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1. Select  Search from the menu bar

2. Type in key word(s) and click on 3.   Select the event you need  
and proceed to docketing.



 Bankruptcy > Other > Certificate of Credit Counseling
 (1) must be docketed separately (not with the petition) (1) must be docketed separately (not with the petition)
 (2) if filed with petition, filer will be notified to re-docket

Did you know there is a Statement of Social Security Number 
docket event in CM/ECF? This event is a private eventdocket event in CM/ECF? This event is a private event 
viewable by court users only.

Bankruptcy > Other > Statement of Social Security Number
• (1) must be docketed separately (not with the petition)
• (2) if filed with petition, filer will be notified to re-docket



Did you know if you file schedules after you have filed the 
petition, there is a Balance of Schedules event that can be 
used in lieu of docketing each schedule individually?

 Bankruptcy > Other > Balance of Schedules



Bankruptcy > Other > Document/Event Entered in Error

During docketing, check the box to refer to existing event(s)       g g, g ( )

and check the box to select the docket entry that was in error

Cannot be used to mark a Petition docket entry (docket entry #1) as Entered 
in Error



File Motion to Restrict Access and File Redacted Replacement 
Document

Bankruptcy > Motions/Applications > Redact/Restrict

Pay $25.00 fee and tender proposed order

After order is entered, filer redockets the REDACTED 
document

We recommend adding language to the docket entry text box,We recommend adding language to the docket entry text box, 
such as “Amended” and “Redocketed for redaction purposes 
only.”



 If you fail to flatten a PDF document, you will be notified to:
 (1) file a Motion to Redact/Restrict( )
 (2) pay a $25 fee
 (3) submit a proposed order
 (4) re file a flattened PDF document (4) re-file a flattened PDF document



The process of transforming an interactive PDF document to a non-
interactive PDF document is called flattening.  When a PDF document is 
flattened, a user cannot modify the data in the document.  All PDF 
d b fl d b f fili i CM/ECF

 Steps to flatten PDF document:

documents must be flattened before filing in CM/ECF. 

 Steps to flatten PDF document:
 (1) create a PDF document for filing as usual
 (2) from the Print feature, select Adobe PDF as the printer on the print 

screenscreen
 (3) select Print button 
 (4) upload the document into CM/ECF using normal procedure





 To get a list of cases:
(1) l i C / C (1) log in to CM/ECF

 (2) select Query from the menu bar

 (3) select criteria
 (4) click on Run Query( ) Q y



 Through Bankruptcy>Creditor Maintenance you can: Through Bankruptcy>Creditor Maintenance you can:
 (1) enter individual creditors
 (2) upload a list of creditors
 (3) edit an existing creditor

 When you file a notice of amendment, you also need to go to Creditor 
Maintenance and select enter individual creditors and type in the additional 
creditors.  

 When you upload a creditor matrix, go to Creditor Maintenance and select 
upload list of creditors.

 If you get returned mail and it has a new address for a creditor, you need to Go 
to Creditor Maintenance, select edit creditor, and type in the new address for 
the creditor. 



 One method to combine motion and notice of hearing into one PDF document:
 (1) Open Adobe Acrobat Pro (1) Open Adobe Acrobat Pro
 (2) Select Combine Files into PDF on opening splash screen
 (3) Select Add Files
 (4) Select Add Files again (4) Select Add Files again
 (5) Select PDF documents you want to combine (hold down control key while 

clicking pdf documents)
 (6) Click Open (6) Click Open
 (7) Click Combine Files
 (8) Save combined file to pdf
 (9) Upload combined PDF document at browse and upload screen during docketing (9) Upload combined PDF document at browse and upload screen during docketing



 See Local Rule 5005-3. 
All l di h d hibi b 8 11 i h All pleadings, attachments and exhibits must be 8.5 x 11 inches. 





 If the petition is filed after 6:00 PM then the overnight assignment If the petition is filed after 6:00 PM, then the overnight assignment 
happens the following night.



 In this situation, if we are unable to determine from the schedules 
h h d b id d f h j i f h i 180 dwhere the debtor resided for the majority of the prior 180 days, or 

the petition is filed without schedules, we will be contacting 
debtor’s counsel for the WDVA locality information.



I t b f th f ll i ti t di l th In most browsers you can press one of the following options to display the 
cookies/history/cache popup

 (1) Ctrl+Shift+Del
 (2) Ctrl+Shift+Fn+Del
 (3) Command+Shift+Del (Mac)

 Alternatively, follow the steps for deleting the search history for your specific desktop or mobile 
browser using one of the following methodsbrowser using one of the following methods

 (1) Internet Explorer Tools>Internet Options>Delete or Clear Browser History

 (2) Safari on Mac History>Clear History and Website Data

 (3) Chrome Chrome menu>History>Clear browsing data

 (4) Firefox Menu>History>Clear Recent History

 (5) iOS8 Settings>Safari>Clear History and Website Data

 (6) iOS7 or earlier Settings>Safari>Advanced>Web Data>Remove All Web Data (6) iOS7 or earlier Settings>Safari>Advanced>Web Data>Remove All Web Data

 (7) Android Menu>Settings>(Advanced) Privacy>Clear Browsing Data







INSTALLMENT  PAYMENTS
CASE FILING FEECASE FILING FEE

•Chapters 7, 12, 13, and 11 Individual

•Bankruptcy > Motions/Applications > Pay Filing Fees in 
Installments

* 3 installments in pre-established amounts (basically 1/3 each)
1st installment paid when petition filed
2nd installment paid 30 days after petition filedp y p
Final installment paid 60 days after petition filed

* New local form – 103A Inst Fee App posted on our website

* Installments paid at counter (pro se) or electronically (non-pro se) 




