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OPENING A NEW BANKRUPTCY CASE 
 

There are three different methods to opening a new bankruptcy case in the CM/ECF system in 
the Northern District of Florida. The manual case opening method allows the user to input 
information directly into the CM/ECF system. The other methods are available to attorneys using 
bankruptcy software for preparing and uploading a new case.  

 

 Manual Case Opening 

 

 Go to our website at www.flnb.uscourts.gov. 
 

 Click on the link for either the LIVE or TRAIN database. Remember: the LIVE database is 
only for real cases. 

 

 Log in using your ECF login and password. 
 

 Select “Bankruptcy” from the blue menu bar. A list of bankruptcy events will appear. 
 

 Click on “Open Voluntary BK Case.”  
 

 On the next screen, select the correct chapter number by 
clicking on the drop-down arrow and highlighting the chapter 
number. Select yes *“y”+ or no *“n”+ for joint petition. If you 
are filing an incomplete petition (one that does not contain all 
of the required schedules and statements) be sure to check 
yes *“y”+ for deficiencies. Click “Next”.  

 

 The ECF system will prompt you to search for a party to see if 
they are already in the computer.  You can search by social 
security number, tax ID number, last name or business name. 
Enter the search criteria and click “Search”.  

 
 

 The next screen will tell you if the party is found.  
If no person is found, click “Create new party”.  
You will then enter the party’s information.  If the 
party has an alias, click on “Alias” to add.  Click 
“Submit” when finished. 

 
 
 
 
 

PRACTICE TIP: 

 

o  Not all fields need to be completed. We do not need “country” or 

“phone” or “fax” or “email” for the debtor. 

 

o  The “party text field” is for additional information contained in the 

complete legal name of the debtor.   (e.g., “A Florida Corporation”; or 

“As Trustee for the Estate of John Doe)”. 

http://www.flnb.uscourts.gov/
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 At the next screen, you will be asked to add a joint debtor if you selected joint debtor on 
the first screen.   If you did not select joint debtor on the first screen, you will not see this 
screen. 

 

 The next screen will notify you of the divisional office selection for the case based on the 
county code provided.  You will not be able to change the division. 

 

 After clicking “Next”, the screen will ask for statistical 
information about the debtor.  Make the appropriate 
selections and click “Next”. 

 
 
 
 
 
 

 The following screens will prompt you to input dollar amounts 
from certain schedules and from Summary and Statistical 
Summary.  
 
Enter the full dollar amounts from the schedules, summary of 
schedules and appropriate form(s) as indicated. 

 
 
 
 
 
 
 
 
 

 If you previously indicated that 
you are filing a petition with 
missing documents, you will 
be prompted to indicate which 
required documents were 
missing during the case 
opening process.  Check the 
box for each missing 
document. If you did not 
previously indicate that deficiencies exist, you will not see the 
screen containing the deficiency list.  Click “next” when 
finished with this step. 

 

PRACTICE TIP: 

 

o Chapter 7 cases should be opened as no-asset cases. 

 

o Chapter 11, 12 and 13 cases should be opened as asset cases. 

Practice Tip: 

 

o If the dollar amount for any field is zero, please enter 0.00 in that 

field.  

 
o If you are missing schedules at the time of filing the petition, please 

leave the field blank. You will be prompted to enter the information when 

the remaining schedules are filed. 
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Please see “Filing 

Guidelines” on the 

court’s web page 

for information on 

the preferred 

order of 

documents and 

the minimum 

required 

documents to 

open a new case. 

 The next screen will prompt 
you to attach the .pdf file 
containing your petition, 
schedules and statements. 
Click on the “browse” button 
and navigate to the location 
on your computer where your 
.pdf file is stored. If you have 
additional attachments to file 
with your petition (such as a 
real estate appraisal) click on the “Yes” button next to “Attachments to Documents” and 
continue to load .pdf files.  Click “Next” when finished. 

 

 
 
 
 
 
 

 The next screen will inquire as to 
whether the Means Test form (Form 
22A) is filed as part of the voluntary 
petition document. Select “Yes” or “No” 
from the drop-down menu. 

 
 

If you select “Yes”, the next screen will 
ask you to confirm whether the Means 
Test form includes a Presumption of 
Abuse. This information is located in the 
upper right corner of the Statement of 
Currently Monthly Income and Means 
Test form. Select the appropriate statement and click “Next.”   

 
 

 The docket text screen will give you the opportunity to modify the docket text, if 
necessary. In some pleadings you may want to add additional text to enable the docket 
text to be more descriptive. Generally, this is not necessary in case opening. If you want 
to modify the text, you can add additional text in the blank field. Click “Next” when 
finished. 

 
 
 
 
 

Practice Tip: 

You should always open and view the .PDF file before attaching to ensure you are filing the correct, 

legible .PDF document. Incorrectly filed documents cannot be removed from the system. 



17 

 

 The next screen is very important!  You will see a warning that says: “Attention!! 
Submitting this screen commits this transaction. You will have no further opportunity to 
modify this submission if you continue.”   Read the text completely (this is how it will 
appear on the docket sheet) and if it is correct, click “Next”.  
 
