee Amount $299 Filed by John ) Public Section 521(i)
Incomplete Filing Due: 12/1122006. Form 1015-2 - Statement of Related Cases Due: 11/9/2006. Incomplete Filings
Due: 11/9/2006. Certification Regardmg Payment Advices Due: 12/11/2006. (Attorney, Test)

Figure 18

You may, if needed, enter additional text in the available text box. Click
[Next] to continue.

22. The Final Docket Text Screen will now display. (See figure 19)

EE F Bankruptcy . Adversary . Query Reports + Utilities

Open Voluntary Bankruptcy Case

Docket Text: Final Text

Chapter 7 Voluntary Petition Fee Amount $299 Filed by John Q Public Section 521(i)lncomplete Filing
Due: 12/11/2006. Form 1015-2 - Statement of Related Cases Due: 11/9/2006. Incomplete Filings Due:
11/912006. Certification Regarding Payment Advices Due: 12/11/2006. (Attorney, Test)

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

Figure 19

This is the last opportunity to make any changes before the case is
officially opened. Proof this screen carefully.

If the docket text is incorrect, click the browser [Back] button at the top of
the screen one or more times to find the screen to be modified, make the
correction, and continue through the event.

To abort or restart the transaction, click on the Bankruptcy hyperlink on
the CM/ECF Main Menu Bar. Although this can be done at any time, this
is the last opportunity to change this event. Click [Next] to finish this filing.
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23. An Electronic Payment screen will display for the amount owed for this
filing and any other outstanding fees. (See figure 20)

=
2 https:Hecf-test.ohsb.circé.dcn - Electronic Payment - Microsoft Internet Explorer, E][E|PE|

Heskeskeesiesheok sk ki sk sk ok ]:D.‘[PORTANT NOTIC‘F eseenieshese sk sk sk sk sk gk
Do NOT use the browser Back' button dunng the payment process.

Date Incred

2006-10-12
13:37:35

2006-10-31
08:44.08

Summary of cmrent charges:

Description Awmount
Complaint{1:06-ap-01012) [cmp,ctp] { 250.00) § 250,00
Voluntary Petition (Chapter 7)(3:06-bk-30133) $299.00
[trise,wolp™] { 295.00)

Total: $
549.00

Pay Mow ]

[ Caontinue Filing ]

@'] Done

2 @ Internet

You may continue filing or make electronic payment at this time.

Figure 20

If you

have decided to continue filing, click [Continue Filing] and go to step 27. If
you are paying now, click [Pay Now] and proceed with step 24.

24. A Credit Card Information Screen will display. (See figure 21)

a3 hitps:iiqa. pay.gav - Online Payment - Microseft Internet Explorer

Online Payment
Required fields o

1o indicats

Payment

Bllling Address 2:

State | Provin
Zip / Postal Cade: 55

Country:

Cand Humbes: 4111

Security Code:

ated with o

Account Holder Name: Aflor

Unitad States

Expliation [ate: 10 %

Step 1: Enter Payment Information
Pay Via Plastic Card (PC) {ex: American Express, Diners Club, Discover, Mastercard, VISA)

niry

Amount: §54500
Billing Address: £34 M Hgh S5t

iy: Columbus

Card Type: Viss

nmnnmmmm
=

00t B 1

*/EmE
Salect the “Cortinue with Plastic Card Payment® button to continue to the next step in the Plastic Card Payment Process.
[ Cartinug with FIaste Card Faymant ] [ Cancal

ved asterisk *

 VisA@e !

Cand, T

Retum to your originating application
1

= | ==

R 3 BR) 1 Fednd vour PRt Gt

and pages being loaded m

&

Hote: Flease avoid na“gaung the site ler; yonr browser's Back Button - this ma]f Iead to incomplete data being transmitted
mectly, Please use the hnks provded whenever po

D B ineeeree

Figure 21

Enter your credit card information and then click [Continue with Plastic

Card Payment].

USBC - Southern District of Ohio
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25. A Payment Authorization Screen will display. (See figure 22)

3 htips:Hea. pay.gov - Online Payment - MicrossTl Internel Explarer

Cnling Payment

Step 2: Authorize Payment 112

- s
s [sEREaTined legn
Autharizatizn amd Disclosurs

Requited fields ave indicated with a red aserisk

1 seshorize 3 charga to my unt e the

Press the "Submid Paymenl® Butlen onl

Mata: Plaasa swei ragaling the aila uzing yoor browssr's Esck Button - thiz may [aad to incompleta 4t baing teanemitted
and pages beng losded mcomectly. Please use the lnks pronded whenever possible

&] tone =T

Figure 22

Verify that the information is correct. If you would like to receive an email
confirmation of the transaction, enter your email information. Once the
information is verified, click [Submit Payment] to complete the transaction.

