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Introduction Slide 
Slide notes: Welcome to the module on opening an Adversary Proceeding. 
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Navigation 
Slide notes: Take a moment and review the navigation instructions on this screen. When you're ready to begin, click START. 
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Objectives 

Slide notes: This module simulates opening an adversary proceeding in CM/ECF. 

 

After completing this module you will be able to: link the adversary to the lead bankruptcy case, add the plaintiff and the attorney, add the defendant, 
enter required statistical information, associate the PDF file of the complaint to the entry on the docket sheet, and describe the parts of the notice of 
electronic filing. 

 
When you're ready, click the CONTINUE button. 
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Login Screen 

Slide notes: Accessing the court's CM/ECF system initially presents you with a login screen. To view documents or case information, log in to PACER 
with the login and password you obtained from the PACER Service Center.  You may then query case information and reports.  

 
To file a pleading with the court, enter the CM/ECF login and password provided to you by the court. For the purposes of this module, we'll be logging 
in to the CM/ECF system as attorney Debbie Roberts. 
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Slide 5 
Slide notes: No audio - transition slide. 
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Slide 6 
Slide notes: No audio - transition slide. 
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Slide 7 

Slide notes: You may enter an optional client code if you want to have PACER charges reported by client. 
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CM/ECF Main Menu 
Slide notes: After you have successfully logged into CM/ECF, menus for each category of action are displayed on a blue menu bar at the top of the 
screen.  To begin, click Adversary. 
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Slide 9 
Slide notes: A list of Adversary categories of events displays on this screen.  Your court’s list may differ from what is shown here.  To begin the 
process of opening an adversary proceeding, click Open AP Case. 
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Slide 10 
Slide notes: The Open Adversary Case screen displays.  On this screen, the Case type field defaults to "ap" for adversary proceeding --- and the 
Date filed field defaults to the current date.  Neither field can be changed.  Click the Complaint drop-down arrow. 
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Slide 11 
Slide notes: If a complaint initiates this proceeding, you would select "y" for yes.  A Notice of Removal can be filed as an adversary case in many 
courts. For those cases, "n" should be selected. For our example, a complaint is being filed.  Click "y." 
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Slide 12 
Slide notes: Click Next. 
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Slide 13 
Slide notes: The Lead case number andAassociation type fields allow you to create an association between this adversary proceeding and the lead 
bankruptcy case.  Entry of the correct bankruptcy case number is critical.  This case number will appear not only on the adversary docket sheet but 
also on the docket report for the bankruptcy case.  Watch as I enter bankruptcy case number 09-10023.  Now click the Association type drop-down 
arrow. 
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Slide 14 
Slide notes: As you can see, consolidated or jointly administered cases can also be linked to a lead case.  For our example, click Adversary as the 
association type. 
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Slide 15 
Slide notes: Click Next. 
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Slide 16 
Slide notes: The adversary proceeding is assigned to the same divisional office and judge as the related bankruptcy case.  Click Next. 
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Search for a Plaintiff 

Slide notes: This next screen in the adversary case opening process is used to search for the plaintiff within the court's CM/ECF database.  A search 
must be performed to prevent the entry of duplicate records. You have the option to search by social security number, tax ID or employer 
identification number, or last or business name.  You may also enter a first name and/or middle name to further narrow your search.  For our 
example, type Alamo City Bank in the Last or Business name field for the plaintiff.  Then, click Search.  
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Add a Plaintiff 
Slide notes: If a match is found, a list of party names will display.  If no matches are found using the search criteria you entered, CM/ECF displays the 
No person found message shown here. You can try additional searches by using different search criteria to make sure this person or entity is not in 
the database.  For our example, we will continue by clicking Create new party. 
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Slide 19 
Slide notes:  The Plaintiff Information screen displays, allowing you to enter information to create a party record in the CM/ECF database for the 
plaintiff. Appropriate warning messages display if a required field is left blank.  In the Address 1 field, type 2690 San Pedro Ave. Then press the TAB 
key to advance to the next field.  