 
 
 
 
 
 
 
 
 
 

 

 The next screen gives you the 
“Notice of Electronic Filing”, which 
gives you the new bankruptcy case 
number and document number.  You 
will notice that the case number and 
document number are underlined. 
Those are hyperlinks to that case.  
You may click on those and login into 
Pacer to view the document or 
docket sheets. 

 

 The final step in the case opening process is payment of the filing fee.  For instructions on 
electronic payment of filing fees, please see page 59. 

 
 
 Opening a New Case Using Case Upload (For Chapter 7 and 13 Cases Only) 

 
Case upload is a feature available to attorneys using commercial bankruptcy software to prepare 
bankruptcy cases. The process of entering information into the bankruptcy program creates 
electronic files containing debtor information, voluntary petition and list of creditors. Those files 
can be uploaded directly into the ECF system without having to manually re-enter the 
information. 
 

 Go to our website which is www.flnb.uscourts.gov. 
 

 Click on the link for either the LIVE or TRAIN database. Remember: the LIVE database is 
only for actual cases. 

http://www.flnb.uscourts.gov/
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 Log in using your ECF login and password. 
 

 Select “Bankruptcy” from the blue menu bar. A list of bankruptcy events will appear. 
 

 Click on “Case Upload.”  
 
 
 
 
 
 
 
 
 

 The next screen will contain several blank fields 
(boxes). You will populate the appropriate fields 
with the path and file name of those files created 
by your commercial bankruptcy software.   

 

 To successfully open a case using this feature you 
should click on each applicable “Browse” button 
and locate the appropriate file for that field.  The 
files for each field will have the following 
characteristics: 

 
o Case Information.  This file is a .TXT file and contains information about the debtor(s)  

(e.g., name, SSN, address, etc.). 
 

o Petition.  This file is a .pdf file and contains the voluntary petition, schedules and 
statements. 

 

o Creditor matrix. This file is a .TXT file and contains the list of creditors. 
 

o Chapter 13 plan.  This file is a .pdf file and contains the chapter 13 plan, if appropriate.  
 

o Exhibit D. This file is a .pdf file and contains the Exhibit D Statement Regarding Credit 
Counseling. Separate fields are available for each participant in a joint case. 

 

o Statement of Monthly Income (Form 22).  This file is a .pdf file and should be used to 
upload the Statement of Monthly Income, if appropriate. 

 

o Debtor Employment Income Records.  This file is a .pdf file contains either the 
debtor’s income records or a Statement of No Employer Income (Local Form LF-16). 
Separate fields are available for each participant in a joint case. 
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At a minimum, you must load the case information file, the voluntary petition and the 
creditor matrix.  The system will not accept a case for filing without at least those three files.  

 

 After populating the applicable fields, click “Next.” 
 

 The ECF system will upload the information from the files you attached. For example, the 
information contained in the “debtor information file” will be used to add the debtor 
names, address, social security number(s), attorney name and division location. The 
petition will be filed and will create a docket entry for the petition and any schedules 
included in the file. The list of creditors (matrix) will be also be loaded into the system.  

 

 If you include other files (Chapter 13 Plan, means test, income records), those documents 
will also be filed and separate docket entries will be created for each. 

 

 The next screen gives you the “Notice of Electronic 
Filing (NEF)” which includes the case number and 
document number. You will notice that the case 
number and document number are underlined. 
Those are hyperlinks to that case.  You may click on 
those and login into Pacer to view the document or 
docket sheets. 

 

 The final step in the case opening process is payment of the filing fee.  For instructions on 
electronic payment of filing fees, please see page 59. 
 

Opening a New Case Using Commercial Bankruptcy Software 

 
Some versions of commercial bankruptcy software have incorporated into their programs the 
ability to file cases in ECF without manually entering debtor information or loading electronic 
files into the ECF system. Instead, the bankruptcy software has a “one-touch” or single-button 
process that uploads the information with a single click of the mouse.  

 

 Check the settings in your commercial bankruptcy software to make sure you are filing in 
the correct database. Some software applications default to the TRAIN database and 
must be re-set to file in the LIVE database. 

 

 Depending on the software you are using, you may be prompted to enter your ECF login 
and password. (Some programs save your login and password for you).  

 

 When you begin filing process using your commercial bankruptcy software, you will see 
the system quickly going through each screen as the information is imported and 
automatically uploaded into ECF. If you indicated that there are deficiencies in the case, 
the system may stop temporarily and ask you to select which documents are omitted 
from the filing.  
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The U.S. Bankruptcy Court has tested multiple commercial bankruptcy software programs to 

verify the compatibility with the CM/ECF system in the Northern District of Florida. The 

Clerk’s Office does not endorse the use of any software application and does not offer training 

or support of commercial software applications.   

 
 

 After the files have finished loading into ECF 
you will see the “Notice of Electronic Filing” 
which gives you the new bankruptcy case 
number and document number. You will 
notice that the case number and document 
number are underlined. Those are 
hyperlinks to that case.  You may click on 
those and login into Pacer to view the 
document or docket sheets. 

 

 The final step in the case opening process is payment of the filing fee.  For instructions on 
electronic payment of filing fees, please see page 59. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


