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Chapter 1
Introduction to CM/ECF

Purpose This chapter provides information that an attorney needs before getting started
using CM/ECE, including where to get help, definition of terms, system
requirements, and other CM/ECF and PACER capabilities and registration
information.

Chapter Topics The following topics are covered in this chapter:
* Qverview, page 1 -2
* Help Desk, page 1 -2
* Definitions, page 1 -2
® Systems Requirements, page 1 —4
* CMJ/ECF System Capabilities, page 1 -5

® PACER Registration, page 1 -5
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Overview

Overview

This guide provides instructions on how to use the Case Management Electronic Case Files
(CM/ECEF) system to file documents with the court, or to view and retrieve docket sheets and
documents. The screen shots that display may differ slightly as you electronically file your
documents, due to enhancements or upgrades.

All users should have a working knowledge of Microsoft® Internet Explorer® and Adobe®
Acrobat®. For questions regarding these applications, please refer to their user manuals.

Before electronically filing, you should be thoroughly familiar with the following documents:

* Administrative Procedures for the Filing, Signing, and Verifying of Documents by Electronic
Means in Texas Bankruptcy Courts

http://www.txs.uscourts.gov/attorneys/cmecf/bankruptcy/adminproc.pdf

e Local Rules

http://www.txs.uscourts.gov/bankruptcy/rulesformsproc/localrules/default.htm

Help Desk

For questions regarding this guide, CM/ECE, or filing pleadings/documents, you can contact
the CM/ECF Help Desk at ecf_helpdesk@txs.uscourts.gov or by phone at (866) 358-6201.
Support hours are Monday through Friday 8:00 a.m. to 5:00 p.m. CST. When sending email,
include the case number.

Definitions

The following definitions are used throughout this guide:

Court For purposes of this guide, court is the United States District and
Bankruptcy Court for the Southern District of Texas.

Electronic Filing ~ The uploading of a pleading or document, in PDF format, directly
from the registered user’s computer, using the Court’s Internet-based
system to file that pleading or document in the Court’s case file. Send-
ing a document or pleading to the Court via e-mail as an attachment
does not constitute “electronic filing.”


mailto:ecf_helpdesk@txs.uscourts.gov
http://www.txs.uscourts.gov/attorneys/cmecf/bankruptcy/adminproc.pdf
http://www.txs.uscourts.gov/bankruptcy/rulesformsproc/localrules/default.htm

CM/ECF Attorney’s User Guide

Chapter 1 - Introduction to CM/ECF
Definitions

Electronic Filing
System

Filing User

Hyperlink

Notice of
Electronic Filing
(NEF)

PACER

Portable
Document
Format (PDF)

The Court’s automated system that receives and stores documents
which were filed in electronic form. The program is part of CM/ECF,
which was developed for the Federal Judiciary by the Administrative
Office of the United States Courts.

A person registered to file documents electronically with the Court.
Filing users must be one of the following:

¢ Admitted to practice before the United States Bankruptcy
Court for the Southern District of Texas and a member in good
standing of the Court.

¢ Admitted pro hac vice.
¢ Authorized to represent the United States of America.

OR

* Proceeding as a nonprisoner pro se litigant approved as a filing
user by the Court.

A filing user must receive a login and password from the Bankruptcy
Court to use the Court’s electronic filing system.

A reference in a hypertext document that refers to another document
or other resource. It is similar to a citation in literature. However,
combined with a data network and suitable access protocol, it can be
used to retrieve the resource referenced. A hyperlink document can
be saved, viewed, or displayed as part of the referencing document.

An electronic notice that is automatically generated by the electronic
filing system at the time a document is docketed. The NEF includes
the time of filing and docketing, the name of the party and filing user
filing the document, the type of document, the text of the docket
entry, the name of the party, and filing user receiving the notice. If a
document is attached to the docket entry, the NEF contains a hyper-
link to the filed document allowing recipients to retrieve the docu-
ment.

Public Access to Court Electronic Records (PACER) is an automated
system allowing a user to view, print, and download Court docket
information over the Internet. Users must register with the PACER
Service Center at http://pacer.psc.uscourts.gov/.

A document file that was either created with a word processor or was
originally a paper document scanned and converted to a PDF file.
Documents must be converted into PDF format to be filed electroni-
cally with the Court. These files have the file extension .pdf.



http://pacer.psc.uscourts.gov/
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Pro Se Litigant

Scanned
Documents

Traditional
Filing/
Traditionally
Filed

A person who represents oneself in a Court proceeding without the
assistance of an attorney.

These are the paper documents that are converted to PDF via a
scanner or multifunction copier or scanner, as opposed to converting
an electronic document from a word processor. When scanning paper
documents that will subsequently be filed electronically, filing users
should configure their scanners for 300 dpi and black and white
scanning (rather than color scanning).

This is also referred to as “conventional filing,” which is submitting
paper copies of pleadings and documents in the traditional or
conventional manner either in person, by courier, or via United States
Postal Service.

Systems Requirements

The hardware and software required to electronically file, view, and retrieve case documents

are the following;:

* A computer running a standard platform such as Microsoft Windows® or a
Macintosh® operating system.

* Adobe Acrobat or other software capable of converting documents from a word
processor format to the portable document format (PDF)

¢ A PDF-compatible word processor like Macintosh or Windows based versions of
Microsoft Word and Corel® WordPerfect®.

¢ A compatible Internet browser.

* Access to a scanner if non-computerized documents need to be imaged.

A scanner should only be used for documents that cannot be produced
electronically. Scanned documents may diminish the quality of service we
provide by slowing down the entire system. We are moving away from the
utilization of scanned documents inside the Court and are asking you to do the
same when possible.
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CM/ECF System Capabilities

The electronic filing system allows registered participants with Internet accounts and
Internet Explorer software to perform the following functions:

¢ Open the Court’s web page.

* View or download the most recent version of the User Guide.

¢ Electronically file pleadings and documents in actual (live) cases.
¢ Self-train on the PACER web-based tutorial.

* View official docket sheets and documents associated with cases.

* View various reports (e.g., Cases Filed Report, Calendar) for cases that were filed
electronically.

PACER Registration

CM/ECEF users must have a PACER account with the Court in order to use the Query and
Report features of the CM/ECF system. If you do not have a PACER login, contact the PACER
Service Center to establish an account. You may call the PACER Service Center at (800) 676-
6856 for information or to register for an account. Also, you may register for PACER online at
http://pacer.psc.uscourts.gov/register.html. A link to PACER's site is provided on the Court’s
website.



http://pacer.psc.uscourts.gov/register.html
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Chapter 2
Working with PDF Files

Purpose This chapter provides information on the PDF file format, including how to view
them and convert Microsoft Word and WordPerfect files to this format.

Chapter Topics The following topics are covered in this chapter:
e Setting Up Adobe Acrobat, page 2 —2
® Portable Document Format (PDF), page 2 —2
* How to View PDF Files, page 2 -2
* How to Convert Documents to the PDF Format, page 2 — 4
e CMY/ECF Limitation on PDF Document Size, page 2 — 6
¢ Common Mistakes When Filing PDF Documents, page 2 - 6
* Email Notification of Filed PDF Documents, page 2 —7

o Certificate of Service, page 2 -7
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Setting Up Adobe Acrobat

Users must set up Adobe’s Acrobat Reader® or Adobe Acrobat Professional in order to view
documents that have been electronically filed on the system. All pleadings must be filed in
PDF format. When installing these products, please review and follow Adobe’s directions to
use the product effectively.

Portable Document Format (PDF)

Only PDF documents may be filed with the Court using the CM/ECF system. Before sending
the file to the Court, users should preview the PDF formatted document to ensure that it
displays in its entirety and in the proper format. The PDF document should not include any
embedded files like scripts, files, and executables. Filings with these embedded attachments
will be rejected by CM/ECEF. For information on PDF size limitations in CM/ECF, see page 2 —
6.

How to View PDF Files

All PDF files can be viewed in Adobe Acrobat Reader or Adobe Acrobat Professional. There
are two access methods upon which you can view the files.

Directly Selecting PDF Files

The fastest method for viewing a PDF file is to select the file in Explorer. When the Adobe
Acrobat software was installed, a file association to the PDF file format should have
automatically been set. This association allows you to double-click the PDF file to open it

directly in Acrobat.
If the file association does not work: Open with Acrobat 9
Print
1. nght'Cth any PDF flle 5 Combine supported files in Acrobat...
Scan For Yiruses. .
2. Select Open With > Choose Program. N hetiare Copy..

Open With d - adobe Acrobat 9.1

Send To » & Internet Explarer
i FrameMaker 8.0 Application

Cut
Copy Choose Pragram. ..

Create Shorbcut
Delete
Rename

Properties
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The Open With dialog displays.

~9 Choose the program you want to use to open this file:
)'e |

File:  Attorneys_User_Guide.pdf

Programs

I Recommended Programs: ~
P ok Acrobat 9.1
\ia FrameMaker 8.0 Application
& Internet Explarer

I Other Programs:
A~ acrobat Distiller
b Adobe Dreamweaver £54
Fw pdobe Fireworks C54
Le Adobe LiveCycle Designer ES
m Adobe RoboHelp 7

Ji) I6M Lotus Motes/Daming
v
[ (Y Ty |

Always use the selected program to open this kind of file

If the program you wank is not in the lisk or on your computer, you can look
For the appropriate program on the Web,

[ [a]4 H Cancel ]

3. Select the Adobe Acrobat program.

4. Check the box Always use the selected program to open this kind of file.

5. Click OK.

The file association is now set for all future selections.

Selecting PDF Files within Adobe Acrobat

To select the PDF within Adobe Acrobat;

1.

2.

3.

4.

Select File > Open.

The Windows Open dialog displays.

Click Open.

The PDF file now displays in Adobe Acrobat.

Navigate to and select the desired PDF file.

Open Adobe Acrobat Reader or Adobe Acrobat Professional.
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Viewing Options
Once the PDF displays, there are several viewing options available depending on your
version of Adobe Acrobat Reader or Adobe Acrobat Professional. To learn more about the
viewing options available to you:
e Select the View menu and review the items it contains.

¢ Hover your cursor over the toolbar for a description of each toolbar icon.

¢ Select Help > Adobe Acrobat and review the online help topic Workspace > Viewing
PDF pages.

How to Convert Documents to the PDF Format

You must convert your documents to PDF format before submitting them to the Court’s CM/
ECF system. Both Microsoft Word and WordPerfect create text searchable PDF files as
follows:

1. Open the document in Word or WordPerfect.

2. Click the Print icon or select File > Print from the menu.
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How to Convert Documents to the PDF Format

The Print to dialog displays.

Print to Adobe PDF

Main |La_|,|out Advanced

[ estination

|
.
Type: Adobe POF Corveerter -
Statuz:  Default printer; Ready
“Whers: My Documentsh” pdf
Comment; [ Pritat to file
Print R ange Copies
& Full document Number of copies: |1 ==

() Curent page
() Pages: | |

[ Print in reverse onder

Settings: |Cunent [Current settings not saved) V| [ Edit Settings... ]
I Print l ’ Cloze ] [ Help ]

8.

9.

For the printer name in Word or the destination name in WordPerfect, select Adobe
PDF.

Click Close to close the dialog.
The document automatically adjusts to the Adobe PDF print driver settings.

Scroll through the document, to verify or change the formatting and location of
section headings.

Click the Print icon.

The Print to dialog displays again.

Click OK in Word or Print in WordPerfect.

The Save PDF File As dialog displays.

Navigate to the folder where the PDF file should be saved.

Enter a file name and click Save.

A text searchable PDF file is created.
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CM/ECF Limitation on PDF Document Size

The current size limitation that CM/ECF allows for electronically filed documents, including
exhibits or attachments, is 5 megabytes. While this limit will not likely affect electronically
created documents, in the case of imaged documents, it would be the equivalent of
approximately 75 pages.

It is the responsibility of the filing user to ensure that PDF files meet the file size restrictions.
Larger electronic documents must be divided into smaller PDF files. For example, an eight
megabyte PDF file could be divided into one 5 megabyte and one 3 megabyte file.

