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WWeellccoommee ttoo CCaassee MMaannaaggeemmeenntt//EElleeccttrroonniicc CCaassee FFiilliinngg
((CCMM//EECCFF))

Today’s course is not intended to be an all-inclusive course for all situations- rather it is 
designed to present an overview of the system and allow you to become comfortable with 
CM/ECF. (A list of resources for getting help after today’s session appears at the back of this 
manual and on the inside-front cover of your folder.) 

We will intentionally bypass some sections of the class materials used today. Certain segments 
are targeted toward Creditor’s Attorney or Debtor’s Attorney filings. Identical course materials 
will be used in each of the Debtor’s Attorney & Creditor’s Attorney classes with emphasis on 
one or the other role. Attorneys may wish to attend both Debtor’s Attorney and 
Creditor’s Attorney training sessions, or simply refer to the materials for the 
session missed. Attorneys are required to complete one of the take-home exercises 
in the back of this folder (Debtor-attorney or Creditor-attorney), but may want to 
complete both exercises if they will be representing both Debtors and Creditors. 
Materials in this folder will present all the steps you need to perform those exercises. 

You are welcome to review and practice sections not covered today using the CM/ECF Training 
Database from your office or home. 

A Court Trainer will conduct today’s session with the assistance of 1-2 Case Administrators. 
Feel free to ask questions as they arise, although some questions may need to be deferred until 
after the session due to time constraints. (Note: In some cases your screen may differ slightly 
from some of the illustrations presented here.) 

AAcccceessssiinngg CCMM//EECCFF ((TTrraaiinniinngg)) DDaattaabbaassee

The CM/ECF (training) database can be accessed at the following Web address: https://ecf-
train.ilcb.uscourts.gov/ 

CM/ECF works best with Netscape Communicator Version 4.79 (We covered how to check your 
version of Web Browser in the morning session). See our Web site for more information on 
Hardware/Software specifications. 
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OOppeenniinngg aa NNeeww BBaannkkrruuppttccyy CCaassee ((AAllll AAttttoorrnneeyy--ffiilleerrss))

Note: Many Debtor-attorneys use some form of petitioning software package. Many of these 
petitioning software packages have ‘Case Upload’ and/or ‘One-touch Case Upload’ 
functionality. Depending on your particular software, Case Upload may not work for cases that 
are deficient (i.e. do not have all required schedules). The following illustrations open a new 
bankruptcy case using CM/ECF directly rather than focusing on any particular petitioning 
software-, which will work in all cases (deficient or not). 

Opening a new bankruptcy case in CM/ECF is a four-step process consisting of: 
1. Adding all parties and uploading the petition. 
2. Uploading the Creditor Matrix 
3. Uploading the Statement of Social Security Numbers (Form B-21) 
4. Running the Auto Judge/Trustee Assignment Feature 

In the following example, we will be representing the Joint Debtors William and Mary Johnston. A copy 
of the petition is in the front of this folder for reference. 
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SStteepp 11-- EEnntteerr PPaarrttiieess aanndd UUppllooaadd PPeettiittiioonn
Using Netscape Navigator 4.79, go to the court’s CM/ECF Training Website that can be found at 
https://ecf-train.ilcb.uscourts.gov/ (This is the ‘practice’ database- the ‘live’ database link will be 
mailed to you with your ‘live login’ once you’ve successfully completed the take-home practice exercises 
after training.) 

CM/ECF login screen 

Type your login and password, then Click “Login” 

Initially, your Login has been set up as the first letter of your first name followed by the first 3 letters of 
your last name- ALL LOWER CASE. (E.g. Robert Smith would login as rsmi). Your password has been 
set up initially as your login followed by 123. (Robert Smith’s Password would be rsmi123). We will 
learn how to change your password later. 
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The first screen presented is the main CM/ECF screen.  Notice the Blue title Bar across the top 
of the screen 

Main CM/ECF Menu Screen 

Title Bar 

Click the various titles to reveal the options in each category. 

Clicking the question mark brings up a “context sensitive” help screen to explain options for that 
screen. 

Context-sensitive Help Screen 

Click the question mark while looking at the various screens, then click ‘Bankruptcy’ in the blue 
menu bar. 
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Bankruptcy Events Screen 

The blue underlined words at the left 
are hyperlinks to the various 

that category. If you click on a link in 

previous screen. (

filings/procedures available to 
attorneys. Clicking a link will begin 
the process of filing a motion within 

error- simply use the “Back” button 
on Netscape browser to return to the 

This works anytime 
until the pleading has been filed and docket 
text created.) 

Click ‘Open BK Case’ 

This screen allows you to set 

Options include: 
Case Type (BK is the only option) 
Chapter (7,11,12, or 13) 

And Def (Y or N) 

New BK Case Screen 

descriptive criteria for the new case. 

Joint Petition (Y or N) 
iciencies 

Click the down arrows next to each of the text boxes to see the available settings. 

For our classroom example, we will be filing a Chapter 7-bankruptcy case for 
joint filers- William and Mary Johnston.   (To review the order and which forms must accompany 
a new bankruptcy- refer to the ‘Attorney Practitioner’s Guide’ or ECF Tips How to Assemble 
Cases Before Saving to PDF available from the court’s Web site: http://www.ilcb.uscourts.gov/ ) 
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After ensuring the settings on your screen are the same as shown above, Click ‘Next’ 

The ‘Search for a Party’ screen appears where you will search the database for parties that may 
already exist in the system. Before you add a new party to the case, you should search the 
database to see if this person or business may already exist in the system. This step is 
important since adding parties multiple times will clog the system with duplicate entries and 
cause unnecessary data-entry time. 

Search Hints 

● Enter a limited search string in at least one field of data to search. 
● Format Social Security Number or TaxID with hyphens.. 
● Include punctuation. (Garcia-Carrera) (In case someone entered the name

 in error- we don’t use any punctuation in IL Central) 
● Try alternate search clues if your first search is not successful. 
● Partial names can be entered. 
● Wild cards (*) may be used at the beginning, in the middle or at the end 

    of search strings.  (*son, Gr?y, John*) 


The asterisk * should not be used by itself.  The system displays the  

following dialog message “A minimum of two consecutive characters of the 

Last name is required for name search”.  

Search fields are not ‘Case Sensitive’ (e.g. Johnston, Johnston, and JOHNSTON will produce the 
same results.) 
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Party Search Screen 

/
You can look for an exact match if you know the SS# or 
Tax Id # - otherwise use the Last Business Name box to 
conduct the search. 

Partial name searches are fine (use at least 2 letters) Entries 
are not case sensitive. 

Type the last name as shown above (note incorrect spelling), then click ‘Search’.  

Search Results Screen 

No matches 
returned 

The search results screen will state ‘No persons found’ (unless a party by the name of 
‘Johnstone’ has been added to the system). For our class example, let’s assume that no parties 
were found and broaden our search by entering only a partial name. 
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Search Results Screen 

Partial name search. 

Type the partial last name as shown above, and then click ‘Search’ again.  

This time the search likely produces multiple records. 

Search Results 

Search returns: ‘Johnson’, ‘Johnston’, 
ghting’, etc.Johnson’s Li

Click on any one of the names in the Party Search Results Box. 
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Person Address Pop-up box 

first p

Selecting a name creates a 
pop-up box showing 

party’s mailing address. 
Useful to distinguish like 

names. 
Notice the omission of the 

art of the SS #. 

Close the pop-up box after viewing address information. 

Even though the parties in question may be present in the search results- let’s enter them again 
for practice- Click “Create New Party” 

**Refer now to the handout in the front of your folder titled “CM/ECF Standards & Rules”. A 
copy is, also, available on our Web site located under ECF Tips – Data Entry Standards. 

