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Electronic Case Files System
User’s Manual

Getting Started

Introduction

This manual provides instructions on how to use the  Electronic Filing System
to file documents with the Bankruptcy Court, or to view and retrieve docket
sheets and documents for all cases assigned to this system. It assumes a
working knowledge of Netscape and Adobe Acrobat.  Please refer to Adobe
Acrobat and Netscape instruction manuals for specific questions regarding
those applications.

Help Desk

Telephone the Court’s Help Desk at 1-800-466-9302 between the hours
of 8:30 A.M. and 5:00 P. M.,  Monday through Friday, if you need
assistance.

Capabilities of System

The electronic filing system allows registered participants with Internet
access and the Netscape browser to perform the following functions:  

• Access the Court’s Web page

• Download the most recent version of the User’s Manual

• Access the training system comparable to the official “live”
system to acquaint yourself with how the system operates.

• Electronically file pleadings and documents in actual (“live”)
cases

• View official docket sheets and documents associated with
cases

• View various reports 
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Requirements

Hardware and Software Requirements

The hardware and software needed to electronically file, view and
retrieve electronic case documents are the following:

• A personal computer running a standard platform such as
Windows, Windows 95 or Macintosh

• The computer system should, at minimum, have a 486/66
processor with at least 16 megabytes of RAM

• Internet access communicating by modem, DSL or cable

• A browser, specifically Netscape Navigator version 4.5 or
higher*.  Netscape’s browser is available as a free download at
www.netscape.com

• Adobe Acrobat PDF Writer is a purchased piece of software
and allows a user to convert documents from a word processor
or other software to portable document format (PDF).  Please
note that some newer software applications come bundled with
the Acrobat PDF Writer

• Adobe Acrobat Reader software to view, print and download
documents from the Court’s electronic case file.  The Adobe
Acrobat Reader is available as a free download at
www.adobe.com

* Due to security, a session can only be established using Netscape Navigator 4.5 or
higher.  DO NOT USE America On Line’s version of Netscape Navigator, or a
version of Netscape Navigator lower than 4.5. 
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How to Register for Access
Participants who have never used the system must telephone the
Court to discuss the system requirements and the Court’s
training program.  The Court can also provide a form to register
for access.

Toll Free Help Desk 1-800-466-9302

or

Roberta Kostrow, Operations Manager 816-512-1818

A training version of the system is provided on the Internet at
http://ecf-train.mowb.uscourts.gov for practice purposes. It is
strongly recommended that participants take advantage of filing
documents in the training database before filing a document in
the “live” data base.

Note: A different set of logins and passwords are issued for the
training and live systems.
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Preparation

Setting Up the Acrobat PDF Reader

In order to view documents filed on the system, users must set up
Acrobat PDF Reader. All pleadings are in PDF format.  When installing
this product, please review and follow Adobe’s directions to utilize an
Acrobat PDF Reader after installation.

Portable Document Format (PDF)

Only PDF (Portable Document Format) documents may be filed with the
Court using the Court’s Electronic Filing System. Be sure to view the
PDF formatted document before sending it to ensure that it appears in
its entirety and in the proper format.  See this manual on tips to view a
document with the Acrobat PDF Reader before filing the document
electronically.

How to View a PDF File

• Start the Adobe Acrobat Reader program. 

• Go to the File menu and choose Open. 

• Click on the location and file name of the document to be
viewed. 

• If the designated location is correct, and the file is in PDF
format, Acrobat PDF Reader loads the file and displays
it on the screen.

• If the displayed document is larger than the screen or
consists of multiple pages, use the scroll bars to move
through the document. 

• Click on the View menu for other options for viewing the
displayed document. Choose the option that is most
appropriate for the document.
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How to Convert Documents to Portable Document Format

Conversion of any word processing document to PDF Format is
required before submission to the Court’s electronic filing
system.

The Acrobat PDF Writer installs on your computer as a printer
driver.  Therefore, to convert a word processing document to a
PDF file, you need to seemingly print the document to get the
conversion to take place.

Since the Acrobat PDF Writer installs as a printer driver, most
software applications installed on the computer will have the
ability to print to PDF.  For example, the bankruptcy petition
preparation software can print to PDF.  When the Save As box
appears on the screen, you save the PDF document just as in
any other software application. 

The conversion process is relatively simple and can be
accomplished in one of two ways depending on the word
processing program you are using.

       
For WordPerfect:

1 Once your document is complete and with the document
to be converted open on your screen,

2 Select File from the menu bar, then select Print ( or click
the printer icon from your toolbar)

3  Use the drop down box to select the Current Printer to
Acrobat PDF Writer

4 Click Print.  The document will not actually print;  instead
a Save As box will appear on your screen.

a Navigate to the drive

b Navigate to the folder   

c Name the file 

The PDF extension will affix automatically
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5 After you’ve selected the correct drive and folder and
named your file, click OK.  

The PDF conversion is now complete.  Your electronic original is stored in the
folder you designated.

You will still need to save your WordPerfect document in WordPerfect format
as you always have, however, you will only file your PDF document with ECF.

For Microsoft Word 95 or later:

1 Once your document is complete and with the document
to be converted open on your screen,

2 Click on the File menu and select, Create Adobe PDF.

3 Be sure to Save the file as a PDF file, giving it a .PDF
extension.

4 The file is now a PDF file under the newly designated
name.  You will still need to save your Word document in
Word format as you have always done.

Any other word processing program:

• Open the document to be converted.  

• Select the Print option and in the dialog box select the
option to change the selected printer.  A drop down menu
with a list of printer choices is displayed.  

• Select Adobe PDFWriter. 

• Click Print. The file should not actually print; instead Save
As box should appear allowing you to save the document.
It may be necessary for you to place the PDF extension
on the end of the file name.

Depending on the word processing program being used, it may be necessary to find
the printer selection option elsewhere.  At that point, change the printer to Adobe
PDFWriter, and follow the directions above.
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Basics

User Interactions

Documents Filed In Error 

A document incorrectly filed in a case may be the result of
posting the wrong PDF file to a docket entry, or selecting the
wrong document type from the menu, or simply entering the
wrong case number and not catching the error before the
transaction is completed.  Do not attempt to refile the
document.

To request a correction, telephone:

Toll Free Help Desk 1-800-466-9302

or

Roberta Kostrow, Operations Manager 816-512-1818

as soon as possible after an error is discovered.   Be sure to
have the case number and document number for which the
correction is being requested.  If appropriate, the Court will make
an entry indicating that the document was filed in error.  You will
be advised if you need to refile the document.  The system will
not permit you to  make changes to the document(s) or docket
entry filed in error once the transaction has been accepted.

Viewing Transaction Log 

This feature, selected from the Reports Menu, allows you to
review all transactions processed with your login and password.
If you believe or suspect someone is using your login and
password without permission, telephone the Court’s Help Desk
at 1-800-466-9302 as soon as possible.

User’s Manual

The most recent version of the User’s Manual for the system is
always available at http://ecf.mowb.uscourts.gov or at the Court’s
general Web site: http://www.mow.uscourts.gov.
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A Step-By-Step Guide

How to Access the System

Users can get into the system via the Internet by going to:
 

http://ecf.mowb.uscourts.gov

A login and password is required to file a document or train to file a
document.

Logging In

ó Enter your Login and User Password in the appropriate data
entry fields. Then click on the   button to transmit the

information to the system. If an error is made before you’ve
submitted the screen, the   button allows you to clear the

Login and Password entries so they may be re-entered.