 

 

 



Adversary Proceeding Opening-Attorney  

 

Page 20 of 64 

 

Slide 20 
Slide notes: In the City field, type San Antonio, then press the TAB key. 
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Slide 21 
Slide notes: In the State field, type TX, then press the TAB key. 
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Slide 22 
Slide notes: For the Zip code, type 78236, then press the TAB key. 
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Slide 23 
Slide notes: Type the phone number shown, including the hyphens, and then press the TAB key. 
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Slide 24 
Slide notes: A selection in the Role in the Bankruptcy Case field is required for our party, Alamo City Bank.  Click the drop-down arrow to view the role 
types. 
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Slide 25 
Slide notes: Alamo City Bank is a creditor on the bankruptcy case associated with this adversary.  Therefore, click Creditor from the list. 
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Slide 26 
Slide notes: The attorney for the plaintiff filing the case must be manually added to the case. This is the only instance in CM/ECF where you, as the 
individual logged in,  must add yourself as the attorney. All other events recognize your attorney login. Click Attorney to begin this process. 
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Slide 27 
Slide notes: Recall that the attorney that logged in at the beginning of this lesson was Debbie Roberts. To  search the database for Debbie Roberts 
you may use her state bar id or last name.  The name search is not case sensitive. Type roberts in the Last name field then click Search. 
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Slide 28 
Slide notes: The attorney search results lists all attorneys matching your search criteria.  To add her as the attorney for the plaintiff, Alamo City Bank, 
click Roberts, Debbie. 
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Slide 29 

Slide notes: A window displays showing the selected attorney's name, bar ID and address information for verification.  If your search finds more than 
one attorney with the same name in the Attorney Search Results box, this verification feature lets you ensure the correct attorney is selected for the 
party.  Click the "x" to close the window. 
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Slide 30 
Slide notes: Click Select name from list. 
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Slide 31 
Slide notes: The attorney information screen now displays for attorney Debbie Roberts.  Any changes you make to the attorney record on this screen 
are reflected in the attorney's record for this case only.  The E-mail field is used to display the E-mail address reflected in the attorney's record in the 
CM/ECF database.  You should not change this E-mail information here. Click Add attorney. 
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Slide 32 

Slide notes: At this point, we have finished entering information for the plaintiff.  Click Submit. 
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Slide 33 
Slide notes: Since Alamo City Bank is the only plaintiff for this case, click End plaintiff selection.  
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Search for Defendant 
Slide notes: The next screen to display in the opening of an adversary proceeding is used to search for a defendant.  As with the plaintiff search 
screen, the search must be performed to prevent the entry of duplicate records, and you have the option to search by social security number, tax ID,  
employer identification number, last or business name, first name, or middle name.  In the Last or Business name field, type smith and then click 
Search. 
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Slide 35 
Slide notes: The database displays a list of all names that match the search criteria in the Party search results.  For our example, the defendant is 
Tanya Smith and there is a match in the CM/ECF database.  Click on Smith, Tanya. 
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Slide 36 
Slide notes: A window displays showing the last four digits of the defendant's social security number as well as address information for verification 
purposes.  Click the "x" to close the window. 
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Slide 37 
Slide notes: Click Select name from list. 

 

 

 



Adversary Proceeding Opening-Attorney  

 

Page 38 of 64 

 

Slide 38 
Slide notes: A selection in the Role in Bankruptcy Case field is required for all plaintiffs and defendants.  Click the drop-down arrow. 
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Slide 39 
Slide notes: Click Debtor from the list. 
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Slide 40 
Slide notes:  
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Slide 41 
Slide notes: At this point in the process, the attorney for the defendant is unknown.  We have completed entering information for the defendant, so 
click Submit. 

