United States Bankruptcy Court
Northern District of Florida

Online Exercises for CM/ECF Attorney Training

BEFORE YOU BEGIN: All documents to be created and filed during this training, with the exception of
the mailing matrix, may be mock documents and are not required to be actual pleadings. For example,
the petition may be a single page PDF containing the word "Petition." Documents may be scanned to
PDF or created using a PDF-maker software such as Adobe Acrobat (not the free reader). The mailing
matrix should be a text file (.txt) containing the name and address of at least two creditors.

UTILITIES - Maintaining your account
[0 Your training account was created with only your name. Update your account to include your
address and email information, as well as your email preferences. This will allow you to receive

Notices of Electronic Filing (NEF’s) for filings.
Utilities > My Account & Payments > Maintain My ECF Account

BANKRUPTCY - Opening cases and filing documents

[1 Create a petition and open a new bankruptcy case.
Bankruptcy > Case Opening > Open Voluntary BK Case

Note: Make note of your case number for use in completing the remaining exercises.

(1  When prompted, pay the filing fee using the training card information below.
Visa Card #4111-1111-1111-1111, security code 999, expiration date 01/2016

[J Create a mailing matrix in in your word processing program and save it in text (.txt) format.
The matrix must include at least two creditors.

[0 Upload the mailing matrix to your bankruptcy case.
Bankruptcy > Case Opening > Upload a creditor matrix file

Create a PDF document for each of the document types below to be filed in your new bankruptcy case.

[0 Create and file a Chapter 13 Plan.
Bankruptcy > Plans& Disclosure Statements > Plans

[1 Create and file Employee Income Records.
Bankruptcy > Initial Filing Documents > Payroll Advices (Employee Income Records)

[1 Create and file a Statement of Monthly Income and Means Test Calculation.
Bankruptcy > Initial Filing Documents > Means Test (Form B22)
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[J Create and file a Certificate of Credit Counseling.
Bankruptcy > Debtor Education > Credit Counseling & Exhibit D

[1 Create and file a Notice of Appearance.
Bankruptcy > Notices

[0 Create and file a Motion for Relief from Stay. Do NOT pay the filing fee when prompted.
Use the “Search” feature in the blue menu bar at the top of your screen to locate this filing
event. This is a keyword search where you do not need to type the full name of the
pleading to locate the filing event (e.g., “stay” or “relief” vs “Motion for Relief from Stay”).

[1 Generate a mailing matrix for the bankruptcy case created above.
Bankruptcy > Mailing Label Options > 1 - All Creditors/Parties by Case Number (Most
Commonly Used)

CLAIMS - Filing a Proof of Claim

[ File a Proof of Claim using the “Speed Claim” option (will create the PDF for you). Select any of
the creditors in your bankruptcy case and create a claim for $100.00 unsecured, non-priority.
Bankruptcy > Claims and Creditor Activity > File Speed-Claim

[1 Create and file a Proof of Claim using the “File Claims” option.
Bankruptcy > Claims and Creditor Activity > File Claims

UTILITIES - Your Activity

[1  View your ECF activity for this training.
Utilities > My Account & Payments > View My Transaction Log

[J Pay your outstanding filing fees (the Motion for Relief from Stay)
Utilities > My Account & Payments > Internet Payments Due

If you wish to apply for a login and password to the CM/ECF LIVE database, you must email Ne’Shoni
Foulks (NeShoni Foulks@flnb.uscourts.gov) once you have completed these exercises.

If you have questions or need assistance, please contact our Help Desk:

1-888-765-1752 (toll free) or 521-5001 (local Tallahassee)
CMECF HelpDesk@flnb.uscourts.gov