ó If an invalid combination has been submitted, the system
responds with an error message.  Click on the BACK button,
then re-enter your login and password.

ó The entry of a valid login and password combination prompts the
system to display the Main Menu .

   



U.S. Bankruptcy Court - Missouri Western ECF User’s Manual

Revision Date: 04/02/2001 Page 9

Once the Main Menu Page appears, choose from a list of  hyperlinked
options on the top bar. 

 

Note:  that the date  you last logged into the system appears at the
bottom left corner of this page.  You should review this information each
time you login for security reasons.  If you believe your last login date
and time are incorrect, or suspect  an unauthorized party is using your
login and password, please telephone the court’s Help Desk at 1-800-
466-9302 as soon as possible.

The following text appears beneath the above screen:

“This facility is for Official Court Business only. Activity to and
from this site is logged. Document filings on this system are
subject to Federal Rule of Civil Procedure 11 and Federal Rule
of Bankruptcy Procedure 9011.  Evidence of unauthorized or
criminal activity will be forwarded to the appropriate law
enforcement officials under 18USC152 and 3571. 

Welcome to the U.S. Bankruptcy Court for the Western District
of Missouri - Electronic Document Filing System.  This service
is for attorneys and firms participating in the electronic filing
system. 

The most recent version of the Netscape browser and the
Adobe PDF reader can be obtained by selecting the
Netscape/PDF Settings option listed below. 

You should become familiar with the navigational capabilities of
your Netscape browser. Most screen displays in this system
are split to provide a small top frame for Netscape. Review
Netscape's frame capability for new navigation tips.”
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The Main Menu

Bankruptcy If you are filing a new bankruptcy petition or filing any documents in a
bankruptcy proceeding, click Bankruptcy from the main menu. This
manual provides step-by-step instructions for making a variety of
filings using ECF.

Adversary If you are filing a new Adversary action or filing any documents in an
adversary proceeding, click Adversary to proceed.  See this manual
for instructions on making adversary filings.

Query Query allows you to view a variety of information about a case, such
as a list of attorneys or current status, as well as the docket sheet.
After identifying the case you want, you will see a menu of these
choices. 

Reports From the Reports menu, you can run a variety of reports including a
Case Report and Docket Report.

Utilities This option allows you to change your password or view a log of
transactions you have made in ECF.

Logout Allows you to logout of the system.  It is recommended that you use
the Logout option when finishing any filing or queries in ECF.

Help feature.
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Bankruptcy Case Opening

This process shows the steps and screens required for attorneys to open a bankruptcy
case on CM/ECF. The case is a chapter 7, no asset, individual consumer.

STEP 1 Click on the Bankruptcy  hyperlink on the CM/ECF Main Menu Bar. 

STEP 2 The BANKRUPTCY EVENTS screen displays. 

ó Click on the Open a BK Case hyperlink.
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ó For further information on each of these categories, 
click the help icon           from the Main Menu.
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STEP 3 The CASE DATA screen displays. 

ó The case number will be generated later in this process.

ó Select Office from the pick list box.  You must select the office
that is the correct venue based on the debtor’s county of
residence.

ó The current date is displayed in the Date Filed field.

ó Select the Chapter from the pick list box.

ó The default value for Joint is n; for a Joint filing select y.

ó The Case Type defaults to bk. No action is necessary.

ó If there are any items missing from the petition change the 
Deficiencies box from n to y. A deficiency list will then be
presented on a later screen. Click y.

ó Click [Next] to continue.
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STEP 4 The PARTY SEARCH screen displays.  

ó Before adding a party, it is recommended that one search the
database for the filer to eliminate duplicate records in the system.
One can search by Social Security Number, Tax Identification
Number, Last Name or Business Name.

ó Enter the debtor’s last name and click [Search]. For business
filings, enter the entire name in the Last/Business name field.

STEP 5 If there are no matches, the system will return a No Person
Found message. 

ó Since the party is not already on the database, proceed to add the
debtor.  Click [Create New Party].
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STEP 6 The PARTY INFORMATION screen displays.  

ó Enter the debtor Name  and Address information in the appropriate
boxes.

ó Select the debtor’s County of residence from the pick list box.

NOTE: Type the first letter of the county name for a faster search.

ó Leave pro se as no.

ó The Role Type defaults to Debtor.  No action is necessary.

ó Enter further descriptive text for the debtor in the Party text field,  if
appropriate. (a Missouri Corporation, Guardian of the State, etc.)

ó If the party has an alias, click the [Alias] button.
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STEP 7 The ALIAS screen appears. 

ó One can enter up to 5 alias records. Alias Role selections include
aka, dba, fdba, fka.

ó Click [Add aliases].

STEP 8 The PARTY INFORMATION screen reappears. 
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Dale A. Daniels

ó Clicking on the [Review] button presents a screen summarizing the
attorney and alias activity for this debtor. 

ó Verify the information.

ó Note there will be no attorney added until the end of the case
opening process.

ó Click [Return to Party Screen].

STEP 9 The PARTY INFORMATION screen will return again. If you are
finished adding information for this new party, click [Submit] to
continue with Case Opening.

NOTE:  If this were a joint debtor filing, a JOINT DEBTOR
PARTY screen would appear next.

STEP 10 The STATISTICAL DATA screen appears next. 

ó Select the Type of Debtor by clicking in the appropriate box(es).

ó Fee Status values are Paid and Installment. If the petition is
accompanied by an Application to Pay Filing Fees in Installments,
choose Installment from the pick list box.
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ó Designate the Nature of Debt as Consumer or Business.

ó The default value is for a Voluntary Petition. For Involuntary
Petitions, select Involuntary from the pick list box.

ó The Origin defaults as Original. No action is necessary.

ó Date Split/Transfer is only necessary when a joint debtor splits
from the original case or if this case was transferred in from
another district. Otherwise leave this field blank.

ó Choose Yes or No for Asset notice designation.

NOTE:  A Chapter 7 is always “No” asset.  All other chapters are
always “Yes” assets.

ó Select the range of Estimated Creditors from the pick list box.

• 1 -15
• 16 - 49
• 50 - 99
• 100 -199
• 200 - 999
• 1,000 - over

                               
ó Select the correct dollar range for Estimated Assets.

• Under $50,000
• $50,001 - 100,000
• $100,001 - 500,000
• $500,001 - 1 million
• $1,000,001 - 10 million
• $10,000,001 - 50 million 
• $50,000,001 - 100 million
• More than $100 million

ó Select the correct dollar range for Estimated Debts.

• Under $50,000
• $50,001 - 100,000
• $100,001 - 500,000
• $500,001 - 1 million
• $1,000,001 - 10 million
• $10,000,001 - 50 million 
• $50,000,001 - 100 million
• More than $100 million

ó Click [Next] to continue.
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STEP 12 If you have selected y for Deficiencies on the Case Data screen,
the DEFICIENCY LIST screen appears. 

ó Check the check box for each item that is not included with this
petition. For this exercise, select Schedules A-J.

ó Click [Next] to continue.
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STEP 13 The SELECT A PDF DOCUMENT screen appears.

ó Click [Browse], then navigate to the directory where the
appropriate PDF file is located.

ó Highlight the file. Then right click with your mouse and select open
to verify the contents of the document. If correct, double-click the
PDF file to select it. 

ó There will be no attachments to this petition.  Attachments will be
covered in a later lesson.

ó Click [Next] to continue.

