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Once the motion and certificate of service is converted to a PDF 
format, docket the motion event in CM/ECF, attaching the 
motion/certificate of service file (PDF document) to the motion docket 
event. 
 
 
Following are pictures of the various screens in CM/ECF. Every screen 
does not appear with each docket event.  The structure of the docket event 
determines what screens appear. 
 
You can use the back button to return to any previous screen and make 
changes or revisions.  Once you select the submit button with the final 
docket text screen, you cannot make changes. 
 
 

CM/ECF 
Login Screen 
 
Select 
Bankruptcy or 
Adversary 
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Select Event 
Type – 
Motion 

 

 
 

Enter Case 
Number 

 

 
 

Select 
Motion 
Event 

 

 
 

Click if 
Filing With 
Another 
Attorney 
 
 

 

 
 
CAUTION:  The other attorney must be a party to the case to select from the 
drop down list.  If not, docket a Notice of Appearance & Request for Notice 
before docketing the motion event to add the joint attorney to the case. 
 

 

REV 
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Select Party 
You 
Represent 
 
Add New 
Party if your 
client does not 
appear on the 
list.  Refer to 
Electronic 
Filing 
Participants 
Guide, Part 1, 
Attorney 
Style Guide, 
Create New 
Parties. 

 

 
 

Create 
Association 
with Party 
Filer and 
Attorney 

 

 
 

Attach 
Motion/ 
Certificate of 
Service file as 
a PDF 
Document 
 
Review PDF 
document 
before 
attaching to 
verify the 
correct 
document 
appears. 
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Enter 
Receipt Info 
 
Attorney Filer 
 
Enter y and 
pay via the 
Internet 

 

 
 

 
 

Enter 
Receipt Info 
 
Trustee Filers 
 
Type in 
Deferred in 
Receipt # 
Box. 
Leave the 
filing fee 
amount 
default. 
 

 

 

Enter 
Receipt Info 
 
USA Gov 
Filers 
 

 
Filing fees are waived.  You do not see the Fee Screen.  (Type and group of 
USA on Maintain Your ECF Account screen.) 
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Relate Event  

 
 

Docket Text  

 
 

Summary of 
Charges 
 
Attorney Filer 
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Credit Card 
Information 
 
Attorney Filer 

 

 
 

Credit Card 
Transaction 
 
Attorney Filer 
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Notice of 
Electronic 
Filing 
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