U.S. Bankruptcy Court, Western District of Texas
OPENING A BANKRUPTCY CASE USING CASE UPLOAD

This procedure describes how to open a new bankruptcy case using the CM/ECF CASE
UPLOAD program.

CASE UPLOAD

Case UpLoad is a feature of CM/ECF which can be used by attorneys who have a bankruptcy
preparation software package that produces the necessary upload files. These packages
produce the following files used in the case upload process:

1. A text format case file (usually named debtor.txt) which contains case information such
as the chapter number, division, debtor's name, SSN, address, etc. This file is required.

2. A PDF format petition file (usually named petition.pdf) which contains the petition and
any other statements and schedules the attorney has chosen to file during case
opening. This file is required.

3. A text format matrix file (usually named creditor.txt) which contains the names and
addresses of creditors listed on the debtor's Schedules D, E, and F. This file is required.

4. If the attorney is filing a chapter 13 case, some bankruptcy preparation software
packages will also prepare a PDF format chapter 13 plan (usually named plan.pdf). This
file is optional.

Refer to ATTACHMENT 1 at the end of this procedure for a list of bankruptcy preparation
software packages that produce the files needed to upload new cases. Please feel free to
contact the Clerk's office if you have any questions about your bankruptcy preparation software
package's ability to produce the necessary files.

PROCEDURE

1. Login to CM/ECF (See Figure 1.)

= Je )
UE F Bankruptcy . Adversary +  Query . Reports . Utilities . Logout o_
A =

U.S. Bankruptcy Court
Waestern District of Texas

Official Court Electronic Document Filing System

| Notifications & Tips
Figure 1
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2. Click on the Bankruptcy hypertext link on the CM/ECF MAIN MENU BAR.

3. The BANKRUPTCY EVENTS MENU appears (See Figure 2.)

EE F Bankruptcy . Adversary . Query . Reports . Utilities . Logout
Bankruptcy Events

Appeal

Judee/Trustee A ssichment
Creditor Maintenance...

File Claitg
Motions/Applications
ObiFespilivel Answer

Open a BE Case

Other

Plan/Dhisclosure StmtfObj to Plan

CaseUpLoad %
Order Upload

Figure 2
4. Click on the Case Upload hypertext link.

5. The CASE DATA SCREEN appears (See Figure 3.)

EE F Bankruptcy . Adversary . Query . Reports . Utilities . Logout

Open New Bankruptcy Case
Ea o e e e | [ Browsen ] |
e | _ e |
e e matefle | _oowse.. |
Eiﬁ;ﬂz :?;]n:nl.:li]'dt?e Chapl3 Plan file ‘ Browse...
Figure 3
6. Click the appropriate [Browse] button and attach the debtor.txt case data file,

petition.pdf document file and creditor.txt creditor list files. In addition, you can optionally
attach a plan.pdf file.

7. Refer to ATTACHMENT 2 to learn how to “browse and attach” files.

8. After you have attached the necessary files, the “path and file name” will be shown in
each box you selected (See Figure 4.)
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UE F Bankruptcy . Adversary . Query . Reports . Utilities . Logout ?

Open New Bankruptcy Case

Enter the name of the case file ‘C:\bk cazeshgrant gary uploadidebtor.txt Browse...
Example: c¢:Debtor.txt = = =
Enter the name.u.fthe petition file ‘C:\bk cases\grant gary uploadipetition.p Browse...
Example: c:Petition.pdf = = =

Enter the name of the matrix file
Example: c:Creditor.txt

Enter the name of the Chapl3 Plan file ‘ Browse [%
Example: c¢:Plan.pdf

Mext Clear

‘C:\hk_cases\ grant_gary_uploadicreditor.t | Browse...

Figure 4
9. Click [Next] to continue.
10. A BLANK SCREEN appears (See Figure 5.)
EEC F Bankruptcy . Adversary . Query . Reports . Utilities . Logout ?
Open New Bankruptcy Case
Figure S
11.  Click [Next] to continue.
12. The TEXT OPTIONS SCREEN appears (See Figure 6.)
Open New Bankruptcy Case
'With or Without Schedules? Submit to Accept Default or Type Without|| With
'With or Without Statements? Submit to Accept Default or Type Withuut| With
PETITIONS PAID TN INSTALLMENTS MUST BE ACCOMPANIED BY APPLICATION TO PAY FILING FEES IN INSTALLMENTS.
L
Figure 6
13.  If the voluntary petition is being filed without schedules, Click in the [With or Without]
box and type “Without”.
14.  If the voluntary petition is being filed without statements, Click in the [With or Without]
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15.