STEP 14 The INCOMPLETE FILINGS DEADLINES screen is presented
showing the due date for the missing schedules A-J.     
ó The court will monitor this deadline for compliance.

ó The deadline for missing documents is calculated and
displays. This will print on the final docket text and as a
schedule record for queries and reports.

ó Click [Next] to continue.
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STEP 15 The MODIFY DOCKET TEXT screen appears.  

ó No editing is necessary.

ó Click [Next] to continue.

STEP 16 The FINAL TEXT EDITING screen displays.  

ó Proof this screen carefully! This is what will print on the docket
sheet. 

ó If the docket text is incorrect, click the browser [Back] button at
the top of the screen one or more times to find the screen to be
modified.

ó To abort or restart the transaction, click on the Bankruptcy Events
hyperlink on the CM/ECF Main Menu Bar.  Although this can be
done at any time, this is your last opportunity to change the event.

ó The case number will now be assigned. Click [Next] to continue.

Filed by Dale A. Daniels

Dale A. Daniels (Haynes, Ramona)
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STEP 17 The NOTICE OF ELECTRONIC FILING screen displays.

ó Make a note of the case number appearing below.

ó The Notice of Electronic Filing is the verification that the filing has
been sent electronically to the court’s database. It certifies the that
petition is now an official court document.

NOTE:  It is recommended to save and/or print this screen for
future reference.  It will not displayed again.

ó Clicking on the case number hyperlink identified in blue, the Notice
of Electronic Filing will present the docket report for this case.

ó Clicking on the document number hyperlink will present the PDF
image of the petition just filed.

ó The Notice of Bankruptcy Case Filing hyperlink appears at the top
of the Notice of Electronic Filing.  Clicking on this hyperlink reveals
a notice summarizing the pertinent details and participants of this
case.

óó The NOTICE OF BANKRUPTCY CASE FILING screen appears.
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ó This certification was created in addition to the initial notice of filing.
It also displays the debtor(s), attorney, trustee, case number, time,
filed date of the case opening information.  It can be used to notice
creditors as an official notice of stay besides the 341 Meeting
Notice to stop foreclosures and other creditor actions. It may be
saved or printed at the time of filing.

ó The Notice of Bankruptcy Case Filing is also available for viewing
or printing through the Query Main Menu Bar selection. This option
is available for public inquiry as well as court users. 

ó To print a copy of this notice, click the browser [Print] icon.

ó To save a copy of this receipt, click [File] on the browser menu
bar and select Save Frame As.
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Application To Pay 
Filing Fees in Installments

This procedure explains how to docket an application to pay filing fees in installments
using the electronic case filing system (CM/ECF).

STEP 1 Click the Bankruptcy hyperlink on the CM/ECF Main Menu.

STEP 2 The BANKRUPTCY EVENTS screen displays.

ó Click the Motions/Applications hyperlink.

STEP 3 The CASE NUMBER  screen displays.
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ó Enter the correct case number (yy-nnnnn) including the hyphen.

ó Click [Next].

NOTE:   If the system prompts that you have entered an invalid case
number, click the browser [Back] button to try again.

STEP 4 The next screen displays.

 ó Scroll to display the Pay Filing Fee in Installments event.

ó Click to highlight.

ó Click [Next].

STEP 5 The next screen displays.

ó Check the box if you are making a joint filing.  Do not check the box
if you are not making a joint filing.

ó Click [Next].
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STEP 6 The PARTY SELECTION screen displays.

 ó Scroll the list to find the party this Application is being filed on
behalf of.

ó Click to highlight.

ó Click [Next].

STEP 7 The PDF DOCUMENT SELECTION screen displays.

 ó Click the Browse button to navigate to the directory where the
appropriate PDF file is located.

 ó Right-click for a popup menu, then Click Open.  The Adobe
Acrobat Reader will start up and let you view your document. 
When you confirm your document is the correct document you
intend to file, simply close down the Reader and you will pop back
to the file upload screen.

ó The PDF file you selected should still be highlighted.  Click Open.

ó Click [Next].
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STEP 8 The MODIFY TEXT screen displays.

ó A supplemental text box window and the prefix box are available to
add more detail to the docket text.

• Click the down arrow to display the prefix options.

• Add detail to the final text if appropriate.

• Click [Next] to Continue.

STEP 9 The FINAL DOCKET TEXT screen appears.

ó Confirm any text added is correct.

ó Click [Next] to file the document.

NOTE:  At this point, your document has not been filed.  If you
need to cancel this transaction, click Logout from the Main Menu to abort
the filing.
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STEP 10 The NOTICE OF ELECTRONIC FILING screen displays.

ó Clicking on the case number hyperlink on the Notice of Electronic
Filing will present the docket report for this case.

ó Clicking on the document number hyperlink will present the PDF
image of the petition just filed.

ó To print a copy of this receipt click the browser [Print] icon.
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ó To save a copy of this receipt, click [File] on the browser menu
bar and select Save Frame As.

ó Description of Notice of Electronic Filing screen.

Notice of Electronic Filing:

Hyperlink to docket sheet
Date and time stamp information
Case Title
Case number hyperlink to docket sheet?
Docket text
• Annotated text in italics
• Text produced from docket event
• Attachment type, description and attachment number

which is a hyperlink to the PDF file of the attached
document.

Associated documents:

Document description: Defaults to Main Document being
docketed.

Original filename: Filer’s full directory path from firm or
court’s hard drive or network.

Electronic document stamp: Unique identifying name of the
document being filed for security
purposes. Key file of the court used
for encryption

Document description: First attached document’s
description that was entered on the
attachment screen by the filer.

Original filename: Filer’s full directory path from the
firm or court’s hard drive or network.

Electronic document stamp: Unique identifying name of the
attachment for security purposes.
Key file of the court used for
encryption

Notice will be electronically mailed to:

Any party on the case who has registered their e-mail address with
the court will be listed here with their current e-mail address, not
their street address.

Notice will not be electronically mailed to:

Name and address of other parties on the case who have not
furnished their e-mail address with the court.
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When claims are filed in a CM/ECF case, the claim is attached to the creditor record of
the claimant.  One must first retrieve the creditor by searching the creditor database and
then link the claim to it.

Most often the creditor filing the claim has already been added to the creditor data base. 
In the following exercise, the creditor is already on the case.  A separate procedure
showing how to add a creditor to the creditor data base is available.

STEP 1 Click the Bankruptcy hyperlink on the CM/ECF Main
Menu.

STEP 2 The BANKRUPTCY EVENTS screen displays. 

ó Select File Claims.

Proofs of Claim
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STEP 3 The SEARCH FOR CREDITOR screen displays. 

ó Click in the Case Number box and enter the correct case number
in yy-nnnnn format.

ó Enter the Name of Creditor filing the claim or other helpful search
clues.

Search Hints:

! Searching is case sensitive. (Smith not smith)

! Include punctuation. (O’Brien)

! Partial names can be entered. (Smi)

! Significant words or names are effective. (Radio for Radio

Shack and Northwest Radiology)

! Try alternate search clues if your first search is not

successful.

! Wild cards will not be recognized.

ó Do not change the default in the Type of Creditor box. 

ó Click [Next] to search the creditor database for this claimant.

NOTE: If no search criteria are entered in the search window, all
creditors belonging to the case will appear on the next
screen. To view and scroll the entire list, click and hold the
mouse on the credit name window.
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STEP 4 The SELECT A CREDITOR FOR CLAIM screen displays the
creditor(s) who meet the search criteria.

ó A pick list displays if more than one creditor meets the search
criteria. 