This style guide should be strictly adhered to when entering parties into CM/ECF whether using 
a petitioning software package or directly into the Web site. 

Party Information Screen 

Leave Blank 

Enter the Debtor information into the Party Information screen as shown above. 
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(Note: ALWAYS LEAVE THE PARTY TEXT BLANK.) 

The Debtor has a towing business, so we will need to add an alias for him. 
Click the ‘Alias’ button now. 

Alias Information Screen 

Enter the business name and Role as shown above. 

Notice- NO APPOSTROPHE 

Then click the ‘Add aliases’ button 

At this point you can review the case information or submit the party to the case. 
Let’s click ‘Submit’ (we will review after adding the Joint Debtor). 
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Click Submit 

The next screen is for informational purposes only. It informs us that the case will be held at the 
Springfield Court location- a decision made automatically based upon the Debtor’s zip code. 

Divisional Office Selection Screen 

Click Next. 

The ‘Search for a party (joint debtor) screen appears. 

Party Search Screen 

Enter a partial last name in the Last/Business name box as shown above and click ‘Search’.  

Although the Joint Debtor may also appear in the search results box, let’s add Mary Johnston’s 
information as well. 
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if . 

Parties added in previous steps 

The Joint Debtor’s address will be automatically 
copied from the Debtor’s record. Uncheck this box 

 this is not accurate

Click ‘Create New Party’ 

Party Information Screen 

Again use the “CM/ECF Standards & Rules” handout as a guide when completing the Joint Debtor 
Party Information screen as shown above, then click the ‘Alias’ button to add her maiden name 
(Mary Murphy). 
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Alias Information Screen 

Add Mary Murphy as an ‘fka’, then click the ‘Add aliases’ button 

You will be returned to the Party Information Screen where you can review Joint Debtor 
information prior to submitting. 

Party Information Screen 

Click ‘Review’. 
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Party Review Screen 

The review screen shows Party Name, Aliases, 
and attorney affiliation. 
Note: The practice system in the court’s training 
lab does not indicate that an attorney has been 
added for either party. When you file cases from 
your home or office on the ‘live’ system, you will 
be shown as the added attorney automatically- 
based upon your login & password. 

After verifying that all information is correct- Click ‘Return to Party screen’ 

Bottom of Party Information Screen 

kLeave Blan

Leave the ‘Party Text’ blank and Click ‘Submit’ 

‘No Asset’ 

The following screen allows you to select the various details about the filing. 

Always open chapter 
7 cases as  

Explore the drop-down menus and leave the default settings as shown above. 
Then click next. 
(Note: Always choose ‘No’ for Asset Notice in chapter 7 cases). 
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The following screen is used to ‘upload’ files, forms, motions, and pleadings into the new case. In the 
morning session, we covered how to use Adobe Acrobat to convert or scan documents and how to name 
and save resulting .PDF files. These files should be ready to upload from your attorney folder on your 
computer’s ‘Desktop’. 

CM/ECF File Upload Screen 

Click the ‘Browse…’ button 

The (Windows) “File Upload” screen appears. Click the down arrow at the right side of the “Look 
in:” box to open the storage locations for this computer (covered in morning session). 

Practice files have been created for class use. You will need to create these files on 
your own when actually filing from your office. You will create files either using your 
bankruptcy petitioning software or the methods shown in the morning class for 
converting files to pdf. 

 (Windows) File Upload Screen 

Click the down arrow next to the “Look in” box… 
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Open the attorney folder on the desktop. 

Open the Johnston_Wm sub-folder inside the folder with your name on the Desktop as illustrated 
below. 

(Windows) File Upload Screen 

Attorney Folder 

Client Sub-folder 

…then open the ‘Johnston_Wm’ sub-folder. 

NOTE: CM/ECF uses ‘Portable Document Format (pdf) for electronic filing of all case pleadings 
(with the exception of the ‘Creditor Matrix’, which uses a text file (‘.txt’).  Netscape will always 
search for .html file types. Therefore, you will always need to change the “Files of Type” to “All 
Files (“.”) as shown above. 
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(Windows) File Upload Screen 

Right-click the file name and choose ‘Open’ from the shortcut menu. 

Important: 

This step opens Adobe Acrobat and allows you to preview the file you are 
about to upload. This is a crucial step since uploading the wrong file to a 
case becomes public record, is irreversibly broadcast to all concerned 
parties, and very difficult to amend. 
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Adobe Acrobat Window 

Scroll down the pages to make sure this is the correct document and it is legible. 

After previewing the petition, you can close Adobe Acrobat, which will return you to the File 
Upload screen. (You can also close only the current file by clicking the lower ‘X’ and then minimizing 
Adobe Acrobat. This is helpful if you will be performing multiple projects in CM/ECF and uploading 
additional documents.) 

(Windows) File Upload Screen 

Click ‘Open 

 Attorney Training - 21 - Updated 8/16/2004 



United States Bankruptcy Court - Illinois Central District 

Click ‘Next’ 

Receipt Screen 

A screen appears that was designed to allow for additions to docket text. 

Do not edit docket text. 

Edit docket text screen (do not use) 

Leave Blank 

Click Next 

Important: 
The next screen (shown on the next page) is the last screen before our case becomes a new 
filing. It is imperative that the information provided to this point be accurate and correct. If it is 
not- you can correct the filing easily by clicking the Back Arrow on your browser to return to 
previous steps (or click ‘Bankruptcy’ to wipe clean all steps to this point). If you leave mistakes 
in the case and click ‘Next’, those mistakes will be broadcast to all parties concerned and 
become impossible to reverse.  

Final Docket Text Screen 

Ready?…Click ‘Next’ 
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The Internet Credit Card Payment screen appears asking whether you would like to ‘Pay Now’ 
or ‘Continue Filing’. If you will be filing other pleadings in CM/ECF at this time, you may click 
‘Continue Filing’. Each time you file a motion, you will see this screen again with a list of 
accumulated fees. Some attorneys choose to pay once at the end of the day as opposed to 
each time a filing fee is charged.  

(A word of caution- CM/ECF will require payment if fees are carried-over beyond one day. This 
‘lock-out’ feature requires the attorney to make payment before any further processing can occur 
in CM/ECF.) 

Internet Credit Card Payment Screen 

using “One-touch” Case Upload 
This is the first screen you will see if filing with petitioning software 

Click ‘Pay Now’ 
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NOTE:  You may want to view the “Notices & Agreement” hyperlink as it sets out Pay.gov’s general 
legal, privacy, and accessibility notices. 

Each box with an asterisk next to it is a required box and must be completed.  The training credit card 
number is 4111111111111111.  You can use future expiration date, such as February 2005. 

IMPORTANT:  Cardholder name, the first address line, and zip code default to the values shown in the 
CM/ECF utilities “Maintain Your ECF Account” and “Maintain User Accounts”. You should be aware 
that 1) there is no verification of these values by pay.gov; and 2) changing any of these fields on the 
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pay.gov screen does not afftect your CM/ECF data, so any needed changes should be made via “Maintain 
Your ECF Account”. 

Click “Continue” 

Payment Summary and Authorization Screen 

IMPORTANT:  You must check the box under Authorization.  Failure to check the box will result in the 
payment not being processed and you locked out of the ECF system. 
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Also, you have the option of having a Confirmation Report emailed to you after the transaction is 
complete.  You MUST enter your email address in both the text boxes to receive a confirmation report. 

Click “Make Payment”. 

The screen below shows you that the transaction has been processed. You may want to save, 
print the screen (“Ctrl+p”), or otherwise keep record of the receipt number and amount. 