16.

17.

18.

19.

20.

21.

22.

box and type “Without”.
Click [Next] to continue.

A RECEIPT NUMBER SCREEN appears (See Figure 7.)

EE F Bankruptcy . Adversary . Query . Reports . Utilities . Logout
Open New Bankruptcy Case

ATTORNEY FILERS: ENTER CCIIN Receipt #

Receipt #: |cC Fee: $200

Iy

Figure 7

Click in the [Receipt #] box and type “cc”.
Click [Next] to continue.

A BLANK SCREEN appears (See Figure 8.)

b C "
UE F Bankruptcy . Adversary . Query + Reports . utilities . Logout o_
Open New Bankruptcy Case

Clear

Ly
Figure 8

Click [Next] to continue.

The DOCKET TEXT SCREEN appears (See Figure 9.)

EE F Bankruptcy . Adversary . Query + Reports . utilities . Logout
Open New Bankruptcy Case

Docket Text: Final Text

Voluntary Petition under Chapter 7 With Schedules, With Statements, ( Filing Fee: § 200, Receipt # cc. ) filed by
Alexander Jones Washington, Mary Lynn Washington. (Williams, David)

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

Figure 9

Review the text carefully for accuracy. If inaccurate information is displayed, you have
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two choices. You can use the browser back button to go back to the screen where the
inaccurate information was input, make the correction, then complete all the subsequent
screens again. Or, you can click on Bankruptcy on the CM/ECF Main Menu Bar and
start the case opening process all over again.

23. Click [Next] to continue.

24.  The NOTICE OF ELECTRONIC FILING SCREEN appears (See Figure 10.)

UE F Bankruptcy . Adversary +  Query . Reports . Utilities . Logout o_

TU.S. Bankruptcy Court
Western District of Texas

Motice of Bankrptey Case Filing

The following transaction was recetved fom Willams, David H. entered on 3/4/2003 at 4.55 P CST and filed on 3/4/2003
Case Name: Alexander Jones Washington and Mary Lynn Washington

Case Humber: 03-70008

Document Number: 1

Docket Text:
Voluntary Petition under Chapter 7 With Schedules, With Statemnents, ( Filing Fee: § 200, Receipt # cc. ) fled by Alexander Jones Washington, Mary Lynn
Washington, (Wiliams, David)

The following document(s) are assoctated with this transaction:

Document description:Iain Document

Original filename: C\bk_cases\grant gary uploadipetition. pdf

Electronic document Stamp:

[STAMP blecfStamp ID=988230274 [Date=3/4/2003] [FilelNumber=43%70-0] [&
3cdafBe9d5d65913a60240cebdb044a85faal54b2c 0554 5bacb485af50b23e4d42920de
SEF2EEbE9 I It Hfdfd 2084 18730298ef3 043148088 9acBeebe]]

03-70008 INotice will be electronically mailed to:

David H. Williarns  dwilliarns2 1@ satz.rr.cotn, david_h_willams@twb . uscourts.gov

Figure 10

25.  Note the new case number assigned by CM/ECF.

26. NOTE: If you have attached at chapter 13 plan (plan.pdf) make sure to Click the [Next]
button at the bottom of this screen. Otherwise, the chapter 13 plan will NOT be
docketed.

27.  You can Click on the case number hypertext link to display the docket report for the new
case.

28.  You can Click on the document number hypertext link to display the petition document
for the new case.

29.  Click on the Bankruptcy hypertext link on the CM/ECF Main Menu Bar to continue (See
NOTE above regarding docketing of the chapter 13 plan.)
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ATTACHMENT 1

Listed are the bankruptcy petition software vendors that have modified their software to allow
for automatic case upload from their application into CM/ECF.