NOTE: If no search criteria are entered in the search window, all
creditors belonging to the case will appear on the next
screen. To view and scroll the entire list, click and hold the
mouse on the creditor name window.

          ó If, after several attempts with different search clues, you are
unable to retrieve the correct creditor, it is possible to add a new
creditor while on this screen. Click on the Add Creditor hyperlink
and proceed with the addition of the creditor record.  You must
click on  Last Entry before selecting [Next] 

          óó The next three screens show addition of creditor(s).
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ó When Creditors Receipt screen appears (see screen above),
select File a Proof of Claim.  Refer to Step 4 for selecting
creditor.

ó Identify the creditor filing the proof of claim and click highlight.

ó Click [Next].
.
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STEP 5 The PROOF OF CLAIM INFORMATION screen displays.

Ç Enter the data in the appropriate fields for this claim. Do not enter
the “$” or commas in the dollar amount fields.  Values default to
whole dollars. Decimals are accepted but not required.

Ç There is now an Amount Allowed and  Amount Claimed section to
record. Both of these amounts will appear on the Claims Register. 

Ç The Filed By field offers the options of attorney, creditor, debtor, or
trustee.

Ç The optional Status field displays the Claim status of Allow,
Amend, Expunge, Reclassify, Reduce, Withdraw. These values
are controlled by the court.

Ç The Description and Remarks fields are for local court use and
will appear on the Claims Register. Both fields are 60 characters
long.

Ç The Total Amount Claimed and the Total Amount Allowed fields
total the values of Unsecured, Secured, Priority and Unknown.

Ç Click [Next].
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STEP 6 The PDF DOCUMENT SELECTION screen displays. 

.

 ó Click the Browse button to navigate to the directory where the
appropriate PDF file is located.

 ó Right-click for a popup menu, then Click Open.  The Adobe
Acrobat Reader will start up and let you view your document. 
When you confirm your document is the correct document you
intend to file, simply close down the Reader and you will pop back
to the file upload screen.

ó The PDF file you selected should still be highlighted.  Click Open.

ó Click [Next].
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STEP 7 The NOTICE OF ELECTRONIC CLAIMS FILING is then
produced and displayed.  This claim is now part of the official court
record.

ó Clicking on the case number hyperlink on the Notice of
Electronic Claims Filing will present the docket report for this
case.

ó Clicking on the document number hyperlink displays the PDF
image of the claim itself.

ó To print a copy of this notice, click the browser [Print] icon.
ó To save a copy of this notice, click

[File] on the browser menu bar and
select Save Frame As.

ó To continue claims processing, click again on Bankruptcy, File
Claims. Your prior case number will be preserved for further
claims entries to the same case. For a new case, simply type in
the new number and repeat the process outlined above.

STEP 8 CLAIMS REGISTER

ó To run the Claims Register to see how this information is
presented, click Reports on the Main Menu Bar and then Claims
Register hyperlink. There is also a separate Claims Register
lesson.



U.S. Bankruptcy Court - Missouri Western ECF User’s Manual

Revision Date: 04/02/2001 Page 37

This lesson shows the specific example of an application to employ a party as an
auctioneer. 

STEP 1 Click the Bankruptcy hyperlink on the CM/ECF Main
Menu.

STEP 2 The BANKRUPTCY EVENTS screen displays.

! Click the Motions/Applications hyperlink.

STEP 3 The CASE NUMBER screen displays. 

ó Enter the case number in YY-NNNNN format.

Application To Employ
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ó Click  [Next].

STEP 4 The DOCUMENT SELECTION screen displays.

ó Scroll the File a Motion box to select the Employ relief. 

NOTE: To find the motion you need fast, type the first letter of the
employ (E for Employ) and the highlight bar will
immediately select the first event beginning with E.

ó Click [Next].

STEP 5 The JOINT FILING screen displays.

ó This screen is only used if another attorney is joining in a filing.  No
action is necessary.

ó Click [Next].
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STEP 6 The SELECT PARTY screen displays.

ó Scroll the Select the Party box to locate and select the trustee. 
Click [Next] to continue.

STEP 7 The PDF DOCUMENT SELECTION screen displays.

ó Click [Browse], then navigate to the directory where the
appropriate PDF file is located or type the entire directory path.

ó Double-click the PDF file to select it.

ó Click the Yes radio button to the right of the Attachments to
Document prompt to attach the affidavit to the motion.
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NOTE:     Please note that the PDF file of the application to employ is not
an attachment.  An attachment is another supporting document, such as
supporting affidavits, exhibits, etc. which are defined by each court.

An attached document will be referenced in the docket text separately,
and the attached image will be accessible by clicking on the hyperlink
within the docket text.

ó Click [Next].

STEP 8 A DOCUMENT INFORMATION screen displays.

ó The information typed in the windows displayed above will appear
in docket text. Follow local court conventions for entering this data.

ó Click [Next] to continue.

STEP 9 The MODIFY TEXT screen displays.

ó A supplemental text box window and a prefix box are available to
add more detail to the docket text.

• Click the down arrow ñ to display the prefix options. Select
a descriptive prefix, if it is appropriate.

• If necessary, add detail to the final text.

• Click [Next] to continue.

STEP 10 The FINAL APPROVAL  screen will appear. 
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ó Verify the final docket text.  Read the warning message and
proceed.  If correct, click [Next]

ó If the final docket text is incorrect:

ó Click the browser [Back] button to find the errors(s) and proceed
with the event.

ó To abort or restart the transaction, click the Bankruptcy hyperlink
on the Menu Bar.
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STEP 11 The NOTICE OF ELECTRONIC FILING screen displays.

ó Clicking on the case number hyperlink on the Notice of Electronic
Filing will present the docket report for this case.

ó Clicking on the document number hyperlink will present the PDF
image of the application just filed.

ó Scroll down to see participants who have or have not registered for
electronic noticing on this case.

ó To print a copy of this notice click the browser [Print] icon.

ó You may also save the notice through the browser File/Save
option.
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Multi-Part Motions
This procedure explains how to docket a two-part motion. The example illustrated is a
Motion for Relief from Stay and Adequate Protection. 

STEP 1 Click the Bankruptcy hypertext link on the CM/ECF Main Menu.

STEP 2 The BANKRUPTCY EVENTS screen displays.

! Click the Motions/Applications  hyperlink.
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STEP 3 The CASE NUMBER screen displays.

ó Enter the case number, including the hyphen. 

ó Click [Next].

NOTE: You may use the browser [Back] button at any time during
this process to verify former screens until the final
submission.

STEP 4 The DOCUMENT SELECTION screen displays.

ó Scroll the Document Selection box, if necessary, to display
Adequate Protection.

ó Click to highlight Adequate Protection.  Keeping the [Ctrl] key
depressed, scroll and highlight Relief From Stay. There are now
two reliefs identified and selected for this motion.

ó Click [Next].
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STEP 5 The JOINT FILING screen displays.

ó This screen is only used if another attorney is joining in a filing. No
action is necessary.

ó Click [Next].

STEP 6 The SELECT PARTY screen displays.  

ó Since the party, Friendly Finance, is not listed, it must be added.
Click the Add/Create New Party hyperlink.

STEP 7 The PARTY SEARCH screen appears.

ó Enter the first part of the business name and click [Search].

STEP 8 If there are no matches, the system will return a No Person
Found message.