Credit Card Receipt Screen 

Click ‘Close Window’ 

The following is a sample email sent from pay.gov regarding payment: 
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Notice of Electronic Filing 

Write down your case# for future reference. 

This Notice of Electronic Filing is the verification that the filing has been sent electronically to 
the court’s database. It certifies that the petition is now an official court document.  Make a note 
of the case number, which appears in blue.  

Clicking on any of the blue-underlined hyperlinks will take you to the PACER login screen. After 
login, reports for this case will be available. 

(We will look at Reports and Queries later in today’s session. Do not access this feature via PACER at 
this time.) 

Most Attorney-filers will want to print or save the Notice of Electronic Filing document to avoid 
PACER charges later. (This is also true of the emailed notifications sent to attorneys on cases in 
which they have an interest.) 
To print the Notice of Bankruptcy Case Filing… 
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Click the Printer Icon at the top of the Netscape browser window. 

Printer Menu 

Click ‘OK’ to print using the default printer settings. (or make adjustments as desired.) 

To save an electronic version of the Notice of Electronic Filing, 

Click ‘File’ at the top of the browser window. Then click ‘Save Frame As…’ Choose a 

storage location, and name for the file. 


(We covered this process in the ‘file maintenance’ portion of the morning class.) 
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Saving to Client 
sub-folder in 

Attorney folder 

Windows ‘Save As’ screen 

Windows ‘Save As’ screen 

Named file using 
naming convention: 

name.html 
case #_document 

Click ‘Save’ 

This finishes step one of opening a new bankruptcy case. 

Note The following step (Uploading Creditor Matrix) is done automatically when using ‘OneTouch’ or 
Automatic Case Upload. You will still need to perform steps 3 (Upload form B21 – Statement of Social 
Security Number) and 4 (Automatic Judge/Trustee Assignment) as separate steps after creating a case 
using Case Upload. (More later) 
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SStteepp 22-- UUppllooaaddiinngg tthhee CCrreeddiittoorr MMaattrriixx

After entering the party information for William & Mary Johnston-and associating the correct 
Petition form, we will upload the Creditor Matrix file that we created/converted in the morning 
session. (There is a handout in the front of your folder to use as a guide when creating creditor 
matrix files. Strict adherence to these guidelines is necessary to ensure that creditors will be 
properly notified.) 

(Most petitioning software packages will create this document for you based on local 
specifications. We’ll see later how to access these files using the CM/ECF ‘Case Upload’ feature.) 

Click ‘Bankruptcy’ on the blue menu bar to proceed with the next step. 

Bankruptcy Events Screen 

Click the ‘Creditor Maintenance’ link 

Click on ‘Creditor Maintenance’ 
from the Bankruptcy Events 
menu screen 

Creditor Maintenance Menu 

Click on ‘Upload a creditor 
matrix file’ 

Click on ‘Upload a creditor matrix file’ 
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CM/ECF fills in 

g

Creditor Processing – File Upload Screen 

Make sure that the Case Number is correct… 
for you the last case accessed.  As you work 

between cases it is imperative that you are docketing to the correct 
case #. As stated before- Mistakes are irreversible, difficult to 
amend and immediately broadcast to all concerned parties. 
Call the court for uidance if mistakes do occur. 

Verify Case Number, then click ‘Next’ 

The ‘File Upload’ screen appears again. 

You will see this screen many times while working with CM/ECF. 


File Upload Screen 

Click the ‘Browse’ button 
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Windows File Upload Dialog Box 
Navigate to the 

location. 
correct storage 

Locate correct storage area 

Be sure

(not HTML) 
(
appear empty) 

Windows File Upload Dialog Box 

 to change the ‘Files 
of type’ setting to ‘All Files’ 

Otherwise the folder may 

Change ‘Files of type’ to “All Files” 
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File Upload dialog box 

Right-click the file name and choose ‘Open’ from the shortcut menu that appears. 

Preview the list of creditors to make sure this is the correct file before uploading it into the system. 
(Once added to the case, this is impossible to reverse and difficult to amend.) 

Creditors displayed in Notepad text editor program 

After previewing the Creditor Matrix file- Close Notepad by clicking on the red ‘X’. 
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File Upload dialog box (again)  

Click ‘Open’ 

Load Creditor Information Screen 

Click ‘Next’ 

File path is filled in 

Number of Creditors Uploaded 

If this count is correct- Click ‘Submit’ 
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Creditors Receipt Screen 

Return to the ‘Bankruptcy Events Screen by clicking on ‘Bankruptcy’ in the blue title bar 
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SStteepp 33-- UUppllooaaddiinngg tthhee SSttaatteemmeenntt ooff SSoocciiaall SSeeccuurriittyy NNuummbbeerrss ((FFoorrmm BB--2211))

Bankruptcy Events Screen 

Click the ‘Miscellaneous Events’ hyperlink 

Case number entry screen 

Enter (or verify) the correct case number 
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Miscellaneous Events Selection Box 

03-70085 William Johnston and Mary Johnston 

Choose Statement of SSN from list 

Joint Attorney Option 

03-70085 William Johnston and Mary Johnston 

Click ‘Next’ leaving blank the option to joint file with another attorney 

Party Selection Box 

03-70085 William Johnston and Mary Johnston 

Choose the parties filing the statement of SSN (form B-21) 
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CM/ECF File Upload screen 

03-70085 William Johnston and Mary Johnston 

Click ‘Browse’ 

Windows File Upload Screen 

Navigate to the William Johnston Sub-folder inside the Attorney Files folder on the desktop. 
Change the Flies of Type setting to ‘All Files’… 
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Windows File Upload Screen 

Right-click on the B21.pdf file and choose ‘Open’ from the shortcut menu 

Preview in Adobe Acrobat 

Close or minimize Adobe Acrobat after previewing the document 
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Windows File Upload Screen 

Then choose ‘Open’ from the Windows File Upload screen 

CM/ECF File Upload Screen 

Path to file on your 

into ‘Browse’ box 
computer is filled 

03-70085 William Johnston and Mary Johnston 

Click ‘Next’ 
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Edit Docket Text Screen 

03-70085 William Johnston and Mary Johnston 

Click ‘Next’ without adding docket text 

Final Review Screen 

03-70085 William Johnston and Mary Johnston 

Last chance to verify all entries- use the Back button to review settings if necessary or click  
‘Bankruptcy’ and start over. 
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Notice of Electronic Filing 

03-70085 William Johnston and Mary Johnston 

YYoouu mmaayy wwaanntt ttoo pprriinntt oorr ssaavvee tthhee NNoottiiccee ooff EElleeccttrroonniicc ffiilliinngg ffoorr yyoouurr rreeccoorrddss ((aass
ddiissccuusssseedd iinn pprreevviioouuss sseeggmmeennttss))..

 Attorney Training - 42 - Updated 8/16/2004 



United States Bankruptcy Court - Illinois Central District 

SStteepp 44-- RRuunnnniinngg tthhee AAuuttoommaattiicc JJuuddggee//TTrruusstteeee AAssssiiggnnmmeenntt

The ‘Judge/Trustee Assignment’ is a feature that will assign the Judge & Trustee to the case or 
cases just opened. If you are opening multiple cases, it is advisable to run this feature 
only once at the end of all-case openings. This helps ensure (does not guarantee) that all 
your new cases will have 341 meetings in the same timeframe (and thus one trip to the court). 

Click Bankruptcy on the blue menu bar. 

In class, we will need to 
take turns using this 
feature so-as to not 
overload the server. 

Click ‘Judge/Trustee Assignment’ from the Bankruptcy Events screen. 

The resulting screen shows the 341 meeting details. 

Choose ‘Bankruptcy’ from the blue menu bar to continue. 