Common Mistakes When Filing PDF Documents

Some common mistakes made when filing PDF documents include:
¢ Selecting the wrong PDF file to attach to a docket entry.

¢ Selecting the wrong document type (i.e., the original document rather than the
converted file with the .pdf extension).

* Selecting the wrong docketing event from the CM/ECF menus.

¢ Entering the wrong case number and not discovering the error before completing the
transaction.

The CM/ECF system does not permit you, or the clerk’s office, to substitute or remove a
misfiled PDF document after it has been submitted and electronically delivered to the court.
Only the presiding judge may order the unfiling of a document once it has been filed. So, be
careful to avoid these common mistakes.

If a mistake has been made, contact the CM/ECF Help Desk (see page 1 - 2). When calling,
you must provide the case number and document number(s) for the docket entry or entries
requiring correction.
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Email Notification of Filed PDF Documents

After electronically filing a PDF document, the CM/ECF system sends a Notice of Electronic
filing (NEF) to the designated attorneys and parties who have supplied their email addresses
to the Court. The NEF also displays the names and addresses of the individuals who will not
be electronically notified of the filing.

It is the filer's responsibility to serve hard copies of the document and the NEF to
attorneys and parties who are not set up for electronic notification.

Individuals who receive the NEF are permitted one “free look” at the document by clicking
on the associated hyperlinked document number embedded in the NEF. The filer is
permitted one free look at the document to verify that it was properly docketed. Pursuant to
guidelines set by the Administrative Office of the U. S. Courts, the free look is available only
once within the 15 day grace period from the date of filing.

Subsequent retrieval of the case docket sheet and document from CM/ECF must be made
through your PACER account and is subject to regular PACER fees.

Certificate of Service

A certificate of service must be included with all filed PDF documents reflecting that service
on known filing users will be accomplished through the NEF and indicating the manner of
service on any party who is not a filing user. Refer to Local Rules BK LR 5005-1.
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Chapter 3
Getting Started in CM/ECF

Purpose This chapter describes some basic CM/ECF information, including how to log in,
the menu items, what buttons are available for manipulating web pages, and
finally how to verify the correct case number and your CM/ECF transactions.

Chapter Topics The following topics are covered in this chapter:
e Accessing the CM/ECF System, page 3 — 2
® The CM/ECF Menu Bar, page 3 -7
* Manipulating Web Pages, page 3 — 8
o Verifying Case Number while Docketing, page 3 — 8

* Reviewing Your CM/ECF Transactions, page 3 —9
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Accessing the CM/ECF System

Accessing CM/ECF not only involves logging into CM/ECEF, but for some of its features,
requires users to also log into PACER.

Logging Into CM/ECF

Users can log into the CM/ECF system via the Internet as follows:
1. Enter the following URL address into your browser:

http://www.txs.uscourts.qov/

2. Under Quick Links, click the Bankruptcy Electronic Case Filings (ECF) link.
The Attorney Admissions web page displays.

3. Click the Live Bankruptcy CM/ECF link.
The Live CM/ECF system displays.

4. Click the Southern District of Texas - Document Filing System link.
The ECF Login page displays.

CM/ECF Filer or PACER Login

MNotice

This i a Restricted Web Site for Official Court Busmess oaly. Unautherized entry s probdbited and subject 1o prosecution under Title 18 of
the U 5. Code A acthities and access attempts are logged

Instructions for viewing filed documents and case information:
If vou do not need filng capabilities, enter your PACER login and password. i you do pot have a PACER login, you may register online at

Bl i o el NSNS 0%

Instructions for filing:
Enter your CAMECF filer logm and password if you are electromically fing somettong with the court
Authentication IMPORTANT NOTICE OF REDACTION RESPONSIBILITY: AR filers must redact:
Lagin L pial Scc'm"l:.r uﬂq}a’y:r—ideﬂ:iﬁcm mzmbers; dates uﬂ:’ﬁh; name=s of minor chddren: and
Enancial account menbers, n compliance with Fed B Bamboy. P %037, This requirement apphes
Paagword R all inchading sltacd
Clhent
code [ Tunderstand that, i T file. T amust comply with the redaction rules. [ have read this notics.
I Laogin [Clear
Motice

An access fiee of 50 08 per page or §2 40 per docoment with an audic atachement, as approved by the Judicial Conference of the United
States, will be assessed for access o this service. For more information abowut CAMECF. click bere or contact the PACER Service Center at
(800 6766856

CMECF has been rested and works corvectly with Firgfox 3.5, Internat Explorer T and 8.


http://www.txs.uscourts.gov/
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5. Either:
* Enter your CM/ECF login and password if you plan on filing documents.
OR

¢ Enter your PACER login and password if you plan on viewing and querying
information.

Login names and passwords are case sensitive.

6. Read the notice boxed in red.
7. Mark the check box within the red boxed-in notice.
8. Click Login to have the login and password validated.

If a valid login and password combination was entered, then the system displays its
main web page (below assumes the CM/ECF information was entered).

EECF Bankruptey - fdversary - Query Reports - Utilities - Search Lagout

LS. Bankruptey Court
Southern District of Texas
Official Court Electronic Document Filing System

Fanel Trustees and attorneys appomted under the Crimenad Furtce Act who have court-asthenred fee-emempt BACER accounts are remanded that the fee son
peposes Awy transfes of data obtamed as a result of a fee e xemption 15 prolubsted mless expresshy anthorzed by the comt. Therefore, fee pree
from the use of software that shares or tramsfers elactronic court records to third parhes

FPrivacy MNotice

Flectron ally filed docvinents are accesdable to e |v||||hr ai the literived sinle it fled inded teal ai im restmcted acceis caces. Under FedBH
Drecenbes 1, 2007, paries Glng docmment s maet refrain fioim o hodmg o vedacot pergenal data idennfiers, mchading focial secimy nambers
dates of barth, and financial secomt wsnbers. Comtact ous Help Desk 8663286101 of vou st mneure how best to comply with this vile to prates
s oamation ey vour chiets

E-Mal ECF Help Desk Banleruptey Cowrt: banloruptey ecf helpdesk s uacourts gov

You can choose any menu item from the blue menu bar along the top of the web
page.
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The date and time of your last CM/ECF log in appears at the bottom of the web
page. You should review this each time you log in. If you suspect your last login
date and time are incorrect, or that an unauthorized party is using your login
and password, contact the court’s Help Desk immediately (page 1 — 2).

If an invalid login and password combination was entered, then the system responds
with the following error message:

Youwr ECF or PACFR logm attempt faaled. Father vour logm name or password 15 meorect.

| Back |

9. If this occurs, click Back.
The ECF Login page displays again.

10. Return to step 5 and re-enter the login and password.

Logging Into PACER

During your CM/ECF session, if you deviate from either electronically filing a document or
maintaining your user account by selecting the Query or Report menus, the system prompts
you for your PACER login information.

1. Select Query from CM/ECF’s web page.

1 : 5 NarEae v g = g =
1_'ECF Bankruptcy Adversary Reports Utinbes Search

L5, Bankruptey Court
Southern District of Texas
Official Court Electronic Document Filing System

Faned Trustess e aftemeys appombed weder the Crminal Testics Act who hawe count-autheriped fes-exempt FACER accomts ane peminded that the fee ex
preposes Any mansler of dats obtained a2 o reandt of a fee exemprion s prehibited nleas expressly sutherized by the come, Therefore, foe-exe
Erodn the use of software that dares or waeefrs electreaic court records 1o dord pames
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The PACER Login page displays.
IPACER Login

Notice
[[his is a Restricted Web Site for Official Court Business only. Unauthorized entry is prohibited and subject to prosecution under Title 18 of the U.S.
[Code. All activities and access attempts are logged.

|nstructions
Enter vour PACER login and password. If vou do not have a PACER login, you may register online at http:/‘pacer psc.uscourts gov. If you have a
[CMUECE filer login and password, and would like to automatically log in to PACER. each time vou log in as a filer, check the box below.

] Make this my default PACER login
fter checking this box, you will only need to use your CMUVECF login and password, either for electronic filing or for viewing documents via PACER.

Authentication
Login: |
Password:

Client code:

Notice
An access fee of $0.08 per page or $2.40 per document with an audio attachment, as approved by the Judicial Conference of the United States, will
he assessed for access to this service. For more information about CM/ECF, click here or contact the PACER Service Center at (800) 676-6856.

WARNING: At the bottom of the PACER Login page is a Notice detailing the
* charges for using PACER.

2. Enter your PACER login and password.
3. (optional) Enter a client code.

The Client code field is an optional field which allows PACER functions to be
tracked. It can contain up to 32 characters. If a code is entered, then it is listed on the
billing statement generated by the PACER Service Center; otherwise, it is not on the
statement. Because this code is optional, it must be enforced within a user’s office.

4. (optional) Select Make this my default PACER login check box.
Choosing this check box links your PACER information to your CM/ECF login and

password. This means you will not be required to enter you PACER information
again while working in CM/ECF.

For information on breaking the link between the CM/ECF and PACER login
information, see the PACER User Guide.

5. Click Login to have PACER validate the login and password.
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If a valid login and password combination was entered, then CM/ECF continues to
the next web page in the process.

If an invalid combination was entered, then the system responds with the following
error message:

Invalid Your ECF or PACER login attempt failed. Either your login name or password is incorrect.

Back

6. If this occurs, click Back.
The PACER Login page displays again.

7. Return to step 2 and re-enter the login and password.
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The CM/ECF Menu Bar

CM/ECF provides the following menu items/features in the blue menu bar located at the top
of every web page.

E CF Bankruptcy ~  Adversary ~ Query Reports ~  Utilities ~ Search Logout

Menu Description

Bankruptcy | Files electronically all bankruptcy case motions and other court documents.

Adversary Files electronically all adversary case motions and other court documents.

Query Performs queries in CM/ECF by specific case number, party name, social security
number, or Tax ID type to retrieve documents that are relevant to the case.

You must log into PACER before you can query CM/ECF.

Reports Retrieves docket sheets and cases-filed reports, claims register, calendar events,
etc.

You must log into PACER before retrieving these reports.

Utilities Displays your personal CM/ECF transaction log and allows you to maintain your
CM/ECF account information.

Search Searches through the CM/ECF menus and events for the specific text you enter.

Logout Exits CM/ECF and prevents further filing with your password until the next time you
log in.
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Manipulating Web Pages

The following buttons can be used to manipulate the CM/ECF web pages:

Buttons Description
R Moves the user back one web page. Internet Explorer’s back button is blue, while the
Q Mozilla® Firefox® back button is slightly larger and green. Both are located in the

browser’s upper-left corner. In both cases, you should use them to go back and correct
iHi an entry made on a previous web page.

If you discover an error after the document is transmitted, contact the
Help desk.

Clears all characters that have been entered and selections that have been made on
the web page (i.e., it restores the web page back to its starting pointing).

Accepts all input and selections made, and then displays the next

s CM/ECF web page, if any.

Verifying Case Number while Docketing

As you electronically file, each window displays a case number in the upper left-hand corner.
This ensures that you are docketing to the correct case.

File a Motion:

Case number 8-302356 Debtor One and Joint Debtor One

Type: bk Chapter: 13 v Office: 4 (Houston)
Assets: vy Judge: mi
Case Flag: DEF22c, DEFb7, DEFmaillist, DEFsch, CredCoun

Select the pdf document (for example: C:\199cv301-21 pdf).
Filename

|
Attachments to Doc t: @ No O Yes

If you are uncertain this is the correct case, right-click on the case number link and select
Open in New Window to run a docket sheet for that case. You will be prompted to enter
your PACER login and password (see page 3 — 4) before viewing the docket sheet. Once you
have verified that this is the correct case, close the new window and return to the previous
window.
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Reviewing Your CM/ECF Transactions

If you need to check what you have done in CM/ECE, select the Utilities menu and then the
View Your Transaction Log link (see page 7 — 4). This feature allows you to review all the
transactions CM/ECF has processed with your login and password.