U.S. Bankruptcy Court - Missouri Western ECF User’s Manual

Revision Date: 04/02/2001 Page 46

ó Since the party is not already on the database, proceed to add the
creditor, Friendly Finance.  Click [Create New Party].

STEP 9 The PARTY INFORMATION screen displays. 

ó Enter creditor Name information in the appropriate boxes,
according to court policy.

ó Leave pro se as no.
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ó Expand the Role Type selection pick list by clicking on the down
arrow  ñ and select Creditor.

ó Enter further descriptive text for the creditor in the Party Text field,
if appropriate. (A Connecticut Corporation, Guardian of the State,
etc.)

ó Click [Submit].

STEP 10 The SELECT PARTY screen appears again.

ó The creditor’s name, Friendly Finance, is highlighted.

ó Click [Next] to continue.

STEP 11 The ATTORNEY/PARTY ASSOCIATIONS screen appears.

ó Click the box to establish the association between you and
Friendly Finance.

ó Click [Next].

STEP 12 The PDF DOCUMENT SELECTION screen displays.
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ó Click [Browse], then navigate to the directory where the
appropriate PDF file is located. Double-click the PDF file to 
select it.

ó Click [Next].

STEP 13 The MODIFY DOCKET TEXT screen appears.

ó If appropriate, choose a prefix such as Emergency  from  the
Prefix Text pick list

ó In either or both of the text boxes, add additional text for the
motions you are filing according to your court procedures.

ó Click [Next] to continue.
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STEP 14 The FINAL TEXT EDITING screen displays.

ó Carefully verify the final docket text. This is your last chance to
verify and change this entry before addition to the case.

ó If correct, click [Next]

ó If the final docket text is incorrect:

• Click the browser [Back] button to find the screen to be
modified.
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STEP 15 The NOTICE OF ELECTRONIC FILING SCREEN displays. 

ó Click the browser [Print] button to print a copy of this notice.

ó You may also save the notice through the browser File/Save
option.
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This lesson explains how to docket an objection (or a response) to a motion or
application. The example used is an objection to a Relief from Stay and Adequate
Protection.

STEP 1 Click the Bankruptcy hyperlink on the CM/ECF Main Menu.

STEP 2 The BANKRUPTCY EVENTS screen displays.

ó Click the Answer/Response hyperlink.

STEP 3 The ANSWER/RESPONSE TYPE screen displays.

ó Click the Reference an existing motion/application hyperlink.

Objections to Motions
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STEP 4 The CASE NUMBER screen displays

ó Enter the correct case number, including the hyphen.

ó Click [Next].

STEP 5 The DOCUMENT TYPE SELECTION screen displays.

ó Click on the down arrow in the Document Type pick list.

ó Your choices in the starter database are Objection, Reply or
Response.  Highlight objection.

ó Click [Next].
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STEP 6 The JOINT FILING screen displays.

ó This screen will only be used if another attorney is joining in this
filing.  No action is necessary.

ó Click [Next].

STEP 7 The SELECT PARTY screen displays.

ó The party filing the objection in this example is Providian Financial.

ó Since the party name (Providian Financial) does not display in the
Select The Party box, they need to be added to this case.

ó Click the Add/Create New Party hypertext link.
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Figure 9

STEP 8 The ATTORNEY/PARTY ASSOCIATION screen appears. 

ó Since the party filer, Providian Financial, is new, this screen will
establish you as counsel for them on this case.-

ó Check the box and click [Next].

STEP 9 The PDF DOCUMENT SELECTION screen displays.   

ó The file date and the EOD date for this entry will appear in a
subsequent screen, the Notice of Electronic Filing.

ó Click [Browse], then navigate to the directory where the PDF file
is located or type in the entire drive and directory path.

ó Double-click the PDF file to select it.

ó There will not be any Attachments to the objection in this lesson.
Accept the No default radio button.

ó Click [Next].
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STEP 10 The PENDING MOTIONS screen appears. 

ó Select the appropriate motion you wish to answer by clicking in the
box next to the date.

ó In preparation for enhancing the FINAL DOCKET TEXT screen,
you can use a Windows shortcut to assist your processing.

• Using your mouse, highlight the text of the Applicable
Motion.

• From the browser Edit pull down menu, select Copy or
execute the keystroke [Ctrl+C]. This will store the text in
the Windows clipboard until you are ready to paste it into
the final docket text.

• This utility can eliminate extra typing and also make the
entries of the same type on the docket sheet more
standardized. This step is optional; the final docket text can
still be modified by typing additional text.

ó Click [Next].
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STEP 11 A reminder message will display to ensure the final docket text is
complete and meaningful. 

ó Click [Next].

. 
STEP 12 The MODIFY DOCKET TEXT screen appears

óó These prefixes are optional. (See pop-up menu above.)

ó Complete the docket text with the appropriate prefix and
descriptive detail. If you have copied the text from the
motion in Step 11, position your cursor within the text box
and click on Edit on the browser Menu bar and select
Paste, or, alternatively use the keystroke [Ctrl + V] to paste.

óó Click [Next].
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STEP 13 The FINAL DOCKET TEXT screen appears.

ó Use caution on this screen and proof the contents of the entry
carefully.

ó When you click [Next], the entry is sent to the court’s database.

NOTE: To abort or restart the transaction at any time, click the
Bankruptcy hyperlink on the main menu bar.
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STEP 14 The NOTICE OF ELECTRONIC FILING screen appears.

ó Users should scroll down to view entire notice.

ó Click the browser [Print] button to print a copy of this notice.

ó You may also save the notice through the browser File/Save
option.
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Opening an Adversary proceeding involves entering the necessary information regarding
the plaintiff, defendant, and basic statistical data.  The lead event is incorporated into this
process and will not need to be docketed separately. 

STEP 1 Click the Adversary hyperlink on the CM/ECF main menu bar.

STEP 2 The ADVERSARY EVENTS screen displays. 

ó
Click the Open an AP/MP Case hyperlink.

STEP 3 The CASE DATA screen displays.

ó The case number will be generated later in this process.

ó Select the Office from the pick list by clicking on the ñ arrow and
highlighting your selection.  The office selected should match the
office of the related bankruptcy.

! The current date is displayed next to Date Filed.

Adversary Case Opening
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! The Case Type values are ap for adversary proceeding.  No
action is necessary.

! The Complaint field signifies the lead event for this proceeding.  If
you are filing something other than a complaint, such as a Notice
of Removal, select (n) to change the Y to N.

! Click [Next].

STEP 4 The PARTY SEARCH screen appears.

! Enter the SSN or Tax ID of the plaintiff.

Ç Enter the plaintiff’s last name or, for a business, enter the entire
name in the Last/Business name field.

Ç Click [Search].

STEP 5 The SEARCH RESULTS screen appears. 
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Figure 6

Ç Since this party is new to the court’s database, click [Create New
Party].

STEP 6 The PARTY INFORMATION screen appears. 

ó Enter the plaintiff’s Name  and Tax ID or SSN information in the
appropriate boxes, if it is not already there.

ó Enter the Tax ID or SSN if it is not already there.

ó Expand the Role Type selection pick list by clicking on the down
arrow  ñ and select Plaintiff.

NOTE:     Do not add address information for parties. Noticing will be
through the attorneys.

ó The Party Text field is used for further party description, such as
A California Corporation or Trustee for the Estate of....

ó When this screen is correct, click [Submit].

STEP 7 The PARTY SEARCH screen appears again
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Figure 7

Ç Enter party information for the defendant Dale A. Daniels.  Search
by last name.