This completes the four-step process to create a new bankruptcy case using CM/ECF. Many of 
you will likely enter all pertinent information into your bankruptcy petitioning software (using the 
data-entry guidelines reviewed in class), and then create the new case using Case Upload or 
Automatic (OneTouch) Case Upload. We will look at the CM/ECF Case Upload feature next. 
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Case Upload 
Case Upload is a feature in CM/ECF, which allows Debtor Attorneys using a Bankruptcy 
Petitioning Software Package to create case files in that ‘third party’ software and then ‘upload’ 
those cases into CM/ECF without retyping. This can save time and redundant data entry. For a 
list of Bankruptcy Case Petitioning Software with compatible Case Upload features, see the 
handout in the back of your folder. 

The U.S. Bankruptcy Court does not endorse any supplier of petitioning software over another. 
This list is for your convenience-only. See supplier Web sites for more information.   

The U.S. Bankruptcy Court does not provide technical support for any of the petitioning software 
packages. If you have difficulties, please contact your software supplier. 

In most cases, your bankruptcy petition software creates the computer files necessary in 
CM/ECF (E.g. Petition, Plan, Matrix, Etc.) these files are stored in a folder on your computer. 
We will use files created in a common petitioning software to demonstrate CM/ECF Case 
Upload functionality in the following steps. 

Click on ‘Bankruptcy’ in the blue menu bar. 

CM/ECF Main Menu 

Click ‘Case Upload from the 
CM/ECF Main Menu 

Click the ‘Case Upload’ link. 
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Case Upload Screen 

Browse to the folder 
containing the files created 
while in your Petitioning 

Software. Then click ‘Next’ 

Click the first ‘Browse…’ button 

The necessary files have been saved to a subfolder named “Case Upload Test Data”, inside the 
Attorney Files folder on your desktop. Navigate to that folder now & right-click the file named “ 

Windows File Upload Screen 

Choose the down arrow next to the ‘Look in’ box and open the Attorney files folder…then open the 
Case Upload Test Data sub-folder and change the ‘Files of Type setting to “All Files” as we have 
done in the past. 

Upload the appropriate files corresponding to the type of filing (Ch7 or 13) and city in which you 
are attending training (Spr, Peo, or Dan). Be sure to right-click each file and preview before 
uploading into CM/ECF. Each time you upload a file you will need to change the Files of Type 
setting to “All Files”. After all necessary file paths appear in the Browse… boxes in the CM/ECF 
Case Upload screen…Click Next. 
(Follow the instructor). 
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The Internet Credit Card Payment and Notice of Electronic Filing screens will appear just as 
they did when we manually opened a case. 
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Motion to Avoid Lien and Order (Debtor’s-Attorney) 

MMoottiioonn ttoo AAvvooiidd LLiieenn::

Bankruptcy Events Menu 

From the Bankruptcy Events menu – click ‘Motions/Applications’ 

File a Motion Screen 

Enter the correct case number (the one you just created), and click ‘Next’ 
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Motions Selection List 

Choose desired motion (Avoid Lien) from the list 

Discussion on Multiple Reliefs: 

In some instances, the attorney may choose more than one relief from the list box above (such 

as Motion to Lift Stay & Adequate Protection for Creditor Attorneys) by holding down the ‘Ctrl’ 

key and clicking additional selections. This should be done sparingly. It is best to file single-part 

motions if possible.


NOTE: Always file a Motion to Convert by itself…Always file 
a Motion to Dismiss by itself. 

filing with another attorney. 

Joint Attorney screen 

Use this screen only if this is a joint 

Click ‘Next’ 
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Party Selection Screen 

Choose the appropriate parties from the Party Selection List 

To select multiple parties from the list, hold the ‘Ctrl’ key down while clicking on each party 
name… 

Click ‘Next’ 

File Association Screen 

In the File Upload screen- click ‘Browse’ 
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File Upload Screen 

Storage 
Location 

File Type 
Set to ‘All’ 

(Not HTML)File Name 

Using the File Upload screen, navigate to the correct drive and folder.  Locate the 
correct file. 

Windows File Upload Screen 
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Right-click the correct file and choose ‘Open’ from the shortcut menu. 
Whoops! - Apparently this file was misnamed when it was converted or scanned. Close 
this file and search again for the correct pdf to associate with this pleading. Hint- look at 
Motion.pdf. 

Adobe Acrobat Window 

Close this (incorrect) file. 

Windows File Upload Screen 

Find the file named ‘Motion.pdf. Then right-click and choose ‘Open’ to preview that file. 
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Adobe Acrobat Window 

After ensuring this is the correct file, close the Adobe Acrobat Window. 

File Association Screen 

A separate pdf file should be created for supporting documents, such as a copy of the loan 
agreement, title, etc.  Click the ‘yes’ radio button if supporting documents are included. 
Click ‘Next’ 
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The following screen is displayed if attachments (supporting documents) are included. 

File Attachment Screen 

Browse for the pdf file.   

Select a type by using the arrow to the right of the “Type” field.  Type a short description 
of the pdf. Click ‘Add to List’.  Once you’ve clicked “Add to List” the data in the  
filename, type and description fields is removed allowing you to add more attachments. 

Click ‘Next’ 
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leave these boxes blank 

Modify Docket Text Screen 

You will normally 

Look at the choices in the drop-down box, and then leave it blank for this example. The textbox 
after the company name will normally be left blank since there will be an associated document 
that can be viewed if there are any questions about the entry. 
Click ‘Next’ 

Docket Text Preview Screen 

Proof this screen carefully! 
This is what will print on the docket sheet. 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 your last opportunity to change the event. The ‘Document number’ will now be assigned.  

Click [Next] to continue. 
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Notice of Electronic Filing 

Notice the document number of this Motion- we will associate an E-order to this Motion in 
the following steps. 

[Most Attorneys will want to print and/or save the Notice of Electronic Filing at this time. 
Future access to this document can be made using PACER (for a fee).] 
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Uploading an Order 
In some instances, you may be uploading the order corresponding to a filed motion. The 
required format for orders has changed somewhat. 

Please refer to the handout in the pouch of your blue folder with the heading: 
“E-ORDERS” at this time. 

We will now upload an order that corresponds to the Motion to Avoid Lien just filed. We 
do this from the ‘Bankruptcy Menu’. 

Click Bankruptcy now. 

Bankruptcy Events Screen 

Click ‘Order Upload’ 

Click ‘Upload Single’ 
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Order Upload Screen 

help the user know what 
These numbers are guides to 

format the numbers can take. 
(e.g. include spaces or not) 

Type in The correct case number (if not there already) and click ‘Next’. 

Relate this Order to document number 

Leave Document Number blank at this time. 

Leave the related document number blank and Click ‘Next’. 
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Related Documents Screen 

Select ‘motion’ and Click ‘Next’ 

Select the Appropriate Event which the Order Relates 

Select the document which the motion relates
 Click ‘Next’ 
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Order Type/Hearing Date 

Since we don’t know 
the Order Type yet, 

select ‘Other’ and leave 
the hearing date blank 

In the Order Type selection box- Choose ‘Other’, and then click ‘Browse’  

Windows File Upload screen 

Navigate to the storage location for the 
Order and right-click the file to preview. 
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Order Preview in Adobe Acrobat Window 

See handout for proper 
formatting of E-orders. 

After previewing the document- close Adobe Acrobat (or click the second ‘X’ to close 
this file-only and then minimize Adobe Acrobat). 

Windows File Upload Screen 

Click Open 
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The pathway to the file (Order) is entered into the ‘Browse’ text box. 

CM/ECF File Upload Screen 

PDF files. 