Bankruptcy Vendor
Software

Contact Person

Phone

Website
e-mail Address

Best Case Solutions Inc
/ Best Case Bankruptcy

John Mancini

800-492-8037

www.bestcase.com
Mancini@bestcase.com

Bktools.com / bktools John Beck 760-967-1428 www.bktools.com
Attyjonb@abac.com

Cerenade Inc/ B. Ramsey 800-617-4202 www.cerenade.com

Bankruptcy Esq.

Cornerstone Computer N/A 800-397-8238 www.cornerstone-computer.com

Group Inc / Bankruptcy Ccgi@cornerstone-computer.com

Plus

EZ Filing Inc / EZ Filing Marty Mohr 800-998-2424 www.ezfiling.com

Techsupport@ezfiling.com

Fresh$tart$even /

Martin L. Laurence

206-523-2445

www.freshstart.com

Bankruptcy Software Martin@freshstart.com

Legal Pro Systems Inc/ | Charles Fielder Il 800-887-0939 www.legal-pro.com
BankruptcyPRO support@legal-pro.com
Matthew Bender / Collier | Martha L. Rogers 973-820-2166 www.bender.com

Top Form marty.lemmond@lexisnexis.com
New Hope Software Inc/ | Frederick Rogovy 206-232-9247 www.bankruptcysoftware.com
Bankruptcy 2002 newhope@bkptcv.com

Puritas Springs Software
/ WBank3

Ernie Zore

440-572-7645

www.puritas-springs.com
Ernie@puritas-springs.com

West-Speciality

Monica Wiese

N/A

www.westgroup.com

Software / Chapter Don Milo Monica.Wiese@westgroup.com
7..13 Don.Milo@westgroup.com
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ATTACHMENT 2- HOW TO “BROWSE AND ATTACH.”

When the BROWSE FOR A DOCUMENT SCREEN Appears (see Figure 11), Click on
the [Browse] button.

=
EE F Bankruptcy . Adversary . Query . Reports . Utilities . Logout o_

Open New Bankruptcy Case

Select the pdf document {for example: CA19%cv301-21.pdf).

Filename
0 Browse...
Attack ts to D t: & No © Yes %

Mext Clear

Figure 11

Clicking on the [Browse] button takes you to your local hard drive or network server (See
Figure 12.)

File Upload 2| x g. @ ‘gg
Lock ir: | = m j @ @ oLty Shop
- : - . 7106721 084661537-L_316_04 <] &7 what's Related
1 9598client _1bk_cases 1 dreamweay
1 abu T Cdram % 1 dreamweay B FJTN Progiams TAWBK
1 Acrobat3 [ Circulate CJEpson e -
C Adobeapp £ emect COHP 3100C . Query + Reports . Utilities . Logout o_
0 i Capel 0 hp4000tn
1 Backup CDmi 1 Hpfonts
1 bin 1 doclib ] Langevin
0 — | o]
Files of type:  [HTML Fies | Carcel
Filename

[ Browse...

Attachments to Document: & No € Tes

Mext Clear

Figure 12

BEST PRACTICE: Create a folder labeled bk _cases to contain all of your current
bankruptcy case files.

Click on the file folder containing your bankruptcy cases to open it (See Figure 13.)
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File Upload g’ @ ‘gg
Laak jr: | ] bk_caszes j @ @ Ecuity  Shop sallin

. - 7106721084661537-L_916_0-1 -] @17 what's Related
1 debtar_billy

& FITH Pragiams THWEK.

i grant_gary_upload [%
1 smith_john

| tormentor_renaldo

i
Query + Reports . Utilities . Logout ?
=

Files of type:  [HTML Files -l Cancel
Filename
| Browse...