STEP 8 When the SEARCH RESULTS screen appears, the party will be
displayed because Dale Daniels is a debtor on the bankruptcy
case. 

ó Highlight the name and click on [Select name from list].

STEP 9 The SEARCH RESULTS screen appears next with this party’s
address as it is recorded in the database from the bankruptcy
case.  
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ó Follow your court’s procedures for addresses for defendants. You
must select the Party Role by clicking on the ñ down arrow for the
Role field.  Highlight Defendant and click on [Submit].  The
defendant’s attorney information will be added at a later time.

ó The Party Search screen will reappear.  You may continue to add
additional parties and when all parties have  been entered, click on
[End Party Selection].  Statistical information will be entered on
the next screen.

STEP 10        The ADVERSARY STATISTICAL  screen appears.

ó Unless the US is a plaintiff or defendant in your case, accept the
default US is not a Party in the Case.
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Other values are:

ó Select the Nature of Suit of the complaint from the list below.  If
there are multiple suits in an adversary, only one can be selected.

• Click on 426 (Dischargeability 523 for this exercise.

NOTE: If one of the multiple suits is a 727 Objection to Discharge, it
is important to enter 424 as the first NOS.

ó The Origin code defaults to original proceeding. No action is
necessary to accept the default. Other values are:

-original proceeding
-removed from state
-remanded from appellate court
-reinstated/reopened
-transferred
-multidistrict litigation

ó The default in the Rule 23 (Class Action) box is n. Change the
default to y if this applies.

ó Demand.  If there is a dollar demand, enter the ($000) amount to
the nearest thousand (i.e. 5,000 enter 5, leave off the 000).

ó The default in the Jury Demand box is n (None). 
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 • Highlight the appropriate selection.

ó Verify the data on your screen and then click [Next].
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STEP 11 The RELATED CASES screen displays. 

ó Enter the Lead Bankruptcy Case Number in yy-nnnnn format,
including the hyphen.

ó If the case number is invalid or if the lead case does not reside on
this database, an error message, “YY-NNNNN is not a valid
case.  Please enter a valid value.” is generated.  You will not be
able to proceed with the case opening process.  Research the
reason for the error.

ó If you do not enter any number in the Lead Case Number field the
system will allow you to proceed with case opening.

ó Select the correct association type for your case.

ó Click [NEXT] to continue.
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STEP 12 The PDF DOCUMENT SELECTION screen displays.

ó To associate the imaged document with this entry, select the PDF
filename of the complaint you are filing.

• Click [Browse] and locate the file.

• Double-click the file name.

• Verify the path and filename of the document you have
selected displays in the Filename  box.

ó There will be no attachments.  Attachments are be covered in
another lesson.

ó Click [Next] to continue.

STEP 13 The message, “Enter Nature of Suit and Description in
Docket Text,” appears on the next screen to remind you to add
any final docket text with pertinent information concerning this
complaint.  

ó Click [Next] to continue.
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Figure 15

STEP 14 The MODIFY TEXT screen displays.

ó Optional prefixes are available for the final docket text.  If
appropriate click on a prefix.

ó Additional description can be typed in the text window. It was
suggested in STEP 8 to add the type of complaint that has been
filed. (See Figure 13.)

ó Click [Next].

STEP 15 The FINAL DOCKET TEXT screen displays. (See Figure 15.)

! Proof this screen carefully!  No further editing in the case opening
process is allowed after this screen.
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! If any part of it is incorrect, click the browser [Back] button to
return to the screen you need to correct.  Then process the
screens again with the respective [Next] or [Submit] buttons.

          NOTE: To abort or restart the transaction at any time up until the
final docket text screen, click the Adversary hyperlink on
the Menu Bar.
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Figure 16

STEP 16 The NOTICE OF ELECTRONIC FILING screen appears.

! The Notice of Electronic Filing is the verification that the filing has
been sent electronically to the court’s database. It certifies that this
is now an official court document.

! Thie Notice of Electronic Filing lists your case number.

ó To print a copy of this notice, click the browser [Print] icon.

ó To save a copy of this receipt, click [File] on the browser menu
bar and select Save Frame As.
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Answer to Complaint

This process shows the steps and screens required for an attorney to file the answer to
a complaint in an adversary case.  For this lesson, let’s assume that you are attorney
Robert Louis Stevenson, and you have logged into the court’s CM/ECF system.

STEP 1 On the main screen of the CM/ECF system, click on the Adversary
hyperlink on the Main Menu Bar. 

STEP 2 The ADVERSARY EVENTS screen displays.

ó For further information on each of these categories, click the icon. 
The following help screen will appear. 
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ó On the Adversary Events screen, click on the Answers... hyperlink.

STEP 3 The next screen lists two menu selections for Answers.

ó Motions/Applications is for documents filed in response to a motion
or application such as joinder, memorandum, objection, reply or
response.

ó Complaint, 3rd, cross, counter is for answers to these types of
documents.  For this lesson, we are docketing the answer to the
original complaint in the case, so click on Complaint, 3rd, cross,
counter. 
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STEP 4 The CASE NUMBER screen displays.  The system will display
the number of the last case you accessed in this session.

ó If the displayed case number is the case number you want, just
leave it.   If it isn’t, enter the desired case number in the format
YY-NNNNN.  (Leading zeroes can be omitted.)

ó Click [Next].

STEP 5 The system will then display a screen to verify the document you
are filing and the case you are filing it to.

ó This screen allows you to indicate whether this is a joint filing with
another attorney.  If it is, click in that box to check it.

ó If the document and case information are not correct, click your
browser [Back] button at the top of the screen one or more times
to access the screen where the error occurred, and correct the
error.

ó If the information is correct, click [Next].
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STEP 6 The SELECT PARTY screen the displays.

ó On this screen you select the defendant(s) for whom this answer
is being filed.  Click on a party to select them, then click [Next].

STEP 7 The ATTORNEY/PARTY ASSOCIATION screen displays.

ó Although you have selected a party for the answer, the application
doesn’t automatically link or associate you with that party.  This
screen, then, is to tell the application that the selected party is
represented by the attorney who is logged in.  To make that
association, click in the check box, then click [Next].
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STEP 8 The COMPLAINT screen displays. 

ó This screen displays the complaints in the case which this answer
could be in response to.  Click in the check box to show which
complaint this answer should be linked to, then click [Next].

STEP 9 The PDF DOCUMENT screen displays.

ó Click [Browse], then navigate to the directory where the
appropriate PDF file is located.

ó Highlight the file. Then right click with your mouse and select open
to verify the contents of the document. If correct, double-click the
PDF file to select it. 

ó There will be no attachments to this petition.  Attachments will be
covered in a later lesson.

ó Click [Next] to continue.
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STEP 10 The ANSWER INCLUSIONS screen displays. 

ó On this screen you can indicate whether this answer includes a
third-party complaint, a cross-claim, and/or a counterclaim.  Click
in the check box for any other claims which this answer contains,
then click [Next] to continue.
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STEP 11 The FINAL TEXT EDITING screen displays.

ó In the field before “Answer” you can select a prefix, such as
Amended, Joint, or Second, if appropriate.

ó In the field after “Complaint” you can insert any additional
descriptive text that you feel is relevant.  Any text inserted here will
appear in italics in the final docket entry.

ó Verify the accuracy of the docket text. This is what will print on the
docket sheet.  If it has a significant error, click the browser’s
[Back] button at the top of the screen one or more times to
access the screen which caused the error, and correct the error.