Useful information 
about font settings in 

Click ‘Next’ 

other 

Order Upload Confirmation Screen 
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Motion for Relief from Stay (Creditor’s Attorney) 

Motion for Relief from Stay: 

Bankruptcy Events Menu 

Click ‘Motions/Applications’ from the Bankruptcy Events Menu 
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File a Motion Screen 

Enter the correct case number (the one you just created), and click ‘Next’ 

Motions Selection List 

Choose desired motion (Relief from Stay (Fee)) from the list 

Discussion on Multiple Reliefs: 
In some instances, an attorney may choose more than one relief from the list box above (such as 
Motion for Relief from Stay and for Adequate Protection) by holding down the ‘Ctrl’ key and 
clicking additional selections.  This should be done sparingly. It is best to file single-part 
motions if possible. NOTE: Always file Motion to Convert by itself.  Always file Motion to 
dismiss by itself. 
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Joint Attorney Screen 

Use this screen only if this is a joint filing 
with another attorney. 

Click ‘Next’ 

Party Selection Screen 

If the creditor you represent is not listed for this case, 
Click Add/Create new Party. 

To select multiple parties from the list, hold the ‘Ctrl’ key down while clicking on each party 
name.  We will be filing on behalf of Prairie State Bank. If this choice does not appear in the list 
of parties, click on “Add/Create New Party” and add them to the list as follows: 
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Search for a Party Screen 

Type Last Name or Creditor Name in the Last/Business name search box 
Click ‘Search’ 

Search for Party Screen 

Choose the appropriate party from Party search results.  If no person found is returned 

after search... 

Click ‘Create new party’ 
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Party Information Screen 

Complete Party Information.  Type creditor name and address using CM/ECF data entry 

standards. A valid postal address must be added for new parties. 

Party Role must be completed with role of added party, for instance Creditor. 


Click ‘Submit’ 
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Select Party Screen 

Choose the appropriate party from the Party Selection List 

When a new party is added, the party selection screen displays to include added party.  To select 
multiple parties from the list, hold the ‘Ctrl’ key down while clicking on each party name. 
Click ‘Next’ 

Verify the party 
– attorney link. 

Party/Attorney Association Link Screen 
Click ‘Next’ 
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File Association Screen 

Place check in box to show link between creditor and attorney filing the motion. 
In the File Upload screen - click ‘Browse’ 

File Upload Screen 

Navigate to the appropriate .pdf file to upload.  Our in-class example uses a file in the 
Prairie State Bank subfolder inside the Attorney Files folder on your desktop. 

After locating the correct file, right click  and choose ‘Open….’ from the shortcut menu to 
preview the actual document about to be uploaded. 
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Motion for Relief From Stay Preview in Adobe Acrobat Window 

After ensuring this is the correct file, right click open to fill in the browse: location of the file.  
Close the Adobe Acrobat Window. Click ‘Next’ 

Windows File Upload Screen 

…Click ‘Open’ from the File Upload screen. 
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CM/ECF File Upload Screen 

Click ‘Next’ to upload a copy of the file into CM/ECF. 

Fee Amount prompt screen 

Fee information is provided.  Click ‘Next’ 
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Look at the choices in the drop down box, and then leave it blank for this example.  This 
drop down box will normally not be used.  The text box after the creditor name will 
normally be left blank since there will be an associated document that can be viewed for 
more information but can be used. 

Modify Docket Text Screen 

Click ‘Next’ 

Docket Text Preview Screen 

Proof this screen carefully! 
This is what will print on the docket sheet.  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 this 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 your last opportunity to change the event.  The ‘Document number’ will now be assigned. 

Click ‘Next’ to continue. 
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Electronic Payment Prompt 

Choose to Pay Now if you are finished filing or Choose Continue Filing to complete all 
docket transactions prior to paying for the Motion for Relief from Stay. 
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Notice of Electronic Filing 

Take note of the document number on this page.  It will be useful when filing an e-order. 

[Most Attorneys will want to print and/or save the Notice of Electronic Filing at this time.  
This would correspond to a file stamp for your document.  Future access to this document 
can be made using PACER (for a fee).] 

See the section in this documentation regarding Uploading an Order. 
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PPrrooooffss ooff CCllaaiimm ((CCrreeddiittoorr’’ss AAttttoorrnneeyy))

There is a “Fillable pdf” claim form on our Web site you can use to prepare the claim. (We may 
have done this in the Morning Session). 

The following instructions pertain to using that form: 

Click on fillable pdf court form (http://www.ilcb.uscourts.gov/forms/claim.pdf). 

Complete all fields. IMPORTANT! Remember to sign the document as /s/ signor’s 

name

Click on the “Save a copy of the file” icon in the Adobe Acrobat menu bar. The “save a 

copy” window appears. 

Change the “Save in:” filed to the folder you wish to save the pdf file in. 

Name your pdf file in the “File name” field. 

Verify that Adobe PDF Files (*.pdf) is selected in the “Save as type.” field. 

Click on the Save button 


When a proof of claim is filed in CM/ECF, one must first locate the creditor by searching the list 
of creditors associated with that case, and then entering the corresponding claim. 

See below: 

Search for appropriate creditor. Verify that the creditor’s address is the same. 

If creditor is not listed or listed at a different address: add creditor 

If you are representing the creditor and would like notices sent to you rather than the 
creditor, enter claimant as follows: 

Claimant 

c/o attorney 

Attorney’s address 


If you are representing the creditor and would like notices sent to BOTH you and the 
creditor, enter claimant as follows, -AND- file a Notice of Appearance and Request for 
Notice on behalf of the creditor. 

Claimant 

Address of Claimant 


The Creditor will usually already be a party to the case and appear in the selection box. 
In the following exercise, the creditor is already a party to the case. 
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Click on ‘Bankruptcy’ 

Bankruptcy Events Menu 

Click on the ‘File Claims’ hyperlink 

Search for Creditor Screen 

Enter the correct case number. Leave the “Name of creditor” text box blank. Leave the  ‘Type of 

Creditor’ set to “Creditor” 

Click ‘Next’
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Select a Creditor Screen 

Choose the correct Creditor from the drop-down box and click ‘Next’ 

Note: If the Creditor does not appear in the drop-down list, or if the Creditor’s address 
information needs to be modified, click the “Add Creditor” link and enter Creditor 
information as described on page 63.  

Proof of Claim Information Screen 

Fill in the Claims Information Screen following court guidelines. In our example, we are claiming a 
$16,000 claim secured by the Rolex Watch in question. Complete the screen as shown above and 
click ‘Next’ 

If the claim is being filed by someone other than the creditor, change the ‘Filed By:’ to the 
appropriate person type. 
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CM/ECF File Upload Screen 

Click the ‘Browse’ button 

Navigate to the file storage location for the appropriate Proof of Claim form 

Windows File Upload Screen (Your screen may look slightly different) 

Navigate to the correct storage location. Our in-class file is located in the Smith Mark 
sub-folder inside the Attorney Files folder on your desktop. 
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Windows File Upload Screen 

Make sure to change the ‘Files of Type’ to ‘All Files’ (otherwise the folder may appear empty). 

Windows File Upload Screen 

Right-click the Proof of Claim form and choose ‘Open’ from the shortcut menu 
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Document Preview in Adobe Acrobat 

After previewing the document to make sure it is the correct file and legible, 
Close Adobe Acrobat (or just close this individual file and minimize Adobe Acrobat). 

You are returned to the Windows File Upload screen where your will click ‘Open’ to place the file 
path into CM/ECF 

Windows File Upload Screen 

Click ‘Open’ 
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You are returned to the CM/ECF File Upload screen. The file path has been filled into the File 
Name text box.  