Besides just reviewing your transactions, you can use the transaction log to confirm if
someone is using your login and password without your permission. If you suspect someone
is using your information, immediately contact the clerk’s office. The clerk’s office will assist
you in changing your password. If you believe that a document has been improperly filed
with the court under your signature (i.e., your login and password is your electronic
signature), you need to take whatever action you deem appropriate.
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Chapter 4
Filing Documents Electronically

Purpose This chapter provides detailed instructions on opening a bankruptcy case and
how to file motions in both bankruptcy and adversary cases.

Filing users should be thoroughly familiar with the document “The Filing, Signing,
and Verifying of Documents by Electronic Means in Texas Bankruptcy Courts” before
filing electronically. You can find this document in the following location:

http://www.tx.uscourts.gov/attorneys/cmecf/bankruptcy/adminproc.pdf

Chapter Topics The following topics are covered in this chapter:
* Opening a Bankruptcy Case, page 4 —2

e Filing a Motion in a Bankruptcy Case, page 4 — 11



http://www.txs.uscourts.gov/attorneys/cmecf/district/admcvcrproc.pdf
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Opening a Bankruptcy Case

This procedure describes the process for opening a voluntary bankruptcy case in CM/ECF.

The screen images presented in this section are for informational purposes
only. Your screen may differ from what you see in this document.

1. Log into CM/ECF (see page 3 - 2).

The CM/ECF main web page displays.

Bankruptey - Adversary - Reports - utilities - Search Logout

.S, Bankruptey Court
Southern District of Texas
Official Court Electronic Document Filing System

This message is contained in the fle OperationNotice.bim,
You may use this file to alert users 1o current CMUECF operational issues.

ite ix lopped. Doc

ill be farwars
Welcome to the U.S. Bankruptey Court for the Southern District of Texas - TRAIN Elzctronic Document Filing System. Thés service is for attomeys and fims participating in the electrosc filing systam

Information about viewing PDF filas

Last loge 10-21-2011 09:52

145aptember 2011
2. Select Bankruptcy from the menu bar.

The Bankruptcy Events page displays.

= c - : = . =
UE F Bankruptcy Adversaryg Reports Utilities

Bankruptey Events

Ansvrer Blesponse
Appe=al

Claim Actions
Creditor Mamtenance
Fiz Claams
Mfiscellaneons
Motions Apphcations

1 Vohmiary BE Case
Open Iovohmiary Case
Flan

Judge Trustes A ssienment

3. Click the Open Voluntary BK Case link.
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The Open Voluntary Bankruptcy Case page displays.

EECF Bankruptcy - Adversary - Query Reports - Litiltias - Search Logout
[Open Veluntary Bankruptey Case

Office | Howston

Case tvpe bl
Date filed 10/21/2011
Chapter
bilf be filing

11 R _
1114 I3 '|_r’.|J|"|_'|_:I|'||'I'||.'I|'
12 plex Chaprer 11,
13 wlect chap

15 |I'|'-'I‘I--'|'l|"|'| ¥ CRaRCeEr.
Jaint Petition o

Defoenties n

4. Select the Chapter number from the drop-down menu.

5. Make the appropriate entries for the Joint Petition and Deficiencies fields.

6. Click Next.

The Search for a debtor subscreen displays.

EECF Bapkrupicy = Adversary = Query Reports = Utilities = Search L
Open Voluntary Bankruptcy Case

Search for a debtor
SENVITIN Tax D/ EIN

Last'Busmess name
First Nams
Middle Name

Search | | Clear
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7. Enter the SSN/ITIN or Tax ID/EIN information and the last or business name and
click Search.

If multiple entries are found, a list of names displays. Select the correct name and
click Select name from list. If the name you are looking for is not listed, then click
Create new party.

EECF Bapnkruptcy ~ Adversary = Reports ~ Lilities ~
;Sear\ch for a debior
| SN/ ITIN Tax [0/ EIN

| Last/Business mame |
| First Name
[ !
| Middle Name
Soarch | [Cloar
!
|Party search resulis
[Smeh_Beb, 1607 Gak Landing Drve. Corpas Ghiist, TX
|| Smith, Bubha
|| Smith, Bubbia Wayme, 345 Rural Road, Hatefield, TH
[ Smith, Bubba YWayne, 345 Rural Road, Hatsfield, TH
f::il"l':ll Cabin J, 123 Stresd, Housion, Tx
Saluct nama fom st | [ Croste new party |

If no party is found (no names display in the Party search results area), click Create
new party.

EECF Bankruptcy - Adversary - Reports - Utilities ~ Search

[Search for a debior

| 55N ITIN Tax ID/ EIN
| Last/Business mame

[ First Name

i Aliddle Name

:_' Search | [Clear |

|Party search results

[Mo person found.

Craate new party |
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Regardless if you click Create new party or Select name from list, the following
screen displays (with fields populated for names that were found).

EE c F Bankrupicy = ‘ﬂ'l'ff‘ir’ s Reports = Lnilsties = Search
Dehtor Information
Lasi mame Rken First name
Jl.;ﬂ:: Gienerabon Trtle
" . Tax II
% ek b R T,
58N ITIN b IR IT] FI% 11111
Oifice Address |
Addresa 2 Address 3
Ciry Staie Lip
County Country
Phone Fax
E mail
Pariy texi

Adid all ghmses and conporats parents of ofiksies

Alias o ale [ t | alfial Haranw
i | sl Hel - I e before chckmp the Subend bation

8. Update or complete the field entries and then click Submit.

The following message displays:

SECF _ swowuver - :
o F Bankruptcy Adversary

Open Voluntary Bankruptcy Case

Divisional Office Houston is chosen

[rext| |Clear |

9. C(lick OK to confirm the Divisional Office.
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A subscreen of the Open Voluntary Bankruptcy Case displays requesting additional
information.

EECF Bankruptcy - Adversany - Repaorts ~ Utilities - Search

Open Voluntary Bankruptcy Case

Small business [§ Tvpe of debior
[0 A plan is being filed with this petition. gf:‘pﬁ:ion (inchudes LLC & LLE
[l Acceptances of the plan were solicited prepetition ) Parmership
Prior filing within last 8 vears no 3 Other

$ Nature of business
Fee status  Paid

' Health Care Business
Nature of debt ' Single Asset Real Estate
Asset notice | Yes .'_‘. e
O Stockbroker
Estimated number of creditors O Commaodity Broker
Estimated assets '.t e -
& Other
Estimated liabilities [J Tax-Exempt Entity

[Mext] [Clear]

The Fee status, Nature of debt, Estimated number of creditors, Estimated
assets, and Estimated liabilities are required entries.

10. Enter the necessary information, then click Next.
The following notice displays:

EECF BZEHFUPTE? b4 .QI]VEFE..!F! b QL!EF'! REPBI’TE * HTIIITIEE b QEEFEH
©@pen Voluntary Bankruptcy Case

After the case is opened, go to Bankroptey, Judge/Trustee Assignment to assign the judge and, if applicable, the trustee to this case
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11. Click Next.
The Summary of Schedules subscreen displays.

EECF Bankruptey - Adversary - Reporis - Utilities = Search Logout

Open Voluntary Bankruptcy Case

NEW STATISTICAL REFORTING REQUIREMENTS: YOU ARE NOW REQUIRED TO INFUT TOTALS FROM SCHEDULES A.B,D.EF,1J, C
TOTAL NONDISCHARGEABLE DEBT. THIS INFORMATION CAN BE FOUND ON OFFICIAL FORM BS SUMMARY OF SCHEDULES.

SUMMARY OF SCHEDULES

Peport the totals from Schedules A, B, DVE, F, I, ], Form 21, and Nondischargeable Debt in the boxes provided

NAME OF SCHEDULEFORNM ASSETS LIABILITIES OTHER
A - Real Property
B - Persomal Property
D - Creditors Holdng Secured Claims
E - Creditors Holding Unsecured Priority Claims
F - Creditors Holding Unsecured Noagricrity Claims
Average Income (from Schedde [, Line 16)
Average Expenses (from Schedal J, Line 15)

Curent Monthly Income
(from Form 12A Line 12; OR, Fosm 22B Line 11; OR, Form 22C Line I0)

TOTAL Type of Liability from
Form 6, Statistical Sumenary
(Generally Mondschargeable Debt -- 28 USC 159

Total Dischargeable Debt (Computed)
Nate: Mot computed when any vale above for DU E, F, or
nondischargeable d=bt i= not known

et | | Clear |

12. Fill in the required fields and then click Next.
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Another subscreen of the Open Voluntary Bankruptcy Case displays.

EECF Bankruptcy - Adversary = Query Reports = Litilitias ~ Search Logout

Open Voluntary Bankruptcy Case

Schedules
Schedle C: Total vahe of claimed exemgptions

Schedule [ line 1- Monthly gross wages, salary, and commission Debtor Spouse
Schedide [ Ene 3: Subtotal of payrol dedoctions Diebeca Spoause
Sechedule T Ene 20c: Moathly net inconse
Form BI1A

Line 1A: Veteran's declaration

Line 1B: Declaration of non-consmmer debis O

Lime 2: Marital filmg status

Line 11: Subtotal of cmrent moathly mcome Deebeca Spouse
iB: Deb

= household size

L

Line 47: Total of all deductions allowed

Line 50: Monthly disposable income

Line 51: G0-month disposable meome

Line 52: Initiad presmption determination

Line 33: Total non-prionty unsecured debt

Lime 54: Threshold debt payment ameunt

Line 55: Secondary presusnption determanation e

Mext| [Clear |

13. Enter the required information and then click Next.

Another Open Voluntary Bankruptcy Case subscreen displays. This screen gives
you the opportunity to attach files to the case.

EE F Bapkrupticy = Adversary - Reports - Utilities = Search Logout

iOpen Veoluntary Bankruptcy Case
1
|

i.’;rtarhmufs to Document: & Mo O Yes

Filemame

[_Browse._|

]
| Flext Chear

Attachments are only supported if they are in PDF file format and under a
certain size. Review “Portable Document Format (PDF)” on page 2 — 2 and “CM/
ECF Limitation on PDF Document Size” on page 2 — 6 for an overview of PDF
files and the size limitations.

14. Click the Browse button to locate the appropriate filename and then click Next.
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15. Select the appropriate file and click Next.

A Open Voluntary Bankruptcy Case subscreen opens.

EECF Bankruptey - Adversary = Reports = Utilities =
Open Voluntary Bankruptcy Case

16. Select whether a presumption arises, then click Next.

The fee amount displays.

EE c F Bapkruptey = Adversary
Open Voluntary Bankruptcy Case

[Fee: 5306
; ..HRII :.l.':ln.a'- |
17. Click Next.

The following window displays requesting individuals to read a notice.

Wrtilitles = Search

1 Bankruptcy - Adversary - Reports -
E (o pte) ¥ .
Open Voluntary Bankruptcy Case

NOTICE TO INDIVIDUAL CONSUMER DERTOR

| Mo Claar

18. To read the notice, click on the link, otherwise click Next.

19. Click Next on the following screen as well.

The following confirmation displays.

ZECF BCmrm : :
UE CF Bankruptey AdVersany utilities Search

Open Voluntary Bankruptcy Case

Doecket Text: Final Text
Chapter 7 Voluntary Petition. Fee Amount $306. Filed by Fred Marshall (Arney, Mary )

Attention!! Submitting this screen commits this tramsaction. You will have no further opportunity to modify this submission if youn com

Maxt] [Chear]

20. Click Next.
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A summary of the case is displayed. Note that a pop-up window displays showing a
Summary of current charges. You can close the window or select Pay Now or
Continue Filing,.

Failure to pay outstanding fees may result in being temporarily locked out of the
system and prohibited from electronic filing.

