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	 Common filing errors seen by this court include incomplete PDF documents, or in some instances, PDF documents uploaded to the wrong case.

PDF documents should always be previewed prior to uploading to CM/ECF.
When browsing and attaching a PDF document, right click the document name and open the PDF to be certain this is complete, legible, and the correct PDF to be filed with this docket entry.

(Note: you can preview PDF documents prior to case opening using most petition software programs as well.)

Failure to review and file the appropriate PDF can result in such issues as having the court strike a specific docket entry, requested relief not being granted, case dismissed for failure to timely file court ordered documents, claim not timely filed and claimant possibly not receiving payment, etc. 

Click ‘Continue’ below to view a demonstration. 


	 United States Bankruptcy Court
Central Illinois District


	 Use the navigation buttons below to stop, pause, or replay this module.
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	 Click Browse


	 You have begun the filing process and are now at the screen where you will upload your document into the CM/ECF system.


	 You have prepared your motion in advance and saved it as a PDF file.



 
	 

	 
	 Always be sure to right-click the document


	 The Choose File screen appears



 
	 

	 
	 Select Open with Acrobat



 
	 

	 
	 Close the Adobe window to return to the filing screen


	 It is extremely important to take the time to do this since documents filed in error remain on the case forever!


	 Preview entire document to ensure it is complete, legible, and signed.


	 Compare case number and party names with CM/ECF docketing screens to ensure they match


	 Failure to review and file the appropriate PDF can result in such issues as:
Having the court strike a specific docket entry,
Requested relief not being granted,
Case dismissed for failure to timely file court ordered documents,
Claim not timely filed and claimant possibly not receiving payment, etc.
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	 Now click the Open button



 
	 

	 
	 Click Next to continue filing


	 We are now assured the document we are about to upload is correct
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	 This concludes the current CM/ECF Filing Tip.
Check back often for new tips for filing in CM/ECF 


	 Computers are wonderful creatures...they can multiply our efforts...but unfortunately they also amplify our mistakes.


	 United States Bankruptcy Court
Central Illinois District


	 Taking a few extra seconds to verify PDF files before uploading them to CM/ECF- thereby creating a permanent record, is well worth the time and effort.
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