Click Next 

if you have supporting 

application, etc. 
A 

CM/ECF File Upload Screen (Your screen may differ slightly) 

Attachments Upload Screen 

File path filled in 

Change “Attachments” to Yes 

documents, such as title, loan 

(See Revised General Order  
copy is on our Web site.) 

Browse to the file location for the first supporting attachment 
(Rolex subfolder in the Attorney Files folder on your desktop). 
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Windows File Upload Screen 

Right-click on the file “Exhibit1’ and choose “Open” from the shortcut menu 

Document Preview in Adobe Acrobat 

Verify it is the correct file, then close file and minimize Adobe Acrobat 

 Attorney Training - 81 - Updated 8/16/2004 



United States Bankruptcy Court - Illinois Central District 

Windows File Upload Screen 

Choose ‘Open’ from the Windows File Upload window 

CM/ECF Attachments Window 

Choose the appropriate ‘Type’ of Attachment from the drop-down list and/or type a brief 
description of the document as shown above. (Exhibit…Bill of Sale) 

Click ‘Add to List’ 

Click ‘Next’ 
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CM/ECF Attachments Window 

Additional Attachments can be added following the same method.  
(See discussion on file size limitation on next page) 

When all necessary documents are attached- Click ‘Next 

File Specifications and Size Limitations: 
CM/ECF uses ‘Portable Document Format (pdf) for electronic filing of all case pleadings (with the 
exception of the ‘Creditor Matrix’, which uses a text file (‘.txt’). Certain reasonable size limitations 
exist for the files uploaded into CM/ECF. 

All file sizes (documents and attachments) cannot exceed 2 MB or 50 pages in size. For larger 
files (such as Exhibits) - it may be necessary to break-apart the file into pieces and attach them 
separately. Attorneys should also attach only those pages pertinent to the motion or pleading 
(and retain the original documents to be made available upon request.) 
(For more information on this and other important considerations- see the copy of the ‘General Order 
Authorizing Electronic Case Filing’ included in the back pouch of your class folder). 
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Hyperlinks to 
Docket Query 

Menu and pdf file 

Notice of Electronic Filing 

Via PACER 
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OOppeenniinngg aann AAddvveerrssaarryy CCaassee ((CCrreeddiittoorr--AAttttoorrnneeyy))
Opening an Adversary proceeding involves entering the necessary information regarding the 
plaintiff, defendant, and basic statistical data. The complaint is incorporated into this process 
and will not need to be docketed separately. During the filing of this event (unlike the opening of 
a Bankruptcy Case), the attorney for the plaintiff must select himself/herself at the attorney 
selection screen. 

CM/ECF Main Menu 

Click ‘ Adversary’ on the blue menu bar at the top of your screen. 

Adversary Events screen 

Click on the ‘Open Adversary Case’ 
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Open Adversary Case screen 

Click ‘Next’ 

— The case number is generated at the end of this process. Make sure you record. 
— The current date is displayed next to Date Filed. 
— The Case Type value is ap for adversary proceeding. There is no other selection. 
— The Complaint field signifies the lead event for this proceeding. If you are filing something   
     other than a complaint such as a Notice of Removal, select (n) for no. 

Lead Case Association Screen 

03-70121 
Use Lead Case #  

03-70121 for our in-class 
example. 

Fill in the Lead Case Number in yy-nnnnn format, including the hyphen. 
Then Click ‘Next’ 

— The Association type defaults to Adversary. Other selections are Consolidated, Jointly 
Administered, and Related. Leave the default. 

NOTE: If the case number is invalid or if the lead case does not reside on this database, an 
error message, “YY-NNNNN is not a valid case. Please enter a valid value.” Is generated. 
You will not be able to proceed with the case opening process. Research the reason for the 
error. 
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The CASE ASSIGNMENT screen displays. Case assignment is based on the lead Bankruptcy 
case. 

Case Assignment Screen 

Click ‘Next’ 

The PARTY SEARCH screen appears.  
Before adding a party, it is recommended that one search the database for the filer. One can 
search by Social Security Number, Tax Identification Number, Last Name or Business Name. 
Enter the last name of the party to be searched. If this is a business filing, enter the first word of 
the name to search the database. The entire business name is stored in the Last/Business 
name field. The field size is 200 characters 

Search for Party Screen 

Enter the plaintiff’s last/business name (American) and click ‘Search’. 

NOTE: You cannot use the asterisk * by itself as search criteria. If just the asterisk is used, the 
system displays a dialog box stating “A minimum of two consecutive characters of the last name 
is required for name search”. 

The SEARCH RESULTS screen appears. 
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Search results are 
displayed here. 

Party Search Results Screen 

Your search may produce multiple results. If no results appear (as above)- click on 
‘Create new party’ and add the Party. 

NOTE: If the designated party was already on the database, the Party Search Results screen 
would provide a listing of parties matching your search criteria. In that situation, you would 
select the party by highlighting the name with your mouse and click on the [Select Name From 
List] button. 

Search Hints: 

) 

) 

• Enter one field of data for each search. 
• Format Social Security Number or Tax ID with hyphens. 
• Include punctuation. (O’Brien, Zeta-Jones Do NOT add data with punctuation. 
• Try alternate search clues if your first search is not successful. 
• Partial names (minimum of two characters) can be entered. 
• Wild cards (*) are not required at the end of search strings. 
• Wild cards may be used before or within search strings. (*son, Gr?y
• You cannot search by the asterisk * itself. 
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Party Information Screen 

Complete the Party Information Screen as shown above—Then click ‘Attorney’ 

IMPORTANT; For adversary openings ONLY, you will need to add yourself as the 
attorney representing the plaintiff(s).  If you do not add yourself as the attorney for the 
plaintiff(s), the docket and the summons will not show you as attorney of record. 
— Your attorney record already exists on the court’s database in an attorney roll that is 
maintained by court staff. 
The ATTORNEY SEARCH screen allows you to retrieve your attorney record by Last Name (or 
partial Last Name- minimum of 2 letters.) 

Search using your last 

Search for Attorney Screen 

name or Bar Id (E.g. hay) 

Enter your Last Name (For class- enter your login)  
Then Click ‘Search’ 
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Attorney Search Results Screen 

Select your name from the Attorney search results box 

Click on your name 

Person Address Pop-up Screen 

The Person Address Pop-up Box allows us to further distinguish between like-names in the 
Party Results list. 

Close pop-up box after viewing address information. 

— Click your name with your mouse and click on [Select Name From List]. 
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Attorney Information Screen 

The ATTORNEY INFORMATION screen displays the master attorney record from the court 
attorney roll. — Your attorney record can accommodate only one address. If the address for this 
case is different, make the changes to this screen. This will change professional and mailing 
information FOR THIS CASE ONLY. 
— After verifying this information, click [Add Attorney] to associate this record with your plaintiff. 

Party Information Screen 

Click ‘Review’ 
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Review Attorney/Plaintiff Association Screen 

Click on [Return to Party screen]. 

Party Information Screen 

The main PARTY INFORMATION screen again appears, click [Submit] 

You have added the plaintiff and if there are no more plaintiffs, the next step is to add the 
defendant(s). The PARTY SEARCH screen will appear again for that purpose. 
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Party Search Screen 

Enter party information for the defendant: (Mark Smith) 

When the SEARCH RESULTS screen appears, the party will be displayed because Mark and 
Mary Smith are already debtors in the bankruptcy case. 

Highlight the Debtor’s name in the results box, and click ‘Select name from List’. 