EECF Bankruptcy - Adversary = Reports ~ Uhilties -
Open Voluntary Bankruptcy Case

U.S. Bankruptcy Court

Sommary of corremt charges

Motice of Bandouptcy Case Filng Date Incumsd Description Amount
201103-23 10-12-21 Hotca of Removal(11-03028) [cmp mcrmed] | 250000) § 25000
(The following wansaction Was 76081 5019.03-31 113329 Mabce of Appeall11-50029) [appealntcapl] | 255.00) § 25500
Name: !
Cage Name: Buck BOUA | 011 03,31 11.60.00 | Hotice of Appesl{10-50000) [appesl,nteapl] [ 255.00) § 35,00
Case Mumhber: 11-30055 0110331 124391 Hotics of A /11-50029) .ntcanll [ 255.00) § 255 0
Drocument Number: | i obica of Appseal11- } [app=al nteapd] | i LL (W)
2011403-31 16:34.4T7 Molce of Appeal|11-50029) [appeal nbcapl) | 256.00) 5 355.00
Docket Texi: 201109-20 162146  Voluntary Petition {Chapter T)(11-30043) [misc wolpTa] [ 299.00) § 29900
(Chaper 7 Vohntary Petiion. Fee & 5014.09-27 149612 | Voluntary Petition {Chapter 11)(11-30044) [misc volp?1a] (1035 00) §1039.00
The fallowing docament(s) are assc 20111101 1IEI 20:17  Voluntary Pettion {Chapber T){11 T'GZII:IES_l [misc walpTa] [ 306.00) ‘5 !I:.lﬁ IIIEI
20191102 1350:18  Woluntary Petition (Chapter T)i11-20056) [misc wolpTa] [ 306.00) 5 30500
Docoment description:vain Doc Total: $3220.00

(Origimal filemame:C: Documents -
Electronic document Stamp:

[STAMP blkecfStamp _[D=096T787
[9934b528ceBc5d0eb 2 3aT 065
RdlcftdEs SelfaEcalal ds ] ase

11-30056 Motice will be electron

[ PayHow | [ Continue Filing

11-300%6 Motice will mot be elec
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Filing a Motion in a Bankruptcy Case

This procedure describes the process for filing a motion in a bankruptcy case. The process is
similar for filing other bankruptcy case pleadings in CM/ECF.

The screen images presented in this section are for informational purposes
only. Your screen may differ from what you see in this document.

To file a motion in a case:
1. Loginto CM/ECF (see page 3 - 2).

The CM/ECF main web page displays.

= TR P : g o
UEC F Bankrupicy Adversary Reporis Utilities Search

U.S. Bankruptcy Court
Southern District of Texas
Official Court Electronic Document Filing System

This message is contained in the file OperationNotice. htm,
You may wse this file to alert wsers to corrent CMVECF operational jssues.

ool Federal Rule of

hir sysiem an

iz site is logped. [ )
prapriare law enfarce

edl oF crivinal aerviny will be fareard

Welcome 1o the U S, Bankruptcy Cout for the Southern Déstrict of Texas - TRAIN Electronic Document Fling System. Thes service is for aftorneys and firms participating in the electromic filing system

Information about viewing PDF files

Last logi: 10-21-2011 09:22

145=ptembar 2011

2. Select Bankruptcy from the menu bar.
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The Bankruptcy Events page displays.

E CF Bankruptcy - Adversary « Utilities ~

Bankruptey Events

Answer Besponse
Appeal

Credior Mamtenance
File Clasms
Mliseellaneons

Mlobions Apphcatons
Notices

Oy
Open
Flan

Juddge Trustes Assignment

hmiary BE Case
tuntary Case

3. Click the Motions/Applications link.

The following File a Motion page displays.

Bapkruptcy *  Adversary * Query Reports =~  LUtilities ~  §earch  Logout

File a Motion

Case Mumbear

Clear

4. Enter the number of the case number for which you are filing a motion.

As you enter a case number, the File a Motion page changes to the following;:

EECF Bankruptcy = Adversary - Query Reports = Litilities = Search Logout 7

|File a Motion

Case Mumbar
11-10000 | Find This Caga

|[Mext [ | Claar

5. Click Find This Case.
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¢ If the case number is found, the File a Motion page changes to the following
and the Next button becomes available:

3 : z . = s =
L.IE C F Bankruptcy Adversary Reports Utilities

Search Logout
File a Motion

Case Humbar

1:11-bk-10004]

(o] [Gieat]

¢ If the case number is not found, the File a Motion page changes to the
following. You can click the Clear button to remove your entry and start over
or correct the entry that is already there.

EECF Bankruptcy - Adversary = Query Reports ~ Utilities ~ Search Logout

Fille a Motion

Case Hurnilser

|-\F

11-4000 Camnot find case 11-4000

Claar

¢ If CM/ECF finds multiple matches, the File a Motion page shows the
following. After selecting which case you want, the Next button becomes
available.

EE F Bankruptcy — Adversary - Reports - Utilities ~-

Search Lasgoaurt
File a Motion

Case Mumbar
1.11-bk-10003 [ Hide Case List |
& 1:1 1-bde- 10005 Christopher Pad Me™uet and Jedot Delbbor
41 1-bk- 10003 Irving Mam Brok and Brooke Brok

[Mewt] [Clear]

6. Click Next.
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The File a Motion page changes to select the motion type.

SECF

Bankruptcy - Adversary - Query

Search Logout

Reports - Utilities -

File a Motion
11- 100003 Christopber Paul McNutt and Joint Diebéor

Type: bk Chegpier: 11 v
Assets ¥ Judge: rss

Sanrt typing to find an event

Cifice: 1 (Brownsvlle)
Case Flag PinDue, DsclsDue,
FeeDueNST

Selected Evemts (click to remove events)

|.J|.1':il.alzlle IErells ':d':"f o 'S_:.'|l.'l:l: cvents)
ahate

Aleetain

| |Ab=tention Linder Saction 303
Access to Tax Documents
Accounbing

Adaquate Protaction
Adminisirative Expenses

Allow Claims

Allow Paryment Amearages
Amend

Amand Plan for Recent Claims
Appear by Telephone

Appear pro hac Wca

Appaoint Creditors’ Committes
Appoinl Examingr

Appoint Trustes

Appoiniment of Consumer Privacy Ombudsman
| | Eurararesd
i Claar
1

7. FEither:

* Begin entering the event name in the text box to have CM/ECF automatically trim
the list of available events.

ZECF

Bankruptey - Adversary ~

Reports - Utilities -

search Logout
|File a Motion

100003 Christopher Pmal MeXust and Joant Debtor

| vpe ble Chapter- 11 v Crfice 1 (Browasalle)

| Aspets: y Judge: rs= Case Flag: Plnlhee, DsclDue
FeeDueIN5T
?:E"“l Click your selection, or use amrows to highlight it and press Enter

| Available Events (click to select =vents)
5_ =5ume Laase or Exsculony Conbract

Solenpt

ontinuation of Ltikty Senice
~anlinus Heanng

epact Leasa or Executory Conftract

[Ciear |

OR

¢ Use the scroll bar to locate the event you need.

Selected Events (chck to remove svents)

8. Select the appropriate event from the Available Events listing.
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The selected event determines which web pages CM/ECF displays.

The selected event is placed in the Selected Events text box. For this example,
Continue Hearing is selected.

EE F Bapkruptcy = Adversary = N Reports - Uilibes -

Search Logout

File a Motion

11 -10003 Clmtopher Pand MeMNutt and Jeoamit Debitor

Typ= bk Chapter- 11 v+ Ofice: 1 (Brownsvlle)

Assets: ¥ Judge: rss Case Flag: Pinlhae, DeclsDue
FeeDusINST

Start typing to fimd ancther event. Hold down Ol to add sdditional tems

Available Events iclick to selact svents) Selected Events (click to remowe events )
|| Compensation [Coninue Hearing
Compromise Conbioversy

onachdate
~onmbsmpk

irualion of LRilkky Senics

1117
Comen Cags 1210 13
Comeart Case 121007

O mer 13 15 11
Conmven 13107

Comvert e Tto 11

omver g2 o 12

Comvert Case 1o 17

Damages for Credeor Misconduwct
DCieclining Dismissal of Cage
Deconsabdale Case fssociation
Digler Faa

Malaw Nischarna

[ ey B re—
_||ln:¢lJ | Clear |

To delete a selected event, click the event in the Selected Events text box.

9. Click Next.

The File a Motion page changes to designate the party or parties filing the
document.

= c Tupicy = - - -
UE F Bankruptcy Adversary Reports Utilities
|File a Motion:

[11-30044 Sally Debal
| Type: bk Chapter- 11 v Office: 4 (Houston)
| Assets: y Judge: mi Case Flag: Palhse, DsclaDiue

| O Toint filing with other attome{s)
1

! _anl-; i-l:ll'."ﬂ:-_!

10. Click Next.
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The File a Motion screen displays with the option to Select the Party or to Add/
Create New Party.

EECF Bankruptey ~ Adversary ~ Reports -~ Utilities ~ search

File a Motion:

:'l 1-30044 Sally Deball
Type bk Chapter- 11 v Office: 4 (Houston)
| Assets: ¥ Judge: mi Case Flag: PinDhue, DsclsDue

Select the Party:

[Debalt_Saly [Dabtor] | AddCreate New Party
U5 Trustee, [UL5. Trustas)]

|[Mext] [Clear]

11. In the Select the Party area, highlight the party and then click Next.

The File a Motion page changes to select the PDF document and attachment(s).

Attachments are only supported if they are in PDF file format and under a
certain size. Review “Portable Document Format (PDF)” on page 2 — 2 and “CM/

ECF Limitation on PDF Document Size” on page 2 — 6 for an overview of PDF
files and the size limitations.

E CF Bankruptcy - Adversary - Reports - Wilihes - Search
|File a Motion:

{11-30044 Sally Deball

| Type: bk Chapter- 11 v Oifice 4 (Houston)
| Assets: y Judge: mu Case Flag: PinDhe, DsclsDue
Filemame

| Browse

Attachments to Document: = No O Yes

{[Mest| [Ciear]
It is imperative that you attach an electronic laszaga from webpags X
copy of the actual pleading when prompted by
the system. Failure to do so causes g Pz sellzet & wEm dvmumst,
CM/ECF to display the error message shown to
the right.

12. For the Main Document, click Browse.
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The Windows Choose File dialog displays.

Choose File to Upload

Look in: |_}case files j Q ¥ e m-
T 4-08-cv-00143_11.pdf

T 4-09-cv-00206_7 pdf

MyRecent 0 4-11-cr-00035-1_12 pdf

&

Documents e+ ng. cy-00206_7_attachment. pdf
i r T 7-10-cr-03001-1_4_judge2s.pdf
Desktop

My Documents

3

My Computer
.
My Metwark, File name: | j Open
Flaces
Files of type: — [All Files ) =l Cancel

13. Navigate to and select the PDF file to upload.

The selected PDF must meet CM/ECF size limitations (page 2 — 6).

You must select a PDF file. Selecting another file format causes CM/ECF to display
the following error message after clicking the Next button:

EECF Bankruptcy = Adversary = Query Reports - LUtilities =
File a Motion:

11-30044 Sally Deball
Type: bk Chapter: 11 v Office: 4 (Houston)
Assets: v Judge: mi Case Flag: PinDue, DsclsDue

ERROR: Document is not a well-formed PDF document (no forther mformation is available)

Back |

If you receive this message, click the Back button and select a PDF formatted file.
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14. (optional) Verify you selected the correct document by right-clicking it and selecting
Open or Open with Acrobat (whichever is available).

Choose File to Upload @@
Loak in: |_} case files j o T o

T 4-08-0v-00143_11. pdf

&

4-09-cv-00206_7
MyRecent  [T4-11-cr-oo03s-1_1z  Select

Documents e 5 ng. cy-00206_7_al

@ =) 7-10-cr-03001-1_4_

Desktop

ith Acrobat 9

T Combine supported files in Acrobat, ..

Scan for Yiruses...

\\.'

N MetWare Capy...
My Documents

Cpen With 3
ey
\_-_‘JI Send To 3
by Computer Cut
N Copy
‘i’ﬁ Create Shorkout 1
My Metwark  File name: ’ﬁ Dilete
Flaces Rename
Filez of type: Alll Cancel
Properties

The PDF file opens in Acrobat. Once verified, close Acrobat.

15. Click Open.

CM/ECF inserts the PDF file name and location in the File a Motion page.