26. A Transaction Receipt Screen will display. (See figure 23)

-
-2 hitps:/lecf-train.ohsb.uscourts.govicgi-binfcc_success. pl - Microsoft Internet Explorer QEJE‘

U.S. Bankruptcy Court
Southern District of Ohio

Thank vou. Your transaction i the amount of § 549.00 has been completed.
Please print a copy of your transaction receipt for foture reference. The transaction number is 123299,
Detail description:

Complaint(3:06-ap-03063) [cmp,cmp] { 250.00)
Voluntary Petition {Chapter 7)(2.06-blk-50243) [misc,wolp7] ( 299.00)

€] Done S & Internet
Figure 23

You may print a copy of the receipt by clicking the “print a copy” hyperlink.
Once you are completed, click [Close Window].
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27. The Notice of Electronic Filing Screen displays. (See figure 24)

z —-3
UECF Bankruptcy . Adversary . Query Reports «  Utlities «  Logout ? E

(Open Voluntary Bankruptcy Case
U.S. Bankruptcy Court
Southern District of Ohio
[Motice of Bankniptey Case Filing
[The following transaction was received from 3js, entered on 10/31/2006 at 11:22 AM EST and filed on 10/25/2006
Case Name: John Q Public

Case Number:  3:06-bk-30134
[Document Number: 1

[Docket Text:
Chapter 7 Voluntary Petition Fee Amount 259 Filed by John Q Public Section 521(Incomplete Filing Due: 12/11/2006. Form 1015-2 - Statement of Related Cases
[Dme: 117972006, Incomplete Filings Due: 11/8/2006. Certification Regarding Payment Adwices Due: 12/11/2006. (35, )

[The following d s) are 1 with this transaction:

[Document description: Main Document

Original fil :CAD and phenjDeslktop Mic.pdf
[Electronic document Stamp:

[STAMP bkecfStamp_ID=1010432739 [Date=10/31/2006] [FileNumber=22260-0]
[91d054c78 73919423980 d003dF7d75cd06401046337d25e6beal 3214c 10677904
528827 cd0daac?172e5707fd530ca%cabd 1812366 383f30c682a52cbb 26£]]

3:06-bk-30134 Notice will be electronically mailed to:

Figure 24

The Notice of Electronic Filing is the verification that the filing has been
sent electronically to the court’s database. It certifies the new petition is
now an official court document.

The Notice of Bankruptcy Case Filing hyperlink appears at the top of the
Notice of Electronic Filing. Clicking on the hyperlink reveals a notice (via
PACER) summarizing the pertinent details of the case. (See figure 25)

Utilities. «

Natice of Bankiuptey Case Filing

7 7 of the Unted States

or(3) beted below was Bled und
06 a1 11:22 AM and filed on 1

A bandonupacy case concernmg
Bankruptcy Code, entered on 103

Joln ) Public
k- t

ertam collection and other actione agamet the debter and the debeor's property. Tnder certan
cugh the debter can request the co
may be pennlived Connalt a lawyer

urt to extend or mmpose a stay If you attempt t collect a
etemmrine your rights in this case

Fyou would Bee to wiew the bankruptey pettion and other documents Sed by the debter, they are available at our Dutersat home page htpfecf-test ohab e dea/
for at the Clerk's Cifice, 120 Weat Thard Sereet, Dayten, OH 43402-1819

Figure 25

The Notice of Bankruptcy Case Filing will NOT initially include judge and
trustee information. Therefore, the user may choose to produce this
notice after the judge and trustee have been assigned to the case.

The Notice of Bankruptcy Case filing is also available for viewing or
printing through the Query Main Menu selection.
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Judge / Trustee / 341 Assignment

The assignment of a Judge in all chapters, and the trustee and 341 meeting in chapter 7 cases
is performed using an automated assignment system. The assignment is accomplished as
follows:

STEP 1 Click the Bankruptcy hyperlink on the CM/ECF Main Menu. (See Figure

Figure 1

STEP 2 The Bankruptcy Events screen displays. (See Figure 2)

Bankruptcy

Banlkiuptey Events

Answer/Besponse. ..

Appeal New B3 Menu Items
Claim Actions Case Upload
Motions/Applications

Hotices

Open Voluntary BE Casze
Open Involuntary Case
Other

Plan

File Claims
Creditor Mantenance. .

JudgeiTrustee Ass‘

Drder Tplead
Tpload a creditor matrs file

Figure 2

L g Click on Judge/Trustee Assignment.
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STEP 3 CM/ECF will now automatically assign a Judge and, if appropriate, a
trustee and 341 meeting assignment. When completed a confirmation
screen will display. (See Figure 3)
EEC F Bankruptcy +  Adversary + Query « Reports « Utilities « Logout
This may take a few minutes. . Please be patient. & confirmation screen will appear.
341 Judge And Trustee
Case L Chapter 341 Meeting Judge Name o
~ 7 | Title |- 7 o o N
Tohn Aute Assignment of Judge and Trustee with Meeting of
fi- o 2 Creditors to Be MNoticed for 06/02/2006 at 10:00 AW at Suite s vt i
30073 Dubli 302, Objections for Discharge Due by 03/01/2006. (Turist, : :
ublic
Thomas)
Figure 3
STEP 4

You may now click on the appropriate hyperlink on the CM/ECF Main
Menu to proceed with additional filing or to logout.
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