Party Search Results Screen 

Person Address Pop-up Box 
Party Search Results Box 

Choose the Defendants from the Party Search Results text box and Click ‘Select name from list’ 
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The SEARCH RESULTS screen appears next (see next page) with this party’s data and 
address as it is recorded in the database from the bankruptcy case. You must select the Party 
Role by clicking on the – down arrow for the Role field. Highlight Defendant. Since we are not 
certain who will represent the Defendant(s) in the Adversary case, we will not add an attorney 
for the Defendant(s) at this time. Therefore, change the ‘ProSe’ setting to yes to maintain 
consistency at this point. Once the Answer is filed and an Attorney is added for the 
Defendant(s), the ‘ProSe’ field changes from ‘yes’ to ‘no’.  

Party Information Screen 

Change ‘Party Role’ to “Defendant” and Click ‘Submit’ (Do not assign an attorney for the 
Defendant) 

The Party Search screen will reappear. Since the bankruptcy case we are using is a joint case, 
we would complete the party association steps again if we were including the Joint Debtor in the 
Adversary Case, as follows: 
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Search for Party Screen 

Type in the last name of the Joint Debtor (Smith again) and click ‘Search’ 

Party Search Results Screen 

Person Address Pop-up Box 
Party Search Results Box 

Choose Joint Debtor From List 
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Party Information Screen 

Change ‘Party Role’ to “Defendant” and Choose Submit (Do not assign an attorney for the 
Defendant) 

When all parties have been entered, click on [End Party Selection]. 

Search for Party Screen 

Click ‘End party selection 
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Adversary Statistical Screen 

Enter “6” in the ‘Demand text box’ to indicate  $6,000  (See the following explanations for settings.) 

The ADVERSARY STATISTICAL screen appears. 
— Unless the US is a plaintiff or defendant in your case, accept the default “US not a Party” as 
shown. 
— For our exercise select 454 (Recover Money/Property) as the Nature of Suit of the 
complaint from the list below. 
— Only one suit can be selected during the opening of an adversary case.  Therefore, choose 
the “most severe” of all Nature of Suit from this pick list. 

NOTE: If there are multiple suites and one is a 727 Objection to Discharge, it is important to 
enter 424 as the Nature of Suite here. 
— The Origin code defaults to original proceeding. Accept the default. 
— The default in the Rule 23 (Class Action) box is n. Change the default to y only if this is a 
Class Action suit. 
— The default in the Jury Demand box is n (None). 
— For our case we will leave the default of None. 
— Dollar Demand. If there is a dollar demand, enter the amount in thousands to the nearest 
thousand. For example, if the Dollar Demand is $4550, $5,000, or $5499, you would enter 5 for 
$5000, leaving off the 000. Since our Nature of Suit is Recover Money/Property we will enter 6 
for $6,000.00. 
— Verify the data on your screen and then click [Next]. 
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Deferred Fee Screen 

Type an ‘n’ in the text box and click ‘Next’ 

The PDF DOCUMENT SELECTION screen displays. 

CM/ECF File Upload Screen 

Click [Browse]. 
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In the File Upload screen change Files of type: to “All files (*.*)” then navigate to the directory 
where the appropriate PDF file is located and select it with your mouse. (Shown on next page) 

Windows File Upload Screen 

To make certain you are about to associate the correct PDF file for this entry, right click on the 
filename with your mouse and select ‘Open’. This will launch the Adobe Acrobat Reader to 
display the contents of the imaged document. Verify that the document is correct. 

Adobe Acrobat Preview 

##-##### 

Close or minimize the Adobe application and if that is the correct file, and then click 
[Open] on the File Upload dialogue box. 
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Windows File Upload Screen 

Click ‘Open 

Click Next 

— The PDF DOCUMENT SELECTION screen appears with the path 
and PDF document in the Filename box. 
— Click [Next] to continue. 
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For Court Users- Only 

Click ‘Next’ 

Click ‘Next’ 

NOTE: To abort or restart the transaction at any time up until the final docket text screen, click 
the Adversary hyperlink on the Menu Bar. 

Last Chance to Review Docket Text 

This is the last chance to review (and change) docket text. If something is incorrect- click the 
‘Back’ arrow on Netscape as many times as necessary until the screen with the error appears. 
Make necessary corrections to that screen- (you will need to redo subsequent screens). 

If no changes need to be made- Click ‘Next’ 
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Each time you file a pleading in CM/ECF, the Electronic Payment Screen appears  
Showing the balance of unpaid fees. As mentioned previously, you may pay now or continue 
filing. See BK Case Opening for complete discussion. 

Electronic Payment Screen 

Choose ‘Pay Now’ 

Internet Credit Card Screen 

Change the Credit Card information screen as shown above, and then click ‘Submit Payment’ 
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Credit Card Processing Screen 

Wait 

Credit Card Receipt Screen 

The FILING FEE screen will display prompts for fee and receipt information.  


NOTE: You may see a displayed message such as the one in figure 17 for COURT USERS 

ONLY: Disregard this message. 

—— The Fee Amount defaults to the amount of the complaint filing fee,


— Click [Next] to continue. 
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The NOTICE OF ELECTRONIC FILING screen appears. 

Notice of Electronic Filing 

Print or Save this screen. 

Scroll down to view the entire screen. 
— The Notice of Electronic Filing is the verification that the filing has been sent electronically to 
the court’s database. It certifies that this is now an official court document. 
— The case number is a hyperlink to the docket sheet and the document number is a hyperlink 
to the PDF document image. Clicking on either of these links will bring up the docket or the 
document up. 

The case number of both this adversary and the lead bankruptcy case appear. 
This indicates that this complaint entry has spread to the bankruptcy case and will be available 
to anyone reviewing the Bankruptcy Docket report. The hyperlink to the imaged PDF complaint 
is also accessible from the bankruptcy case. 
— To print a copy of this notice, click the browser [Print] icon. 
— To save a copy of this notice, click [File] on the browser menu, click then [Save Frame As 
— Trustee and Attorney users will have access to the Notice of Electronic Filing at the time of 
their filing. Subsequent access to any Query or Report programs must go through the PACER 
system. 
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Further access to the Notice of Electronic Filing is available though the electronic docket 
report. When this option is selected, a bullet appears next to the document number of the event 
on the docket report. Clicking on this bullet will display a copy of this notice. Attorney users will 
be presented with a PACER login screen first. 
 When a copy of the Notice of Electronic Filing is mailed to each subscriber on the case, the 
following message will display at the top: 

Let’s look at the ‘Summons’ that is now available from this notice. 
Click on the Summons Issued hyperlink. 

Summons Screen 

NOTE: When an adversary case is opened, the complaint information is spread over to 
the main bankruptcy case.  See document #7 on the screen shot below to see how the 
text spreads to the main case. 
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case. 
When the judgment is rendered, the ruling will also spread over to the main bankruptcy 

***NOTE TO PUBLIC ACCESS USERS*** 

You may view the filed documents once without charge. To avoid later charges, 

download a copy of each document during this first viewing. 
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RReeppoorrttss aanndd QQuueerriieess ((AAllll AAttttoorrnneeyy--ffiilleerrss))

Case information can be obtained by a series of Reports and Queries available in CM/ECF. The 
following is a brief look at three of the more common reports- Cases Report, Docket Report, and 
the Claims Register. The logical arrangement of menus in CM/ECF makes working with Reports 
and Queries very intuitive. 

CCaasseess RReeppoorrtt

This lesson describes the Cases Report and how it can be generated. The Cases report 
presents information from the court’s database with a variety of selection criteria for case 
management and tracking. 

Internet users will access CM/ECF through PACER and will use two sets of logins and 
passwords; one for CM/ECF filing and the other for PACER access to queries and reports. 
(Note: Using your actual PACER login while in training does not incur PACER fees.) 

This module will assume that the Internet user has accessed the court’s web site 
(www.ilcb.uscourts.gov/training.) with their court assigned CM/ECF login and password. 