EECF Bankrupicy = Adversary - Reports = LUtilities = Search

File a Motion:

11-30044 Sally Diehall

Tvpe: bk Chapter- 11 v Office: 4 (Houston)

Assets: Judge: mi Case Flag PinDue, DsclsDue
Filename

CADocumants and SattingswspriDeskiop
Adtachments to Document: & No O Yes

Meaxt .Clea']

If there are no attachments to the motions, select the No option (default) to the
Attachments to Document: and click Next, then skip the next step. If there are
attachments, continue to the next step. The procedure to add attachments is similar

to adding the main document.

16. (optional) Add an attachment as follows:

a. After adding the PDF file, select the Yes option to the Attachment to Document:
option, then click Next.
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The options screen for the attachment displays.

EE CF Bankruptcy - Adversary = Reports ~ Utilities - Search Logout

File a Motion:

11-30044 Sally Deball
Type b Chapter- 11 v Odfice: 4 (Houston)
Assets: ¥ Judge: mi Case Flag: Pin[hee, DsclsDue

Select one or more antachments,
1) Salect the PDF docuveenr that contalmg the artachment,

Filename

|_Browse_. |
120 Fill in the flelds below
Category and'or Description

13} Add the filenanna to the list bax balow. If vou have more attachmants, po back to Step 1. When the list of filonamaes is complete, click on the Nexr button.
Add to List |

._R.E.n'.u:'.-:_ﬁ:!.l' Ll_:l
=3
b. Click Browse.
The Windows Choose File dialog displays.

c. Navigate to and select the PDF file to upload.

The PDF must meet CM/ECF size limitations (page 2 — 6).

d. Click Open.
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CM/ECEF inserts the PDF file name and location in the File a Motion page.

EECF Bankruptcy - Adversary = Reports ~ Utilities = Search

File a Motion:

11-30044 Sally Deball
Tvpe: bk Chapter: 11 v Office: 4 (Houston)
Assets: v Judge: mi Case Flag: PinDue, DsclsDue

Select one or more aftachments,

1) Select the PDF document that contains the attachment.
Filename

C\Documents and Settingswspr '.Dn:f:ld:trt' Browse

12} Fill in the fields below.
Category and'or Description

3) Add the filename to the list box below. [f vou have more attachments, go back to Step 1. When the list of filenames is complete, click on the Ne

[ AddtoList |

[ Remove from List ]

Mext

e. You must:

Use the Category pull-down menu to select the attachment type.

AND/OR
* Enter a clear and concise description for the attachment.

f. Click Add to List to save the file to be attached. If more files are required, then
click Browse again and repeat the steps to add files to the list.

17. Click Next.
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In our example, we are filing a motion to continue hearing. The File a Motion page
changes to select the category to which your event relates.

UEC F Bankruptey Adversary Reports Utilities Search
File a Motion:

11-30044 Sally Debal
Type: bk Cheapier: 11 v Orifice: 4 (Houston)
Assets v Judge: mi Case Flag Plnlve, DisclsDue

Salect the category to which vour avent relares.

I S W
appeal
auditor
clams
omp
court
cadibcrd
misEe
matian
nolice

Filed | i to
Documents to

| Nt | [Clear

18. Highlight the event (in this example, misc) and click Next.

The following screen displays to select the appropriate event.
EECF Bapkruptcy - Adversary - Utilities ~

File a Motion:

|L1-30044 Salky Deball

Type: bk Chapter- 11 v Crifice: 4 (Houston)
Assets: ¥ Judge: mi Case Flag PiuDue, DsclsDue
|Salect the appropriate event(s) to wiich your ovent relahes:

=] 097272011 | Chapter 11 Volrstary Petition. Fee Amount 51039, Filed by Sally Deball

i.-";mm:.-:.".ﬁ Test)
Mexd | | Claar

This is the last opportunity to abort the CM/ECF filing, which can be done by
clicking on any CM/ECF menu item or clicking the browser’s back button until
you reach the beginning of the event.

19. Confirm the appropriate event is checked off, then click Next.
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The screen updates to allow you to enter the calendar information.

EECF Bankruptey = Adversary ~ Query

Reports = Utilities = Search
File a Motion:

Logout

11-30044 Sally Dbl

Tvpe: bk Chapter: 11 v Oifice: 4 (Houston)

Assats v Judge mu Casa Flag PinDme, DisclsDhae

CLICK OX CALENDAR TO RECEIVE INSTRUCTIONS FOR ENTERING HEARING INFO BELOW,
If Self- Calendaring s mot asthorized, click the NEXT batton.

Hearing Dae: 5] Hearing Time: |

S

LD:mI'I.

| i | Clear

20. Enter the Hearing Date and Hearing Time and select the Location, then click Next.

The screen updates to allow you to modify the docket text.

EECF Bankruptey - Adversary - Query Reports -

Utilities =
File a Motion:

11-3044 Sally Debal
Type: bk Chapter: 11 %

Oiifice: 4 (Houston)
Assets y Judge: na

Case Flag: PlnDwe, DisclsDhue
Dockel Text: Modily as Appropriate.

| AMotion to Continne Hearing On (related document(s)z[1] Volentary Petition (Chapter 11)) Filed by Debtor Sally
Deball Hearing scheduled for 11102011 ar 02:00 PAL at Houston, 515 Rusk. (Arormey 18, Tesr)

Mt | | Claar

21. From the drop-down menu, select the appropriate entry and click Next. In this
example, Amend was selected.

The final docket text screen displays.

EE CF Bankruptey ~ Adversary =

Reports ~ Utilites ~ Search Logout

File a Motion:
11-30044 Sally Dekall

Twpe bk Chapter- 11 v

Odfice: 4 (Houston)
Aszets: y

Judge: mi Case Flag: Pinlhu=, DsclsDue

Docket Text: Final Text

Amended Motion to Continue Hearing On (related document{s):[1] Voluntary Petition (Chapter 11)). Filed by Debtor
Sally Deball Hearing scheduled for 111002011 at 02:00 PM at Houston, 515 Rusk. (Attorney18, Test)

Attenfion!! Submitting this screen commits this transaction. Yow will kave no further opportumity to modify this sebmission if vyou continwe.
Have vou redacted?

|M| | Claar |
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This is the last opportunity to abort the CM/ECF filing, which can be done by clicking on
any CM/ECF menu item or clicking the browser’s back button until you reach the
beginning of the event.

22. Click Next to file and docket the pleading.
After processing, CM/ECF displays the Notice of Electronic Filing (NEF).
The NEF confirms that CM/ECF has registered your transaction and that the
pleading is now an official Court document. It also displays the date and time of
your transaction and the number that was assigned to your document(s). You should
note the number(s) on the PDF file(s).

23. Select the browser’s Print icon to print the document receipt.

24. Select File > Save As to save the receipt to a file on you PC.

[l 7 The NEFis your confirmation that the filing was accepted.

If you are not familiar with email notifications, see page 2 - 7.
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Chapter 5
Querying the CM/ECF Database

Purpose This chapter provides information on how you can query the CM/ECF database
for information. Included are some sample queries to help you get started.

Chapter Topics The following topics are covered in this chapter:
o Accessing Query Mode, page 5 -2
e Sample Queries, page 5 -3

® Case Query Page, page 5-5
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Accessing Query Mode

CM/ECF allows registered participants to query its system for specific case information.

To enter the query mode of CM/ECEF:

1. Select Query from the menu bar.

Bapkruptey - Adversary - ﬂl.l-l{h{} Reports - Lititles - Search Logout

The PACER Login page displays.
IPACER Login

Motice

This is a Restricted Web Site for Official Court Business only. Unauthorized entry is prohibited and subject to prosecution under Title 18 of the U.S
[Code. All activities and access attempts are logged.

Instructions

Enter vour PACER login and password. If vou do not have a PACER. login, vou may register online at http-//pacer psc.uscourts gov. If vou have a
[CMUECTF filer login and password. and would like to automatically log in to PACER each time you log in as a filer, check the box below.

[ Make this my default PACER login
JAfter checking this box, you will only need to use your CMVECF login and password. either for electronic filing or for viewing documents via PACER

Authentication
Login: |
Password:

Client code:

Motice

JAn access fee of $0.08 per page or $2.40 per document with an andio attachment, as approved by the Judicial Conference of the United States, will
be assessed for access to this service. For more information about CM/ECF, click here or contact the PACER. Service Center at (800) 676-6856.

2. Enter your PACER login and password (see page 3 — 4 for instructions).

After a successful PACER login, CM/ECF displays the Query page.

EECF Bankruptcy ~ Adversary * Query Reports = Ltlities ~

Search Logout

|Guery

Warning: vou will be billed for the total number of pages (this report is not subject to the 30-
page limit on PACER charges).

Sparch Chms

Case Mumber

Lasi / Busress Mame {Examples: Desobo, Des"t

First Hame Middie Hame

SSM /TN Tax D/ EIN

Type O Open cases [ Closed cases
Run Cusry Clear



CM/ECF Attorney’s User Guide Chapter 5 — Querying the CM/ECF Database
Sample Queries

Sample Queries

The following are but a few sample queries to get you started using the Query page. They are
not meant to be an all inclusive list.

No Search Criteria

Even though the Run Query button is immediately available, clicking it before entering
criteria for the query produces the following error messages:

If you receive this message, click your browser’s back button to return to the Query page.
Afterwards, enter some criteria before clicking the Run Query button again.

Search by Case Number

To search CM/ECF based on a case number:

1. Enter your case number.

EEC F Bankruptoy ~ Adversary - Query Reports - Litilities -

Search Lagout

|Query

Warning: vou will be billed for the total number of pages (this report is not subject to the 30
page limit on PACER charges).

| Search Chees

Case Numbs 4-11-0k-30044]

Last ! Busaness Nama (Examples: Desolo, Dest)

First Hama Middle Hama

SSH / MN TaxID / EIN

Typs [JOpen cases []Clossd cases
| “Run Quary | “Claar ]

2. Click Run Query.
A Query page displays listing the case information you can view.

From this page you can click on the information you want to see. For further details on this
page, see “Case Query Page” on page 5 - 5.
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Search by Name

To search CM/ECF based on a party or attorney name:

1. Enter the last name of the party (or attorney) in the appropriate field.

EECF Bankruptey = Adversary = Reports = Utilities =

Search Logout

IQuery
|

Warning: vou will be billed for the iotal number of pages (this report is not subject to the 30-
page limit on PACER charges).

Search Cluas

Case Mumber

Lasi / Bu=ress Mame Johnson {Examples: Desoto, Des"

First Hamea Middle Hame

SEM /TN Tax 1D/ EIN

Type O Open cases [ Closed cases
I FunQuery | [Clear]

2. Click Run Query.

If more than one person with that name exits in the CM/ECF database, a page
displays listing all the matches.

= e . = : 2 h
SECF Bankrupicy Adversary Reports Utilities Searc

Select a Case

There were 30 matching persons.

There were 196 matching cases.

Name Case No. Casze Title Chapter  Lead BK case Date Filed Party Role Date Closed
JOHNSOM
THELMA (pty) 04-30093 THELMA JOHNSON T 012904  Debtos N/ A
(2 cases)

04-30232 wing tip shoes T 03/18104  Creditor N/A
Jobnson, Bertha (piy) 13- TO005 Bertha Johnson and Jemmy - 082103 Joint MIA
(2 cases) PR Ray Jobnson T Deebtor 5

08- 30310 Bertha Johnson 13 0116408 Diebior M A
Jobmson, Bertha K .

W

(aty) 0306002 mimgton v. Selbost. o B (- 6004w kg 02T N/A N/A
i Corporation

3. Click on the appropriate case number.

A query page that is similar to the Query page that displayed for the case number query
displays. For further details on this page, see “Case Query Page” on page 5 - 5.
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Case Query Page

Once you have used CM/ECF query mode to find the case you need, the following Query
page displays.