Attachments to Document: & No ¢ Tes

Mext Clear

Figure 13
5. BEST PRACTICE: Use a naming scheme for each case document folder that helps you
identify your client. For example, we have created folders names “lastname_firstname”.
6. Click on the folder containing your client's documents folder (See Figure 14.)
File Upload 7] x] g, @ :§§
Laok j: | 4 grant_gan j @ g EcLirity Shop E i
7106721 054661537-L_916_01 | @7 what's Fielated
& FUTN Progiams THWEK
—-3
Query . Reports . Utilities . Logout ?
File hame: |
Files of type:  [HTML Files -] Cancel |
HTML Files =
Filename E::LE[;TRE =
Netwark Interface Plugin [*.nip) M
DRM File [*.dnp)
AttachmentsHet?Phane [ p2n)
fax
png
W -
Mext Clear
Figure 14
7. If you are using a Netscape browser, the folder will open but no file names will appear.
In Netscape, the default is to display on HTML files. Note the Files of type window
showing HTML Files.
8. If you are using a Internet Explorer browser, the folder will open and all file types will
appear.
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9. To see all of the files in a Netscape browser, Click of the “Files of Type” window drop

down arrow (See Figure 15.)

File Upload 7] x] g’ @ :’g%
Look in: | N grant_gary j @ @ EcLirity Shop " .
7106721084661 537-L_316_0-1 =] @5 what's Related

15| FITN Progiams THWEK

Query . Reports . Utilities . Logout o_

File hame: |
Files of e [HTML Files - Cancel |
HTML Files =
. Text [ tat]
Filename |tyecutable (% exe)
Metwork Interface Plugin [+ nip) g Browse...
DRM File [*.dnp)
AttachmentsHet?Phane [ p2n)
fax
png
WA =

Mext Clear

Figure 15
10.  Click on “All Files (*.*)”

11.  All of the files in the folder will display (See Figure 16.)

a @ @

Laaok jr: | ) grant_gary j @ @ cuity  Shop .

= e 7106721 DR 4661 537-L_916_0-1 | @7 What's Related
grant_gar_l,l_petltlon_noschedﬁes.pdf [-—!'| FITH Pragrams TAWBK
E grant_gary_matris. bt

Query . Reports . Utilities . Logout "7:
Hi

File name: |granl_gary_mavuidlian.F'DF
Files of type:  [& Files ] -l Cancel
Filename
| Browse...
Attack ts to D t: & No © Yes

Mext Clear

Figure 16

12. BEST PRACTICE: Verify that the file that you have chosen to upload is the correct one.
Notice that descriptive names will help you identify the file.

13.  Right Click on the file name of the document you want to upload.
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14.

15.

16.

17.

A drop down dialog box will display (See Figure 17.)

File Upload g. @ ‘gg
Laak jr: |a grant_gary j @ @ Ecuity  Shop

N— 7106721 DR 4661 537-L_916_0-1 | @7 What's Related
= qrant_gary_petitior Select B FJTH Programs TwEE,

E grant_gary_matris.t
Frint Query . Reports . Utilities . Logout

LConvert To 3

N Metwiare Copy..
&3 Addto Zip

File name: grant_ &3 Add to grant_gary_mavoidlien.zip
Files of tpe: |1l File Scan for Vinses. .. Cancel

Buick Yiew Plus
Dluick Print
Corel Versions 3

Serdle , Browse...
Attachments to D
LCopy

Filename

Create Shartcut

Mext Clear Delete

Fename

Froperties

Figure 17

Click on “Open”.

The Adobe Acrobat Reader or Writer software program will “launch” and display the first
page of the document (See Figure 18.)

——i= L= i Ii‘l
Laak jr: F Adobe Acrobat - [grant_gary_mavoidlien. PDF] H[=1E3 J
-i ganta E File Edit Document Taoolz Yiew ‘Window Help ;Iilﬂ ]‘ @ Wwhat's Related

aantg (@RS 3 G- #@EB-E 14 4 b bl 4% L&

E grant_g . — o . . ‘ e . . - [ i
;1%?%&11;%3'@ & & F - i -8 & Logout ?