CM/ECF Main Menu 

STEP 1 Click on Reports on the CM/ECF Main Menu 

Reports Menu Screen 

The REPORTS screen displays with a list of reports that can be generated. 
— Click on the Cases hyperlink. 
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PACER Login Screen 

Read the PACER information on 
this screen if you are not familiar 

with PACER 

The PACER LOGIN screen displays. 

NOTE: The Public Access to Court Electronic Records (PACER) program provides access to 
CM/ECF users. Logins and passwords can be issued by registration with the PACER Service 
Center. Current PACER logins and passwords will be accepted by the CM/ECF system. 

Note the information that is provided to the user on the screen above. 

— Enter your PACER assigned Login and Password (These fields are case sensitive). 
You can enter a Client Code. This optional field is used for billing by PACER users. The data 
will be included in PACER billing reports. 
NOTE: If you click in the Make this my default PACER login box, your login will automatically 
appear each time you attempt to access PACER. If you click on the [Reset] button, all entries 
will be cleared. To change the client code within a session, go to Utilities, Your Pacer 
Account……, Change Your Client Code. 

Click on the [Login] button. 
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Cases Report Selection Screen 

Set the report criteria as desired to limit your search results. 

The CASES REPORT selection screen displays. 

You can limit the amount of information presented on reports by making selections in the list 

boxes and typing values in the text boxes on this screen. These are fairly intuitive to use. 

Preview the choices available in each of the drop-down boxes, but leave the default settings as

shown above. 


— The [Clear] button will reset all fields to their default values. 

Let’s leave the default settings and click “Run Report”. 
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Cases Report Result Screen 

The CASES REPORT displays. 

All reports can be printed by clicking on the browser’s Print button or saved by clicking on 
‘File’…’Save Frame As’. 

— Clicking on any of the Case Number hyperlinks will display the DOCKET SHEET screen, 
allowing you to enter criteria for generating the Docket Report. 
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DDoocckkeett RReeppoorrtt

This lesson describes the public Docket Report, sometimes called a Docket Sheet, and how it 
can be generated. 
Internet users will access CM/ECF through PACER and will use two sets of logins and 
passwords; one for CM/ECF filing and the other for PACER access to queries and 
reports. 
This module will assume that the internet user has accessed the court’s web site with 
their court assigned CM/ECF login and password. 

CM/ECF Main Menu 

Click on the Reports hyperlink on the CM/ECF Main Menu. 

Reports Menu Screen 

The REPORTS screen displays, with a list of reports that can be generated. 
— Click on the Docket Report hyperlink. 
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PACER Login Screen 

NOTE: Access to any CM/ECF queries or reports by non-court users must be through the Public Access 

to Court Electronic Records (PACER) program. If you have not done so already, you must register with 

the PACER Service Center to be given a login and password. Note the information that is provided to 

users on the screen above. 

Enter your PACER Login and Password. (These fields are case sensitive). 


Enter the Client Code (optional). 

This optional field is used for billing by PACER users. The data will be included in PACER billing reports. 

Click ‘Login’ 

Docket Selection Screen 

You can limit the amount of information 

the drop-down boxes, but leave the 

presented on reports by making 
selections in the list boxes and typing 

values in the text boxes on this screen. 
Preview the choices available in each of 

default settings as shown. 

After entering your criteria, click on the [Run Report] button. 
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Docket Report 

Clicking on the various links on this Report will take you to the various documents in this case. 
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Docket Report Features 

— Clicking on a “blue” document number hyperlink from the docket report will first display a 
transaction receipt indicating a billable amount if the user decides to accept the charges and 
view the PDF document. 

NOTE: The opportunity to review charges FIRST applies to PDF documents only. 
— If you choose to accept the charges, click on the [View Document] button to view the 
associated PDF document and the selected document will be displayed. 
— After viewing the PDF document, either click on the [Back] icon of your Internet browser’s 
tool bar or close Acrobat Reader to return to the previously displayed screen.  

NOTE: DO NOT exit out of your document reader by using the Close “X” button at the top-right 
corner of your screen. This will exit you out of CM/ECF. 
— A separate Transaction Receipt will be displayed at the end of the docket report indicating 
the number of billable pages for the report. 
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Maintaining User Accounts (All Users) 
Everyone’s information changes from time-to-time. CM/ECF allows authorized users to update 
their personal information as these changes occur. 

Once you have completed the take-home exercise you will receive after training- you will be 
mailed a login and password to the ‘live’ CM/ECF database. You can change your password (for 
security reasons) as demonstrated in the following section. 

The following section shows how to access your CM/ECF personal account screen to change 
information such as address, password, and email address. 

CM/ECF Login Screen 

Open Netscape and log in to the CM/ECF Web site at the above URL using your court-provided 
login. 
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CM/ECF Main Menu 

Click on ‘Utilities’ from the blue menu bar at the top of the main menu screen.  

The Utility options screen opens with hyperlinks to various utility events available to attorney-
users. 

Utility Events Menu Screen 

Click on ‘Maintain Your ECF Account’ 
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The main User Account Information screen appears where the attorney may update their name, 
address, phone, etc.  

User Account Info Screen 

Click on ‘More user information…’ 

Login Information Screen 

Change your default  Password (for security reasons) to anything you will remember. 

 Click ‘Return to Account screen’. 

You are returned to the ‘Maintain User Account’ screen. 
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User Account Info Screen 

Click on ‘Email information…’ 

Email Options Screen 

Make sure the “to my primary e-mail address”.   

Click ‘Return to Account Screen 
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User Account Info Screen 

Click ‘Submit’ 

The next screen lists all the pleadings associated with your attorney login. Changes in attorney 
Social Security, Tax ID, and Bar ID will be automatically updated for each case to which 
you are linked. Other information such as email address will only be updated in future cases 
and those you select from the list seen on this screen. (Notice the option to ‘Update All’ in the 
selection list). 

Case Selection Screen 

“Update All” cases with 
y

Notice the option to 

our new information 

Choose ‘Select All’ and click ‘Submit’ 
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A confirmation screen appears stating that ‘The user update was successful’ and listing the 
current user settings. 

Confirmation Screen 

Click the ‘Utilities’ link (again) 
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LLooggggiinngg OOuut
t

Log out pop-up screen 

It is best to ‘Logout’ of CM/ECF before closing Netscape rather than simply closing Netscape. If 
you close Netscape without logging out first, then open CM/ECF again; you will see the 
following screen because CM/ECF still thinks you’re logged in. If you ever see the screen below, 
just click ‘Continue login’. (Note: If you have been inactive on CM/ECF for over 20 minutes, the 
system will log you off automatically. When this happens, the login screen will appear as you 
attempt to continue working in CM/ECF- just log back in and continue working. 
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This concludes the CM/ECF training session for Debtor Attorneys. There is a take-home exercise 
in your folder designed to reinforce today’s session. Please perform the requested activities using 
the CM/ECF Training Web site- (https://ecf-train.ilcb.uscourts.gov/  ). 

Once you’ve completed the take-home exercise- send the case number(s) assigned by the system 
to the email address on the exercise instructions. After the exercise has been reviewed & 
accepted, you will receive your login to the ‘live’ CM/ECF database where you will file all 
pleadings online after the ‘go-live’ date. 

The Clerk’s Office stands ready to assist you in every way we can. 

The following are a list of resources to use if you have questions or problems. 


 Attorney Training - 122 - Updated 8/16/2004 



United States Bankruptcy Court - Illinois Central District 

WWhheerree ttoo GGeett HHeellpp

http://www.ilcb.uscourts.gov/cmecf/helpdesk.htm 

Review and discussion of the Take-home Exercise(s) 
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