Bankruptcy = Adwversary = Utilities = Search

Logout

11-30044 Sally Debalk
Case type: bk Chapter: 11 Assei: Yes Vob: v Judge: Test Judge m

Date filed: 0227/ 2011 Date of last Gling: 0327/ 2011
Query
Abas Trastes
Aszociated Cases Vigw Document
Anormey Filng Fee
Case Surmmery Claamns Blegister
Creditor Creditor Mading Matwix

Dieadine'S chedule
Dacket Report

ry Documents

¢ of Bankmapicy Case Filing

Eclated Transactions
Stanes

At the top of the page CM/ECEF displays the case number, case style, presiding judge, date
that the initial case was filed. If the case is closed it will also list the terminated date. You can
choose specific case information from a large list of query options by simply clicking on the
appropriate hyperlink name.

The following are a few samples of the type of information you can view. They are not meant
to be an all inclusive list.

Attorney Information

To obtain attorney information, click the Attorney link. CM/ECF displays the names,
addresses, and telephone numbers of the attorneys who represent each of the parties in the
case.

EECF Bankruptcy = Adversary - utilities -

Logout
11-100003 Irvimg Mimit Brok and Brooke Brok
Case type: bk Chapter: T Asset: Ves Volz + Judge: jb
Daate filed: 017202011 Date of last flimg: 03232011
Debtor discharged: N/'A Joint debtor discharged: 05232011

Attorneys

Dale Gibson

B ke Brok
222 Maviestas Lane T

2515 Lane
Happy, TX 77074
rSoime Debeor)

TEpTEsefiting

Assigned: 01202011
¥

LEAD ATTORNE

Irvimg Matt Brok
2515 Lane
Happy. TX 77074
(Debror)
Simon Theodore
00 Chesldams=
Winber, T TT074 Tepresenting
Assiguad: 200
LEAD ATTORNEY

Plamter's Imc Mortgage Corporation
MCradirar)
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Case Summary Information

To obtain summary information on the case, click the Case Summary link. CM/ECF displays
a summary of the current case.

ZECF

Bankruptcy = Adversany = Reporis = Utivities =

Logout
11-10003 Irving Matt Brok and Brocke Brok
Case type: bl Chapter: 7 Asset: Yes Vol: v Judge: Test jb
Date filed: 01202011 Date of last flimg- 05232011
Debtor discharged: ™A Joint debtor discharged: 057232011

Case Summary

Office: Hoaston Filed: 01202011
County: HARRIS-TX Terminated:
Few; Paid Dehtor discharged: WA
Jaint debior discharged: 03232011
Origin: [ Reopened:
Previoms term: Converted: 012152011
DE‘“DI djsml.ESEd:
Jomt dehtor dismissed:
Joint: v Confirmation hearing:

Dehtor disposition: None
Joint debior disposition: Standard Dhscharge

Natmre of debi: consmmer
Peading statms: Awnaiting Chapter 13 Plan Awaitng Closmg _Awatng Corfrmstion Hearmg
Flags: FINANCE, CONVERTED

Trostes: US Trustes City: Honston  Phone: 713-718.46%0
Trustes: Tammy Clover Citv: Boval Phose:

Party 1: Brok, Ireng Magt  Oooc-o-00000  (Debeor)
Party 1: Brok, Brooke (xoo-xx-0000)  (Jomt Debitar)

Atty: Dale Gibson Represents party 1: Debror
Arry: Dale Gibson Represenis party 1= Jomt Debior
Locatiom of case fHes:

Volome: 51

The case file may be avaiable

Search
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Deadline/Schedule Information
To obtain information on the deadlines and hearings on the case:
1. Click the Deadline/Schedule link.

The page shown to the right displays allowing you to query CM/ECF to obtain
hearings and other schedule deadlines.

-3 eruptey - - - —
UE c F Bankruptcy Adversary Query Reports Litilities Search

Lagaut
|Deadlines/Hearings

Sert by DueSa

[ Run Query | [ Clear
2. Use the drop-down menus to select how the information should be sorted.

3. Click Run Query.

The Deadline/Schedule page sorts and displays the deadlines and hearings per your
selection.

EECF Bankruptey - Adversary - Query Reports - Utilitles -

Logout
11-10003 Irvig Matt Brok asd Brooke Beok
Case type: bk Chapter: 7 Asset: Yes Vol: v Judge: b
Date filed: 01202011 Date of last Mlimg: 032372011
Debtor discharged: M'A Joimt debtor discharged: 02232011

Deadlines/Hearings

Dhsc. Event

No. DeadlineHearing Filed DuweSet  Satisfied Terminated Hearing Judge

25 | Objection to Claim Hearmg 01252011 06/10/2011 ib, Test Judge
at 0300 PM

27 | Hearing 017252011 |0610:2011 01252011 |, Test Judge
af 10:30 AN

36 | Hearing 017252011 (061072011 i, Test Judge
at 02:30 PM

Clicking on a blue underlined document number causes CM/ECF to display that document
when you have permissions to view it. Clicking on a gray sphere causes CM/ECF to display
the docket information and related docket entries for the hearing you selected.
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Docket Information
To obtain a docket sheet:
1. Click the Docket Report link.

The Docket Sheet page displays allowing you to decide what CM/ECF should
include on the docket sheet report.

T S - 5 . - .
uEC F  sanvrupeey Adwversary _ Reparts Stilities gearch

Logout
Docket Sheet

| Case number [4:11-bk-10003

% Filed )
Emtered 2
Dacuments ta
| Tnchude: Document options:
| E Terminated parties [ View muitple documents
| [0 Links to Nobices of Electronic Filing ~ [] Create Appendix

Format:
= HTML
l'ext

|Sor by | Cidesl date first

RJn.-QI:F-:rI ii.'.."lr::.lr_

Leaving the range fields blank causes CM/ECF to display the entire docket
sheet.

2. (optional) Select a date range for the report.

3. (optional) Select a range of docketing numbers.

4. (optional) Mark the options you wish to include on the docket sheet.
Terminated parties is selected by default.

5. (optional) Change any other options on the page as you deem appropriate.

6. Click Run Report.




CM/ECF Attorney’s User Guide

Chapter 5 — Querying the CM/ECF Database

Case Query Page

CMY/ECF runs and displays your customized docket sheet.

SECF

Chegter T

Viohmtary
Fuzaat

Debtor

2515 Lame
HAFFIS-TX
Jains Debiar

Brooke Brok

2515 Lane

HARRIS-TX

Pl Pt o, TP el s ol e B g

(]

e

I

Bankruptcy ~

Asrigned ro; Test Judge jb

Prevous chapter 13

Diehtar disposition:
Joinr debior o

Irvimg Matt Brok

Happy, TX 77074

Happy, TX 77074

Adversary = Reports = Utilities =

Lagout

.5, Bankrupicy Court
Southern District of Texas - (Houston)
Bankrupicy Peiition #: 11-10003
Date filad: 01202011
Date comverted: 01252011
Diebar dizchar
Jomi debfor discharged: 0572372011

MNane

sinian: Standard Discharge

represented by Dale Gibson
222 Moriestar Lane
Wallcafasne, TX 32111

S5N / TTIN: xex-sex-0000

represented by Dale (Gibson
(Ges above for address)

Docket Text

Chapter 13 Vohmtary Petiton. Feceipt WNumber 00, Fee Amount $274 . Filed by Irving Matt
Brok, Brooke Brok (edw) (Entered: 01/2002011)

Initial Case Management Order, Imtial Order on Debtor’s Responsibilities, and Order
Authorizing Use of Vehicles Pursuant to 363 and Providing Adequate Protection. Signed on
172072011 Qedw) (Entered: 01/20/2011)

Order: Possible Future Dismissal of Case. Cowrt advises that 11 U5 C. Section 521(1) requires
automatic dismissal ff mformation requared by Section 52 1(a) 1) is not filed Signed on 1/20°2011
{ledw) (Entered: 01/2002011)

Chapter 13 Plan, Chapter 13 Plan Surmmary and Statistical Cover Sheet Filed by Broake Brok,
Irving Matt Brok  (aboy) (Entered: 01/24/2011)

Centificate of Credit Counseling Cricker Debr Counseling (Filed By Brooke Brok ). (aboy)
{Entered: 01/24/2011)

FINAMCE, CONVERTED

Clicking on a blue underlined document number causes CM/ECF to display that document
when you have permissions to view it. Clicking on a gray sphere causes CM/ECF to display
the Notice of Electronic Filing (NEF).
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Chapter 6
Reports Available in CM/ECF

Purpose This chapter provides information on how to access and run the reports provided
by CM/ECF.
Chapter Topics The following topics are covered in this chapter:

® Accessing the Reports, page 6 — 2

* Sample Reports, page 6 —3
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Accessing the Reports

To access the reports available in CM/ECF

1. Select Reports from the menu bar.

EE CF Bankruptcy = Adversary - Query m Utilines = Search Logowut

CM/ECF displays the Reports page.

EE c F Bankruptey o Adversary - Query Reports - Utilities ~ Searc
Eeports

Docleet Beport
Calendar Events

Credstor Maling b atres
Diocleet Actnty
Wintten Crpinicns
Judpment Index

2. Click the report link for the report you want to run.
The following reports require you to log into PACER:
¢ Cases
¢ Claims Register
¢ Creditor Mailing Matrix
* Docket Activity
¢ Docket Report
¢ Judgment Index

3. If the PACER Login page displays, enter your PACER login and password (see page
3 — 4 for instructions).

What displays next depends on the selected report. For more information, see the sample
reports section that follows.
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Sample Reports

The following are sample reports that the you can run from CM/ECF.

Docket Sheet
To run a docket sheet report:
1. Click the Docket Report link.
The PACER Login page displays.
2. Enter your PACER login and password (see page 3 — 4 for instructions).

After a successful PACER login, CM/ECF displays the Docket Sheet page.

EECF Bankruplcy -~  Adversary - Query FReports -  Utlities -  Search  Logout

Docket Sheet

.:-J'S o u.uml:-nr |

% Filed
' Entered =

Documents to
Include: Document optwons:

[¥] Termmated parties [ View muktiple documents
[ Links= to Motices of Electrome :F:ﬁ.ng O Create Appendm

Format:
s HTMIL
Text

Sort by Oldest dste first

Claar

3. Enter the case number for the docket sheet you want to view.
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4. The Docket Sheet page changes to include a button for finding the case.

EE CF Bapkruptcy Adversary = Reports - Utibities ~ Search
Logout
Docket Sheat
Case pumber £11-bk-1000 . r""' 'I'h-? 'w:-‘_'_""__l
© Filled
O Entered o
Documents to
Inclwie: Document optioms:
~| Terminated parties [ View muleiple documsents

Links to Motices of Electrosse Filing [ Create Appendi

Format:
# HTML

Text

Sort by Oldest date first

| Run Repaort I:Ir:a.r

5. Click Find This Case.

As previously illustrated when filing documents, CM/ECF will let you know if the
case number is found, not found, or if multiple case numbers match your entry.

The Run Report button becomes available after a unique case number is found or
after you select a case from the matched listing.

6. (optional) Customize your docket sheet by designating:
¢ A document range. (Leaving the documents blank means to include all of them.)
¢ The items to include. (Terminated parties is selected by default.)
¢ Document, format, and sort by options.

7. Click Run Report.
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CM/ECF runs and displays your customized docket sheet.