ó To abort or restart the transaction, click on the Adversary hyperlink
on the CM/ECF Main Menu Bar.  Although this can be done at
any time, this is your last opportunity to change the event.

ó If the docket text is correct, click [Next] to continue.

STEP 12 The EVENT SUBMISSION screen displays.

ó This is your final chance to quit out of the event.  If it is not correct,
click on one of the choices in the CM/ECF Main Menu Bar.  If it is
correct, click [Next] to continue.
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STEP 13 The NOTICE OF ELECTRONIC FILING screen displays. 

ó The Notice of Electronic Filing is the verification that the filing has
been sent electronically to the court’s database.  It certifies that the
summons was issued.

ó Clicking on the case number hyperlink, 00-01222, will display the
docket report for this case.

ó Clicking on the document number hyperlink will display the PDF
image of the document just filed, if it had a PDF image.

ó To print a copy of this notice, click the browser [Print] icon or
button.

ó To save a copy of this receipt, click [File] on the browser menu
bar and select Save Frame As.
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Cases Report 

Displays summary data about selected cases, plus links to view more
detailed information about each case.

Claims Register

View the claims register for a case. Click on Run Report after specifying the
selection criteria. 

Docket Report 

Display the formatted docket sheet with links to documents.

Reports
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Queries

Query allows you to view a variety of information about a case, such as a list of
attorneys or current status, as well as the docket sheet. After identifying the case
you want, you will see a
menu of these choices. 

Search Clues screen

You can find the case by case number, OR the name of a participant, OR
name and type of a participant, OR Social Security number (SSN), OR Tax
ID number.

Case Number Enter at least the case year and case number.

Name Enter at least two characters of the last name, using an
asterisk as a substitute  for unknown letters (e.g. Jo*s
will find Jones, Johnson, Joseph etc). The search is
"case sensitive").

SSN Enter the full SSN number in the format ###-##-####.

Tax ID Enter the full Tax ID number in the format ##-#######.

Type Click on the down arrow and highlight the desired
person type. 

Select a Person This screen will be displayed if you are searching by
name and more than one person matched what you
entered. Click on the name of the person whose
information you wish to find. 

Select a Case This screen will be displayed if you selected a name
from the "Select a Person" screen and that person is
associated with more than one case. Click on the
number of the case whose information you wish to view. 

Query menu The items to which you have access are listed. Options which
show "..." after their name will have an additional selection
screen. 



U.S. Bankruptcy Court - Missouri Western ECF User’s Manual

Revision Date: 04/02/2001 Page 81

Known Problems and Troubleshooting

Known Problems

Converting documents to PDF 

 If  WordPerfect 5.1 or 7.0 is used to write the document, and
the document is more than three pages, Adobe Acrobat will
not convert all pages to the PDF format. The converted
document will have missing pages.  Use Adobe Exchange to
ensure the integrity of the converted PDF document.  

Cannot login to the System

A  session can only be established using Netscape Navigator
4.5 or higher.  

ECF is not consistently compatible with Internet Explorer.

If you are using Netscape Navigator 4.5 or higher, and your
password and login have both been correctly typed, and you
still cannot login to the system, please call the Court’s Help
Desk at 1-800-466-9302.

To ensure the documents transmitted have arrived in their
entirety, it is important to read the document after it is received
by the Court.  This can be done by viewing the docket sheet for
the case and selecting the transmitted document.  The number
of the transmitted document appears on your electronic filing
receipt.

Trouble-shooting Hints

If your login or password is not accepted, please ensure that they are
typed correctly. The logins and passwords are case-sensitive.
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Terminology and Helpful Hints 
     on Determining System Configuration

Standard This is the basic software that your computer uses to operate. 
Platform The opening screen will show whether you are using Windows 95,

Windows 98, Windows NT or Windows 3.1 (the predecessor to
Windows 95).

RAM RAM is the amount of memory your computer has.  Memory is
important because it controls how fast your computer operates and
the complexity of the software it can run.  To determine how much
memory your computer has, do the following:

Click on the start button in the bottom left-hand corner of your screen
(if you have Windows 95 or later); click on settings; click on control
panel; click on the system” icon and click on the “General” tab
(although it should already be on that tab).  The number of ram will be
noted on the screen.

Modem Modem speed is the speed at which your computer can send to
Speed and receive information from the Internet using the telephone lines.  If

you have a modem, you can determine its speed by doing the
following:

Click on the start button in the bottom left-hand corner of your screen
(if you have Windows 95 or later); click on settings; click on control
panel; click on the modems icon.  The screen should display the
speed of your modem, such as 14.4,  28.8, 33.6, or 56.

Adobe Adobe Acrobat Writer and Reader are software  programs that
Acrobat enable a computer to read and write documents in the format

required for ECF.  That format is called PDF, which is short for
Portable Document Format.  The Adobe Acrobat Reader is a free
program that can be downloaded from the Internet.  It only allows a 
computer to read PDF documents, such as tax forms downloaded
from the IRS website.   The Adobe Acrobat Writer program must be
purchased, but will be available at a discount for attorneys using ECF.
The Writer program enables a computer to convert documents
created with word processors such as Word or WordPerfect to PDF
format.  Attorneys using ECF will need both the Reader and the
Writer. (The Reader is usually included in the Writer program.)
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Netscape Netscape is an Internet browsing software program.  It is available on
the Internet for free.  If you are already using Netscape to “surf” the
Internet, you can determine what version you have by doing the
following: Start the Netscape program; click on the “help” menu at the
top; and click on the bottom item on the menu, which will be either
“about navigator” or “about communicator.”  The 
version number will be dispayed on the screen.

Flatbed A scanner is a piece of equipment that scans a document, like a
copier, and sends  the image to a computer.  A flatbed scanner is,
much like it sounds, a scanner that is flat and operates like a small
copier (without the output tray).  A sheet feeder enables the scanner
to scan a number of pages automatically.  Most scanners will
translate the image into a form compatible with the Adobe software,
although the manual for the scanner will have the details.
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Bankruptcy Events List

Appeal
Addendum to Record on Appeal
Appellant Designation
Appellee Designation
Cross Appeal
Election for Appeal to District Court
Notice of Appeal
Record on Appeal
Statement of Issues on Appeal

Batch Filings
Ch 13 Tr Final Report-Completion
Ch 13 Tr Final Report-Conversion
Ch 13 Tr Final Report-Dismissal
Ch 13 Tr Final Report-Hardship Discharge
Notice Allowing 13 Claims by Trustee
Notice Allowing Amended 13 Claims by Tr
Trustee’s Obj to Confirmation of Plan (batch)

Claim Actions
Notice Transfer Claim and 2002
Objection to Claim (secured)
Objection to Claim (unsecured)
Objection to Transfer of Claim
Transfer of Claim
Withdrawal of Claim

Creditor Maintenance
Enter individual creditors
Upload a creditor matrix file
Edit creditors 

Motions/Applications
Abandon
Accounting
Adequate Protection
Administrative Expenses
Allow Claims
Amend
Amend Plan by 13 Trustee
Amended Application
Amended Motion
Appear pro hac vice
Appoint Creditor’s Committee
Appointment of Trustee
Arrearages
Assume/Reject
Avoid Lien
Borrow