 

 

 



Adversary Proceeding Opening-Attorney  

 

Page 42 of 64 

 

Slide 42 

Slide notes: If there were additional defendants, the process would be repeated here with search criteria for the next defendant.  For our example, we 
have finished entering defendants.  
Click End defendant selection. 
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Case Statistical Information 

Slide notes: This screen is used to enter data that will be sent to the Statistics Division of the Administrative Office in Washington DC. 
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Slide 44 
Slide notes: To display the party code options, click the drop-down arrow. 
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Slide 45 
Slide notes: Make the appropriate selection to indicate whether the United States is either a plaintiff, defendant, or is not a party to the adversary 
case.  For our example, we will select the default value 3, Unites States is not a party to the case. 
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Slide 46 
Slide notes: Click the Rule 23 class action drop-down arrow. 
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Slide 47 

Slide notes: If this adversary proceeding is a class action suit, you would select "y" for yes.  Since this adversary proceeding is not a class action, 
click the default "n" for no. 
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Slide 48 
Slide notes: Click the Jury demand drop-down arrow. 
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Slide 49 
Slide notes: The selection made in this field indicates whether the defendant, the plaintiff, both parties, or neither party has requested a trial by jury.  
For our example, click the default Jury demand of none. 

 

 

 



Adversary Proceeding Opening-Attorney  

 

Page 50 of 64 

 

Slide 50 

Slide notes: If a dollar demand has been made in the complaint, you would enter the amount to the nearest thousand in the Demand field.  No dollar 
demand has been made in our example, so we'll leave the Demand field blank.   

 

If the adversary proceeding involves a substantive issue of state law, you would click the State law drop down arrow and select "y."  For our example,  
we will accept the default "n" for no. 
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Slide 51 
Slide notes: Up to five causes of action can be recorded on this screen.  Click the Primary nature of suit drop-down arrow to display the available 
options for the nature of suit. 
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Slide 52 
Slide notes: Our suit involves an objection to discharge.  Therefore, click 41 - Objection or revocation of discharge.  
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Slide 53 
Slide notes: No other natures of suit need be selected for our example, so we will leave the default value "none" in the remaining nature of suit fields.  
Click Next. 
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Attach PDF Document 
Slide notes: The PDF document must now be associated with this filing.  Click the Browse button. 
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Slide 55 
Slide notes: Navigate to the location on your computer where your PDF file is stored.  For our example, click the Complaint. pdf document. 
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Slide 56 

Slide notes: Our example does not simulate opening the PDF document, but it's always a good idea at this point to verify that this is the correct PDF 
document you want attached to this event.  Click the Open button to associate this document to this entry. 
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Slide 57 

Slide notes: The path of the PDF document is now in the Filename field.  If you are attaching additional documents, you would click the Yes radio 
button next to Attachments to Document.  For this exercise we have no attachments.  Click Next. 
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Slide 58 

Slide notes: The filing fee screen may vary depending on how your district handles payment of fees, so follow your district's instructions regarding 
payment of fees.  For our example, we will leave the Receipt number field blank.  Click Next.    
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Slide 59 
Slide notes: Click Next. 
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Slide 60 

Slide notes: The final docket text screen displays.  Notice that once this screen is submitted, you will have no further opportunities to cancel or modify 
this transaction.  Click Next. 
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Notice of Electronic Filing 

Slide notes: This Notice of Electronic Filing is the verification that the filing has been sent electronically to the court's database.  It certifies that the 
adversary case has been opened and assigned a case number.  The complaint is now an official court document and is assigned document number 
1.  In addition, the lead bankruptcy case number is displayed, and the complaint entry on the bankruptcy docket report has been assigned document 
number 6.  We suggest you print this page as a record of the filing. Copies of this notice are immediately e-mailed to all parties on this case who have 
subscribed to this service.  

 

Press the PAGE DOWN key to access the bottom of the Notice of Electronic Filing. 
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Slide 62 
Slide notes: The electronic document stamp is a unique identifier for this PDF document.  It is a security feature used throughout CM/ECF.  The 
bottom of the Notice of Electronic Filing includes a list of those individuals who will be noticed electronically and a list of those who must be notified by 
mail. 
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Summary 

Slide notes: This concludes the lesson on opening an adversary proceeding. 

 

You should now be able to:  link the adversary proceeding to the lead bankruptcy case, add a plaintiff and their attorney, add a defendant, enter 
statistical case information, associate a pdf document to the entry, and describe the parts of the notice of electronic filing. 

 

To exit this module, click the EXIT button. 
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Exit 
Slide notes: Thank you for viewing the module on Opening An Adversary Proceeding. 

 

 