EECF Bankruptcy = Adversary = Reports = Utiiies = Fearch

Logout

FlnDue, DEF2Zc, DEFmaillist, DEFsch |

.5, Bankruptey Court
Southern District of Texas - (Houston)
Bankruptcy Petition #: 11-10006
Dxte filed: 012072011

LA ssigmed ro: Test Judge jb
Chapter 13
W ahmntary
A st

(Debror represented by Dale Gibson

Irvimg Matt Brok 222 Monsestar Lane
1545 E Sereet Wallcafame, TX 21111
Home, TX 34455

HARRIS-TX

SSN / ITIN: oo-xx-0000

aunt Debiar represent=d by Dale Gibson
Brisoke Brak (See above for address)
1342 E Street
Home, TX 34455
[HARRIS-TX
SN/ ITIN: xxx-xx-0000
Triestee
Tammy Glover
4353 Leathal = § g o
."““"/.‘\ = mmrty “._/-\\“M._. \""’f-"ﬁ\.._ _f‘l L o .-'ﬁ.l-xu s, .__H__..F —\-N_- i 'F\M..-‘ﬂ-’ Y ik, S o
Filing Diate 2 Dcker Text
Chapter 13 Vohmtary Petition. Receipt Number 00, Fee Amomnt $274 _ Filed by Inving Matt
01/20v2011 1 Brok, Brooke Brok _ (ledw) (Entered: 017202001

Irstial Case Management Crder, Iniial Order on Debtor's Responsibilies, and Order
Authorizing Use of Velicles Pursuant to 363 and Providing Adequate Protection. Sipned on

012072011 120/2011 (Jedw) (Entered: 002002011}

(=]

Order: Possible Future Dismissal of Case. Cowrt adwises that 11 US.C. Section 52 1(1) requines
alomsatic dismssal § mformatson required by Section $21(a)(1) & oot fled Sigoed on 10202011
D17 W01 k] (e (Enterad: 31/2072011%

Notice and Order regardng sxchanging of exbsbits and witness B=ts in all contested mstters and

0502011 adversary proceedings. (Enbered: D5 092011)

=

Clicking on a blue underlined document number causes CM/ECF to display that document
when you have permissions to view it. If you chose Links to Notices of Electronic Filing,
then clicking on a gray sphere causes CM/ECEF to display the Notice of Electronic Filing
(NEF).
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Cases

To run a bankruptcy cases report:

@ WARNING: This report queries ALL bankruptcy cases for information that matches
your criteria. Therefore your criteria could produce many pages of information for
which you will be billed.

If you want information for a single bankruptcy case, use the menu options Query or
Reports > Docket Report.

1. Click the Cases link.
The PACER Login page displays.
2. Enter your PACER login and password (see page 3 — 4 for instructions).

After a successful PACER login, CM/ECF displays the Cases Report page.

EE C F Bankruptey ~ Adversary - Query Reparts - Uitilities - Search

Logout

|Cases Report
[
E Warning: you will be billed for the total number of pages (this report is not subject to the 30-page limit on

[ PACER charges).
!
Office [T} Case Tvpe . Chapter [
Baovengwila ' ap . T o
Caorpus Chngh K bk L]
| Trustee [T
Askanase, Daad J
Boudlocha, Cindy
Attorney
| Last name
i First name
|
E Bar ID
| Date Type | Filec dats & From 10262011 1o | 10262011
“ Open cases [ Party information
CClosed cases T Pro se cases nnu.h'

Sort by Filed Date

| Dutput Format = Formatred Display
 Diata Omby

| Run Rapont | [Clear |

3. Enter your criteria for generating the report.
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4. Click Run Report.CM/ECF runs and displays the Cases Report.

EECF Bankruptey - Adversary - Reports - Utilities - Search

Logout

Cases Report for 10/26/2011
.5, Bankruptey Court

Southern District of Texas

Casa Mo Judga

Ralsted Case ko Tp Ch Party lnfo Tnastse Dates Other Info
09-30210 bk 13 A Bale TESE Eagle and Haip E. Eagle Fied 060272009 Ofice. Houslon
Attamey for Debier: Test Aliomey Entersd 16022003 Assels: Yes
Agtomaery for Joimt Debbor: Test Attomey Fea: Paid
Coundy. HARRIS-TX
09-30211 bk 11 Gracie Do lzp Fited: 0022009 Office. Houston
Deatrton. Pro a2 Entared 06/D02/2009 Assels. Yes
Fea: Paid
Goundy: HARRIS.TX
18-30212 bk 13 A Bale TX5B Eagle and Hamp E. Eagle Fied: 06/047200% Office Houstan
Agtomey for Debior: Test Attomey Entered: 06/04/200% Aszels: Yes
Atbormey Tor Jort Deblor. Test Allomey Fea: Paid
Coundy: HARRIS-TX
09-30213 bk 13 A Bale TXSE Eagle and Haip E. Eagle Fied 0&/08/200% Office. Houston
Attomey for Debior: Tast Altomay Entarsd: 160%200% Assels Yes
Agtomey for Jormt Debtor: Tess Attomey Fee: Paid
Coundy: HARRIS-TX
09-302 14 bk 11 ABC Comparry WWE Fed 061172009 Office. Mouston
Attamay Tor Debtor. HelpDesk Altamey Enfared 16112009 Assels. Yes

Fea: Paid
Coundy: HARRIS.TX

Total menber of cases: &
Musnber of open cases: 5

Both open and closed cases

Calendar Events

To run a calendar events report:

1. Click the Calendar Events link.

CM/ECF displays the Calendar Events page.

Rankrupicy = it T+

Calendar Events

e wimiber |

Set [7 772017 l - 3 O AM anh
P saly
* Heoih
leme
Sarl by Tira 3 Inial display of related procesdmg
Foguided
= Coliyned

Dasplic oal procecdings difes il related te the cilendai o cnl

Flisrt Fpi Clnad
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2. Enter a date range for the report.

This is the only required input for the report.
3. (optional) Enter remaining criteria as deemed appropriate for your report.
4. Click Run Report.

CM/ECEF runs and displays the Calendar Events Report.

G F Mankrupicy Reports Lnilities Eearch

U5, Bankrupécy Court
Southara Distict of Texas
Calendar events set for 7712001-10212011

L B
100 AN
1 ket entries onbl
Hearing jodge: Test Jndge mi
Caxe judge
PR 5E Gracie Do (Flaint)
PRO SE Frisky Ca (Defesda)
1-1} U 1 Sehevubeg Order Signed o 6272001 Pre-Trial Comfisrence senfor 77142001 ar 10000 AM &t Houston, Courroces 108 (M) Pre-Teial Order doe by T/14/2001. Diseovery
| doe by 6302011
Latrl L1
{00 A
i ving Mar Brok and Brocke Brok docket esives caly) Clagss Begioer

DEFmaist, DEFsch

Chapter: 13
Hearing judge: Test Judge r3s
Cae judge Test Judge b
Dale (ibson representing Irdng Mait Brok (Debtory
Diale Crbgon represeming Brooke Brok (Joan Debioe)
Tormmmy Glover (Trusbee)
(102 aty) representng US Trusiee (U5 Trumee)
1.1} * 18 Motion for Rebief from Stay . Recepe Nussher 1234367, Fer Amount §150. Fiied by Diebior Invag Man Brok Heoring scheduled for 7202011 a 0500 AM at Coeps
Christi, 1133 N Shaoreline

Written Opinions

This report shows you any opinion that has been loaded on the CM/ECF system by the
Chambers of the Bankruptcy Judges for the Southern District of Texas.

To view a written opinion:

1. Click the Written Opinions link.
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CM/ECEF displays the Written Opinions Report page.

Bankrugeey - Adversary - Reparts - Militses - Search

‘Written Opinions Report

Cuae Moo |
Laxi Mams Fired Nams Nliddle Name

Filled betwoen 1572011 sl 10FTRI1 Semmary text
= Fulll deloet beat
St by | Covse Mumber

Run Fepot Clear

2. Enter a date range for the report.
This is the only required input for the report.
3. (optional) Enter remaining criteria as deemed appropriate for your report.

4. Click Run Report.

CM/ECF runs and displays the Written Opinions Report.

CF Bapkrupicy = Adversary = Guery Reports = Lilities: = Search Logout

Written Opinions Report

U.5. Bankruptey Court — Southern District of Texas
Filed Report Period: 1012000 - 10272011
Caze Number & Mame: Date Filed: Doc, & De=cription: Maptes;

S0 00 Wi Tachows 02132011 28 | Ogemon of Bankbeupecy hadge Sagaed ca 4132041 (egeo) | Ofiee: Houston
Total pember of opinions reparied; |

Selection Criteria for Report
Case Nuamber | AR

Ofice Heustom
Filed de 1712010 - 107272011

Sort by Case Number
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Chapter 7
The Utilities Menu

Purpose This chapter provides information on how to access and run the utilities provided
by CM/ECF.
Chapter Topics The following topics are covered in this chapter:

® Accessing the Utilities, page 7 — 2
* Your Account Utilities, page 7 — 3

* Miscellaneous Utilities, page 7 =9




CM/ECF Attorney’s User Guide Chapter 7 — The Utilities Menu
Accessing the Utilities

Accessing the Utilities

The CM/ECEF utilities provide the means for registered users to maintain their account in
CM/ECF and to view all of their CM/ECF transactions.

To access the utilities feature:

1. Select Utilities from the menu bar.

EECF Bankruptcy - Adversary - Reports -

CM/ECEF displays the Utilities page.

EE C F Bankruptcy ~ Adversary - Reports ~ Utilities ~
Utilities
Ralease 4.0 Mem [tems
Your Account Dictionary BNC

Change Your Password Venty a Document

Change Your PACER Account

Internet Pavment History Edit Daia

Internet Pavments De Edit Claims

Mamtain Your ECF Account

Review Billing History Miscellaneous

‘&.I..".'\ p:"uff‘ﬂ ."l.l.'\.'\."lﬂi.‘ ]'Ii.f\."'l':fli“ﬁl.::l f‘\."ll'l". .III:-\."'IITIHHI.III

View Your Transaction Log Mhiadngs. .

Judze Hearing Schedules

2. Click the link for the utility you want to use.

What displays next depends on the selected utility.
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Your Account Utilities

The links in this section pertain to the user’s CM/ECF or PACER account.

Maintain Your ECF Account

This utility allows you to update your email account, address, phone information, and other
personal information.

To use this utility:

1. Click the Maintain Your ECF Account link.

The Maintain User Account page displays.

EECF Bankruplcy -~  Adversary - Query Reports -  Utilitles -  Search  Logout

Mlaintain User Account

Last name Attomey18 First name Tast
AMiddle name Generation
Title Tvpe aty
Office
Address 1
Address 1
Address 3
City State Lip
Country Coumty
Phone Fax
55N/ ITIN Tax 1D/ EIN
Bar IIy 55552555 Bar stams a Mail group
Imitials DoOB AD code Person end date
: Email infarmatian : ._ [ Merr user information ]
[Sbmit]  [Cior]

2. Change any data as required.
3. (optional) Click Email information to change or add email addresses.
4. (optional) Click More user information to change login and password information.

5. Click Submit to accept changes.
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View Your Transaction Log

This utility allows you to review all the transactions CM/ECF has processed with your login
and password. If you believe or suspect someone is using your login and password without
permission, change your password immediately, then email the Court’s Help Desk as soon as

possible (page 1 - 2).

To use this utility:

1. Click the View Your Transaction Log link.

The View Transaction Log page displays.

cECF

lew Transactlon Log

Bankruptcy -

Adversary - Query

Reports - Utilities *  Search  Logout

Ldm’ the Drate Selection Crteria for the Transaction ]_ug th.ll'[

| Start Diate: 037282011

e P R
| Submit Claar

End Date: | 10/29/2011

2. Enter the date range for your report.

3. Click Submit.

CM/ECEF displays the Transaction Log of all your transactions within the date range

you specified.

