
Opening a New Bankruptcy Case

! Go to our website, https://ecf-train.nvb.uscourts.gov/
! Click on the link to the District of Nevada - Document Filing System,  and type in

your assigned ECF login and password
! Click on “Bankruptcy” (a list of bankruptcy events will appear)
! Click on “Open a BK case”

On the first screen, click on each box to add appropriate information (joint
petition, chapter, deficiencies). If you are filing an incomplete petition, one that
does not contain all of the required documents, be sure to check yes for
deficiencies. Click “next”. 

! The computer will ask you to search for a party.  Enter the last/business name of
the debtor and click “search”. Always search for your party first to ensure that
he/she is not already in the system.



! The next screen will tell you if the party is found.  If no person is found, click
“create new party”.  

! You will then enter the party’s information.  If the party has an alias, click on
“alias” to add. Make sure the county selection is made and a zip code is entered.
Once that is complete, you may review the information you have entered before
submitting. Please remember, each field has a 50 character limit.  Once you
are sure all information is complete, click on “submit”. 



! At the next screen, you will be asked to add a joint debtor if you selected joint
debtor on the first screen.  For the party role type, select joint debtor. If you did
not select joint debtor on the first screen, you will not see this screen. 

! The next screen will notify you of the divisional office selection for the case
based on the county code provided.  After clicking “next”, the screen will ask for
statistical information about the debtor.  Be sure to complete each block.  Click
“next” to continue.

! The computer will then ask for a pdf document which is your petition.  Attach the
pdf document, click  “next”. 



! The next screen is for informational purposes only.  It simply informs you of the
fee due and that preparation should be made to pay at the end of the
transaction.

! The next screen is very important!  You will see a warning that says: “Attention!!
Submitting this screen commits this transaction. You will have no further
opportunity to modify this submission if you continue.”   Read the text completely
(this is how it will appear on the docket sheet) and if it is correct, click “next”. 

! If the text is not correct, use the “back” button on your browser’s tool bar, to scroll
thru the previous screens until you find the screen where the error was made. 
Once the correction is made, proceed thru the screens by clicking on the “next”
button until you return to the warning screen.  NOTE: Pay attention to each
screen as you proceed forward .  Each screen should be viewed for its
correctness.



! The next screen gives you the “Notice of Bankruptcy Case Filing”, which gives
you the new bankruptcy case number.  You can print this page for your records. 
You will notice that the case number and document number are underlined.
Those are hyperlinks to that case.  You may click on those and login into Pacer
to view the document or docket sheets.

! Should the circumstances require a time stamped copy of the Notice of
Electronic Filing, you can click on the hyperlink for the Notice of Bankruptcy
Case Filing.  You will be asked for your Pacer login.  Once entered, you will
received a time stamped copy of the Notice of Electronic Filing. Note:  This is a
free look, your pacer account will not be charged to view this notice.



! Upon receipt of the Notice of Electronic Filing, you will be presented with a
popup  screen for credit card payment.  If you have more petitions to file, click on
the Continue Filing button, if not, click on the Pay Now option.  You will then be
prompted to enter your credit card information.

**NOTE: Once you have filed your petition, don’t forget to upload your creditor
matrix and run the judge/trustee assignment.
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