
 
 

 
Prepare Voluntary Petition, 
Schedules, etc. and convert to 
PDF File 

START 

FILING A NEW BANKRUPTCY CASE USING CM/ECF – Open BK Case 
**DO NOT use this chart for Case Upload*** 

 
Docket the CM/ECF Application to Pay 
Filing Fee in Installments event and attach 
the Application to Pay Filing Fee in 
Installments PDF File 

 
Prepare the Chapter 13 Plan and save as PDF 
File. 

 
Prepare Application To Pay Filing Fee in 
Installments and save as PDF File.  Using PDF 
form from court’s internet website, click on 
Bankruptcy Forms and select appffect,pdf, Fees—
Application to Pay Filing Fee in Installments ( to 
be used in Electronically Filed Cases Only) 

 
Run the CM/ECF Creditor 
Maintenance program and 
“load” the Creditor Matrix 
text (*.txt) file 

 
Run the CM/ECF Open BK 
Case program and attach the 
Petition/Schedules PDF File 

 
Prepare Matrix and save as 
text (*.txt) file 

Do you need to file 
an Application to 
Pay Filing Fees in 

Installments?

yes

no

 
Are you filing a 
Chapter 13 case 

with a Plan?

no 

yes 
Docket the CM/ECF Chapter 13 Plan 
event and attach the Chapter 13 Plan 
PDF File. 

FINISH 
Ver. 03/08/2005 

 
The Chapter 13 Plan must be filed 
within 15 days of filing a Chapter 13 
case. 