Close Case
Compel
Compensation

Motions/Application (continued)
Compromise Controversy
Consolidate
Contempt
Continue Hearing
Convert 13 to 7 by Trustee
Convert Case 7 to 11
Convert Case to 12
Convert Case to 13
Convert Case to 7
Deconsolidate Case Association
Defer Fee
Delay Discharge by Debtor
Deposit Funds into Court Registry
Deposit Unclaimed Funds
Determine Tax Liability
Disallow Claims
Disburse Funds
Dismiss Case
Dismiss Case by 707b by UST
Dismiss Case by 13 Trustee
Dismiss Party
Dismiss/Withdraw Document
Emergency Refund for Debtor
Employ
Examination
Expedite Hearing
Extend Exclusivity Period
Extend Plan Payments
Extend Time
File Out of Time
Final Decree
Final Decree & Ch 11 Final Report
Hardship Discharge
In Limine
Incur Debt
Join
Joint Administration
Leave to Appeal
Limit Notice
Limited Admission
More Definite Statement
Pay
Pay Filing Fee in Installments
Post-Confirmation Fees



U.S. Bankruptcy Court - Missouri Western ECF User’s Manual

Revision Date: 04/02/2001 Page 85

Preliminary Injunction
Prohibit Use Cash Collateral
Protective Order
Quash
Quash Garnishment
Reaffirmation
Reconsider

Motions/Applications (continued)
Recusal
Redeem
Reinstate Case
Relief from Co-Debtor Stay
Relief from Stay
Remand
Remove Debtor as Debtor in Possession
Reopen Case
Revive Judgement
Sanctions
Sell
Set Hearing
Set Last Day to File Proofs of Claim
Settlement Agreement
Shorten Time
Spend Income Tax Refund
Stay
Stay Pending Appeal
Substitute Attorney
Substitute Party
Summary Judgement
Suspend Plan Payments
Transfer Case Inter-District
Transfer Case Intra-District
Transfer Claim
Use Cash Collateral
Vacate
Waive Pay Order
Withdraw As Attorney
Withdrawal of Reference
Writ
for Order

Multi-Case Docketing
Chapter 13 Plan Certification
MoDR Motion to Dismiss Case
Tr Motion Dismiss Case for Default
Trustee’s Report of No Distribution

Notices
Amendment to Schedules
Continuance of Meeting of Creditors
Creditors to File Claims (court use only)
Default

Dismissal
Intent to Transfer Equity Interest
Notice of Motion (sets objection deadline)
Submission of Fees
Voluntary Conversion to Chapter 7
Voluntary Dismissal 
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Objection/Response...
Reference an Existing Document
Objection
Reply
Response

Other Answers
Answer (Involuntary)
Answer, Section 304 Petition

Orders/Opinions (court  use only)

Other
20 Largest Unsecured Creditors
Address Added or Changed
Affidavit
Amended Matrix Adding Creditors
Amended Matrix Deleting Creditors 
Amended Schedules 
Amended Voluntary Petition
Assignment of Judgment
Assignment of Tax Refund
Attorney’s Signature, Exhibit B
Attorney’s Signature, page 2
Brief
Certificate of Service
Chapter 11 Ballots
Chapter 11 Final Report and Account
Conversion Schedules
Creditor Matrix
Debtor’s Signature re: Relief Availability
Declaration
Disclosure of Comp of Atty for Debtor
Entry of Appearance
Equity Security Holders
Exhibit List Filed
Findings of Fact and Conclusions of Law
Interrogatory Answers
Involuntary Summons Service Executed
Involuntary Summons Service Unexecuted
Notice of Appearance and Req for Notice
Notice of Assumption of Lease
Notice of Change of Address
Notice of Continuance of Mtg of Creditors
Notice of Intent to Surrender Property
Objection to Debtor’s Claim of Exemptions
Obligations Ch 11 Debtor
Operating Report
Reaffirmation Agreement
Redemption Agreement
Rejection of Executory Contract of Lease
Request for Hearing

Request for Notices by Creditor
Rescission
Satisfaction of Judgment

Other (continued)
Schedule A
Schedule B
Schedule C
Schedule D
Schedule E
Schedule F
Schedule G
Schedule H
Schedule I
Schedule J
Schedule A-J
Section 304 Petition
Settlement Agreement
Social Security Number/Tax Id
Statement of Chapter 7 Business

Operations
Statement of Financial Affairs
Statement of Intent
Stipulation
Suggestions of Death
Summary of Schedules
Verification by Debtor
Withdraw  Document
Witness List filed

Plan
Amended Chapter 11 Plan
Amended Chapter 12 Plan
Amended Chapter 13 Plan
Amended Disclosure Statement
Chapter 11 Plan
Chapter 12 Plan
Chapter 13 Plan
Chapter 9 Plan
Disclosure Statement
Objection to Confirmation of Plan

Trustee/US Trustee
13 Trustee Objection to Exemption
Abandonment
Agreement to Continue Meeting of

Creditors
Agreement to Waive Appearance
Amended  Summary to Final Report
Chapter 12 Trustee’s Final Report and Acct
Chapter 13 Plan Recommendation
Claim Recommendation
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Comment by UST
Final Account  /  Zero Balance
Final Asset Report
Notice & Summary of Final Report
Notice Appointing Trustee
Notice Intent to File Objection to Claim
Notice of Appointment of Creditors’ Comm
Notice of Assets
Notice of Intent to Abandon

Trustee/US Trustee (continued)
Notice of Intent to Sell
Objection to Exemptions
Rejection of Appointment
Report of Sale
Report of Sale by Auctioneer
Request for Dismissal Order
Request for Show Cause
Request to Defer Payment
Statement Non-Formation of Committee
Trustee’s Interim Report
Trustee’s 341/Initial Report

Adversary Events List

Answers
Motion/Application
Objection
Reply
Response
Complaint, 3rd, cross, counter

Appeal
Addendum to Record on Appeal
Appellant Designation
Appellee Designation
Cross Appeal
Election for Appeal to District Court
Notice of Appeal
Record on Appeal
Statement of Issues on Appeal

Complaints & Summons
Amended Complaint
Answer to Complaint - 2
Complaint
Complaint, Third-Party
Counterclaim
Crossclaim

Notice of Removal
Registration of Foreign Judgment
Summons Service Executed
Summons Service Unexecuted

Motions
Add Defendant
Amend
Amended Application
Amended Motion
Appear pro hac vice
Compel
Compromise Controversy
Consolidate
Consolidate for Trial
Contempt
Continue Hearing
Deconsolidate Case Association
Default Judgment
Defer Fee
Dismiss Adversary Proceeding
Dismiss Party
Dismiss/Withdraw Document
Expedite Hearing
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Extend Time
File Out of Time
Intervene
Join
Jury Trial
More Definite Statement
Preliminary Injunction
Protective Order
Quash
Reconsider
Recusal
Reinstate Case
Remand
Reopen Case
Revive Judgement
Sanctions
Set Hearing
Settlement Agreement
Shorten Time
Stay
Stay Pending Appeal
Substitute Attorney
Substitute Party
Summary Judgement
Transfer Adversary Inter-District
Transfer Adversary Intra-District
Withdraw As Attorney
Withdrawal of Reference
for Order

Notices
Notice of Motion (sets objection deadline)
Stipulated Dismissal in an Adv Proceedings
Voluntary Dismissal

Orders/Opinions (for court use only)

Other
Affidavit
Assignment of Judgment
Bill of Costs
Brief
Certificate of Service
Entry of Appearance
Exhibit List Filed
Findings of Fact and Conclusions of Law
Interrogatory Answers
Notice of Change of Address
Request for Hearing
Response
Satisfaction of Judgment
Settlement Agreement

Stipulation
Withdraw Document
Witness List Filed