ZECF

Bankruptey -

Adversary -

Query Reports -

Litilities - Search Logout

Id Dane
0I2011 113329
03312011 115009
0FI2011 124521
0IN2011 153447
0202011 162146
0272011 41612

2521263 03242011 161946
252133 0242011 161947
2523315 032011 112615
2523322 03312011 113329
2523328 03312011 11.50.09
2523330 0331/2011 124821
2523331 0331/2011 15:-34:48
2541872 D020 1h204T
2542881 OETY2011 141613

Total Number of Transactions: 15

Transaction Log

Report Pariod: 03242001 - 100202011

Caze Mumber

4-11-bk-50022

4-11-bk-50029

4-10-bk-50000

4-11-bk-50029

4.11-bk-50029

11-30043
11-30044

Text
Craated documant [docurmant 119025-0)
Created documant (documant 112028-0)
Craated documant (docurmant 1123031-0)
Created documant (documant 113034-0)
Craated documant [document 121268-0)
Created documant (documaent 1213910}
Updated person record: Test Attomay18 Prid: 390
Updated usar record- atty18 3590
Mation for Ralief from Stay - Fes Amount $150, Filed by Debtor ABC Gadgats
Inc. Hearing scheduled for 37312011 at 03.00 P at Houslon, 515 Rusk
[Attomey 18, Test)
Matice of Appaeal filed (related documantis) [2] Order Confirming Sale). Fea
Amourft 5255 Filed by Deblor ABC Gadgets. Inc . Appellant Designation due
by 04152091 [Atbomey 18, Test)
Faotice of Appeal filed. (related documentia) | 15] Ovder on Applcation fo
Compromise Controversy). Fee Amount $255. Filed by Joimt Debtor Brooke
Erok | Deblor Insmg Malt Brok  Appellant Designation due by 047142011
[Athomeny 18, Tesa)
Matice of Appeal filed. (related documant(s) [2] Order Confirming Sale). Fea
Amourt 5255. Filed by Deblor ABC Gadgets. Inc_. Appellant Designation due
by 0152097 [Atbomey 18, Test)
ruatice of Appeal filed. (related documentis ) [Z] Order Confirming Sale). Fee
Amourt 5255 Filed by Deblor ABC Gadgets. Inc_. Appellant Designation due
by 0441472001, (Attomey 18, Tes1)
Opemad Mew BIK Case 11-30043
Qpemed Mew BIK Case 11-30044



CM/ECF Attorney’s User Guide Chapter 7 — The Utilities Menu
Your Account Utilities

Change Client Code

This utility allows PACER users to change the client code, which is used for identifying
charges made to the current PACER account.

If the user has a PACER preference set (via the PSC website) which requires a client
code in a specific format, in order to change the client code, you must follow the
designated format.

To use this utility:
1. Click the Change Client Code link.

The following page displays.

Enter new Client code;

2. Enter a new or changed client code.

3. Click Submit to accept changes.

Change Your PACER Account
This utility allows the user to enter a different PACER login and password.
To use this utility:
1. Click the Change Your PACER Account link.
The PACER Login screen displays.
2. Enter the new PACER login and password.
For details on logging into PACER, see page 3 — 4.
3. Click Login.

CM/ECF displays the message PACER user changed indicating that the change has been
accepted.
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Review Billing History

This utility displays the number of CM/ECF pages accessed and the charges incurred for the
PACER account currently being used. If client codes are entered when CM/ECF is accessed,
the charges are totaled for each code.

To use this utility:
1. Click the Review Billing History link.

The PACER CASE SEARCH SIGN IN page displays.

Kanages My PACER Accouni | Manags My Appellale Filer Account | Cas

8 PACER

PUBLIC ACCESS TO COURT ELECTRONIC RECORDS

CASE SEARCH SIGN IN

I pour EdowsSer is

be selio accepl cookes in order ko login o this sile

ol Cockies and vou ane saper ending problems wilh e g

Jesiete Tl 10T

cogkie Be In your PC Clase and réopen pour browses bafors irping again
r— Lisghin
PACER Login:
Password:
Client Coda: g
L_u:Jiu ] |_ Eu|1|‘:|:.l-_-|

MOTICE: This is & restricted government web site Tor official PACER use
anly. Unawthorized entry |5 prohibited and subject to proseoution under
Title 18 of the U5, Code, All activilies and acoess ailempls are lgged

2. Enter your PACER login and password.

3. (optional) Enter a client code.

4. Click Login.
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The PACER BILLING HISTORY page displays.

iy PACER Acoount | Manage Wy Appediale Filer ALcou

W PACE R

O COURT ELECTRONIC RECORDS

PLIBLIC ACCESS

BILLING HISTORY

Kisgr we082 - Souom Désind of Teia ol
= Al Cours
Court
Date Range 10312011 B v e s
i Cuiite

Sorl Order  Tranzaclion Date

o | A
[l summeary

Dptions o
LI Dvravmdocad

| Suymat Forn || Clear Form |

Comad s | Prvacgy Polioes and Frocedures | AboulUs

5. Enter the date range for your report.
6. (optional) Set other options per your requirements.

7. Click Submit Form.
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The BILLING HISTORY report displays.

Manage My FACER Account | Mamage Wy Appoliate F Caso Search Signin

T PACER B

PUBLIC ACCESS TO COURT ELECTROMIC

BILLING HISTORY

Detailed Transaction Report by Date
All Courts
from 18/31/2011 ta 1003172041

Mon Gt 31 12047550 2041
usiZRA - Souhern Disirict of Teuas . Donsoid

Data Tima Pagas  Court CHamt Coda Dascripson Saarch
L L B THADC Docket Repont 7:80-0r- 001 26-RAJ
ERR:FR k] B THEBH Imagei63-0 06-36327
1T1Ta2:47 1 THSBK Image 16%-1 08-3632T
110658 3 THSBEH Imagesa-i 10-36242
11:08:58 1 THSBK Images6-1 10-35242
112558 3 THSHH images6-0 0836632
iy B TR i o T g TN L e e W e ¥ S o Ty =il AT N L
12:45:00 & THWDC Imageda-i 0012 3-AN Dooument 25-0
Subiotal . 108  poges (§ 0.08 ea) S$aT:
0 oo Ses (5 2,40 ea) & Ul L
ERETT
Grand Total 09 pages § 0.08 ea) sarz
0 medo Bes (§ 240 ea) £ 00
$a77

View PACER Account Information

This utility displays the current PACER login ID and client code. To use this utility, click the
View PACER Account Information link.

CM/ECF displays the following:

IYour current PACER account is us0288

Remove Default PACER Account

This utility removes the link between the current CM/ECF user account and the associated
default PACER account. To use this utility, click the Remove Default PACER Account link.
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CM/ECF displays the following:

|Defaull Pacer Account now removed.

Miscellaneous Utilities

The links in this section are those that do not pertain to the user’s CM/ECF or PACER
account.

Internet Payment History
This utility allows users to review the credit card payments made for electronic filing.
To use this utility:
1. Click the Internet Payment History link.

The Internet Payment History page displays.
Internet Payment History

From |W/27/2011 to |6/27/2011

Run Report [IMake these options my default.

2. Enter the date range for your report.
3. Click Run Report.

The credit card transactions for the designated time period displays.

Mailings

This utility allows users to find out who receives email notices, who requires manual
noticing, and to print mailing labels.

To use this utility:
1. Click the Mailings link. [Mailings
The Mailings page displays. Creditor Mailng Matrix

Mabing [nto for & Case
2. Click the link for the information you need.
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Mailing Info for a Case

This link provides a list of people who receive email notices and the people who require
manual noticing.

1. From the Mailings page, click Mailing Info for a Case.

The Mailing Information for a Case page displays.

ailing Information for a Case

nter the case number to view the recipient list.

ase Number: |

Clear

2. Enter your case number.

The Mailing Information for a Case page changes to include a button for finding the
case.

Mailing Information for a Case

nter the case number to view the recipient list.

ase Number: |4:10-cr-01200 Find This Case

3. Click Find This Case.

As previously illustrated when filing documents, CM/ECF will let you know if the
case number is found, not found, or if multiple case numbers match your entry.

The Submit button becomes available after a unique case number is found or after
you select a case or cases from the matched listing.

4. Click Submit.
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The Mailing Information for a Case page displays.
EE CF Bankruptcy = Adversary * Query Reports = Utilities Seanch Logout
Mailing Information for Case 11-30044
[Electronic Mail Notice List
The following s the list of parties who are currently on the Est to receive email aotice service for this case
+ (Mo email recipients)
Manual Notice List

[The following is the list of parties who are mot on the list to receive email notice'service for this case (who therefore require mannal noticing service). You may wish to nse your mouse to selec
program in order 1o create notices or labels for these recipients

Test Antornevl

US Trustee
Otfice of the US Trastes
515 Rusk Ave
See 3516
Housten, TX 77002
Creditor List
Chcks the Fok above to prodoce a complete st of creditors only

Mailing Matrix

Chcke om the link above to produce a Bst of all creditors and all parties in the case. User may sort in colmms or raw data format

Creditor Mailing Matrix

This link provides the ability to print mailing labels for a designated case.
1. From the Mailings page, click Creditor Mailing Matrix.

The Creditor Mailing Matrix page displays.

EECF Bankruptcy - Adversary - Query Reports - Utilities ~ Search Logout

Creditor Mailing Matrix

Casze number
Special mailing growp 0 (HMighlight hlamk feld for no special maling group)

Format (= 3 colusms reharges are based on a formula independenr of the number of pages displayed

Ziraw data format (bypasrer creditor preferred address look-up and substitution)

[Clear |

2. Enter your case number.
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The Creditor Mailing Matrix page changes to include a button for finding the case.

EEC F  eankrupe -

iCreditor Mailing Matrix

Cases mambar | 1110000

Reports ~ Uitilities - Search

Special mailing group 0 (Highlighr blank fleld for ne special mailing group)

Lagout

Format & 3 colmmns charpes are based on a formuls independenr of the number of pages displaved)

O raw data format (nparses creditor praferred adaress loek-up and substiuiian)

[ Run Repaort ] ﬂ
3. Click Find This Case.

As previously illustrated when filing documents, CM/ECF will let you know if the
case number is found, not found, or if multiple case numbers match your entry.

The Run Report button becomes available after a unique case number is found or
after you select a case or cases from the matched listing.

Select the Format then click Run Report.

The PACER Service Center Transaction Receipt displays.

SEC F Bankruptey =

Click View Labels to continue.

Reports - utilties - Search Logout

Pacer Service Center
Transaction Receipt
Mo MNew 7124724 2011

us0H38 Client Code:

Croditor Madkeg Dlatne  Cade Number:

Cesn:

View Labals |

You have been charged as indicated below . To proceed, click on "View Labels™ button
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Verify a Document

This utility verifies that the electronic signature of a document is the same as when the
document was filed. If it is different, the document may have been altered.

To use this utility:

1. Click the Verify a Document link.

The Verify Document(s) page displays.

\erify Document(s)

fpecify the case number and document mumber of the docket entry containing the document to be verified.

Case Number

| 99-12345, 1:99-cv-12345, 1-99-cv-12345, 99cv12345, or 1:99¢cv12345

Document Number:

Clear

2. Enter your case number.

The Verify Document(s) page changes to include a button for finding the case.

Veriry Document(s)

fpecify the case number and document mumber of the docket entry containing the document to be verified.

Case Number

4:10-cr-01200 Find This Case

Document Number:

Clear

3. Click Find This Case.

As previously illustrated when filing documents, CM/ECF will let you know if the
case number is found, not found, or if multiple case numbers match your entry.

The Next button becomes available after a unique case number is found or after you
select a case or cases from the matched listing.
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4. Enter your document number.

5. Click Next.

The utility verifies the signature on the document and displays the following

information:

EE cF Bankruptcy - Adversary - Reports -

Utilities -

Search

erify Document(s)
11-30044 Sally Deball

Date 2 Docket Text
0%27/2011 1 Chapter 11 Vohmtary Petiion. Fee Amount $1039. Fiad by Sally Debal
(Artomev]8, Test)

[File size is 5000

Original Signature(s)

Document No; 121351

Document description:)an Document

Original filename:C Docaments and Settings wsdc' My Documents!, pdf

Electronic document Stamp:

[STAMP bleecfSeamp [D=996787432 [Date=927/2011] [FleNumber=121391-0]
[Deblde 536641 2] 2 5dcf3dE%ae T JbecBa 1828 dc 9809376 o | «fR T DG 00E49ed 1 62
DefSeT93ace] 41 abdT 756300 2b0T 19503 9 5e6b804fabe 3 05 e05a3de S]]

[Verified Signature(s)

Dacument Na: 12]1309]

Document description:)am Docmment

Original filename:C Docmments and Settings'wsdc' My Documents! pdf

[Electronic document Stamp:

[STAMP bloeciSeamp [D=906787432 [Date=027/1011] [FleMNumber=121391-0]
[Deblide5366d] 2f] 2 5dcfidEYas T JbecBa 8aldc 800 3 T6 ] ca | ef R T DdO00E49ed 1 62
DefeT93ace] 41 abdT 7562 300 Ib0T1 9503 9 5e6bE04fabe 3050523 de 5])
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