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To begin, from the blue bar, click on the word: Bankruptcy 
 
Click: Open BK Case 
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Open New Bankruptcy Case: 
 

 Chapter must be selected. 
 Change Joint Petition to ‘y’ , if appropriate. 

 
To continue, click: Next 
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Search for a debtor 
 

 Last/Business name field, enter the debtor's last name or the 
business name  

 
 First Name field, enter the debtor's first name 

 
Then click: Search 
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Party search results: 
 

- If the name is an EXACT match to your pdf, click on it once, then 
click: Select name from list. 

 
 -   If the name is NOT an exact match, click: Create new party 
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Debtor Information: 
 
You MUST enter the: 
- Social Security Number 
- Street Address 
- City, State Abbreviation, Zip Code 
- County 
 
DO NOT enter the Debtor’s phone number 
DO NOT enter the Country 
 
Party text field is for descriptive information about the debtor; 
for example:  Former Officer of John Doe's Shoes 
 
See next page for adding an Alias  
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Alias Information: 
 
-In the Last/Business name field: 
  enter the Last Name ONLY or the entire name of the Business 
 
- In the First name field: 
   enter the First Name ONLY, leave blank for a business 
 
- In the Generation field:  enter: Jr., Sr., III 
 
- Always select a Role from the drop down box 
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Debtor Information: 
 
The Debtor has been added.   
 
To continue, click: Submit 
 
(If joint case, add the joint debtor) 
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Verify the Office and County 
 
Click: Next 
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Statistical information is mandatory.  
 
  - If you are paying the Filing Fee in Full, select 'Paid' for the Fee status. 
 
  - If 'Installments' is selected for the Fee Status, the application must be  
    filed immediately after submitting the new petition. 
 
To continue, click: Next 
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Filename: 
 
Click Browse to attach the ENTIRE petition.   
All schedules and statements should be combined into 1 pdf.  
 
- Do Not separate each schedule/statement. 
 
To continue, click: Next 
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The Fee amount is displayed 
 
To continue, click: Next 
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To continue, click: Next 
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Docket Text: Final Text: 
 
- This is the LAST screen before filing the petition.  Verify the information  
   in the docket text window before clicking Next. 
 
-  Have you redacted? 
 
To continue, click: Next 
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Notice of Electronic Case Filing: 
 
This is your receipt of filing.   
The case number is displayed on this screen. 