File hame:
il Gl UNITED STATES BEANKRUPTCY COURT
WESTERN DISTRICT OF TEXAS
Filename SAN ANTONIO DIVISION
IN RE: & CASE NO: 00-50034-LMC
g
GARY G. GRANT &
1
DEETOR 5 CHAPTER 7

MOTION OF FORD MOTOR CREDIT COMPANY FOR RELIEF
FROM AUTOMATIC STAY AGAINST PROPERTY OF THE ESTATE

THIS MOTION FOR RELIEF FROM AUTOMATIC STAY AGAINST PROPERTY
OF THE ESTATE IS FILED By FORD MOTOR CREDIT CO. (FORD CREDIT)
AND REPRESENTS TO THE COURT AS FOLLOWS:

g
S
:
[ Signatures \{ Comments \{ Thumbnails \f Bookmarks

BACKGROUND

1 Tue DERTOR ELL T A, AT R N L AR Y PETATA R e A s L, i
LT T e v M 85xd1in O = Ha

Figure 18

BEST PRACTICE: As the filer of the document, you know how many pages it should
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contain and how it was created and converted to PDF. To insure that the PDF
document is exactly what you want to file, page through the document and check for
1. Missing pages

2. Blurred pages

3. Pages out of order

4. /s/Iname where signatures should be

If the document is not acceptable for filing, then you should terminate docketing and
recreate the PDF document.

18.  When you have completed reviewing the document, you can exit the Adobe Acrobat
Reader by clicking on the “close” button in the upper right hand corner. Be careful not
to close the browser, as this will terminate CM/ECF session. (See Figure 19.)

—= [ k- N
Look in: |— Adobe Acrobat - [Pages from Pages from grant_gary_mavoidlien_pdf] =10 =]
-i p— E File Edit Document Tools Yiew ‘window Help _|=® k’ - @ wihat's Related

Toanio [ GRS E @- &8 EB- B> b4
Ho ol - ® OIOEE| - [O&- B-8B- 0 -L-B & T
B9 UL1H®8BE T-

File hame:

il CERTIFICATE OF SERVICE

| HEREBY CERTIFY THAT A TRUE AND CORRECT COPY OF FORD CREDIT'S
MOoTioN FOR RELIEF FROM STAY WAS SENT ELECTRONICALLY OR via U. S.
FIRST CLASS MAIL, POSTAGE PAID, TO THE FOLLOWING ON THIS 1BTH DAY OF
May, 2000:

RaNDOLPH N. OSHEROW
CHAPTER 7 TRUSTEE

342 W. WoooLawnN, SuiTe 200
SanN ANTONIO, TX 78212

U. S. TRUSTEE
P. O. Box 1529

SAN ANTONIO, TX 782951539

3
2
.
[ Signatures\f Comments \[ Thumbnails \f Bookmarks

JoaN RILEY, COUNSEL FOR DEBTOR
4801 NW Loor 410, #250
SaN ANTONIO, TX 7BZZ29

L W 4 50i3 ¢ 1 @sxiiin 008 A= 4| _lj
Figure 19

19. The FOLDER LISTING SCREEN will display again and the document you just reviewed
will be highlighted (See Figure 20.)
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File Upload HE g. @ fﬁ;
| — arant_gary j @ ﬂ CLrity Shop = -

— 7106721 084661537-L_316_0A1 =] @5 what's Related

E grant_gary_petition_noschedules. pdf Bl FJTH Progiams TRWBK
E grant_gary_matris. bkt

Look in:

Query . Reports . Utilities . Logout "_:
H

File name: |granl_gary_mavuidlian.F'DF
Files of e [ Files (1] - Cancel
Filename
| Browse...
Attack ts to D t: & No € Yes

Mext Clear

Figure 20

20.  Click the [Open] button to select the highlighted file.

21.  NOTE: If the PDF file is larger than 2.9 MB a warning message will display. You will be
able to continue to upload your document. However, a 2.0 MB document is very large
(over 100 pages) and such a warning message may be a clue to you that the PDF file
was not correctly created. The court is always available to help you resolve PDF file
creation problems. Just give us a call!

22. The BROWSE FOR A DOCUMENT SCREEN appears again (see Figure 21).

EEC F Bankruptcy . Adversary . Query + Reports . Utilities . Logout ?

File a Motion:
03-50001-lmc Eent Alan Atwell and Judy Tristan Atwell
Select the pdf document {for example: CA139cv501-21.pdf).
Filename
|C:\bk_cases\ grant_garyhgrant_gary m :  Browse...
Attachments to Document: & No ¢ Yes
Figure 21

23. Notice that the “path and file name” of the document selected now appears in the
[Browse] box. You have successfully “browsed and attached” a document for electronic
filing.
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