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Slide 1 - Introduction Slide 

 
Slide notes 
Welcome to the PDF Basics for CM/ECF module. 



PDF Basics for CMECF  

 

Page 2 of 31 

Slide 2 - 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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Slide 3 - Overview and Objectives 

 
Slide notes 
In this module you will learn what PDF stands for. You will learn how to upload a PDF document into CM/ECF. You will view information about the 
document and then view the document itself. Next, you will add an attachment to the main document and at the completion of the filing you will be able to 
describe how to access PDF document attachments. Click CONTINUE. 
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Slide 4 - PDF Description 

 
Slide notes 
Portable Document Format (PDF) is a file format created by Adobe Systems in 1993 . It is used for the exchange or sharing of documents among software 
applications. When a PDF document is created, it retains the formatting, fonts and images of the original document and looks the same if viewed or printed. 
The Adobe Acrobat program is used to create and view PDF documents which may be digitally signed and encrypted. The PDF file format is an industry 
standard at this time. Click CONTINUE. 
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Slide 5 - Browse to locate the document. 

 
Slide notes 
In this simulation you are filing a Motion to Avoid Lien in case number 09-10007 as attorney George T. Walker. The process of associating a PDF document 
with this filing begins with this screen. Click Browse.  
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Slide 6 - Slide 6 

 
Slide notes 
You may have to navigate to locate the appropriate folder containing the PDF file you need. For our simulation, we have located the appropriate folder for 
you. Double-click the 09-10007-Hammock case folder. 
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Slide 7 - View information. 

 
Slide notes 
Here are the contents of the selected case folder. Notice that in this view, only a portion of the document name is displayed. Rest your mouse over the 
Motion to Avoid Lien file icon to view a pop-up box showing the full name of the file as well as the type, size and last modified date and time for the file. 
Moving the mouse away from a file icon removes the additional information from the screen. When using lengthy file names such as these, you may want to 
change the format of how the file information is displayed. Click the Views drop-down arrow. 



PDF Basics for CMECF  

 

Page 8 of 31 

Slide 8 - Slide 8 

 
Slide notes 
Internet Explorer offers different display options for file management under the View menu button. The Medium Icons view is currently selected as indicated 
by the arrow to the left of the selection. To change the view to display the size and date, click Details. 
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Slide 9 - File detail view. 

 
Slide notes 
In the Details view, the date and time of the last modification of the file, its type and its size are displayed. Awareness of a file's size is very important when 
associating PDF documents with filings. Your court has a limit on the size of individual PDF documents and may require you to split large document files 
into multiple smaller segments. 
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Slide 10 - Slide 10 

 
Slide notes 
It's a good practice to look at the content of the file before you submit it to the court to ensure that the correct file has been selected. To open the file, right-
click on the file name. Your browser will then display a menu with an option to view the file's contents. Watch your screen and I'll right-click the file for you. 
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Slide 11 - Open the PDF document. 

 
Slide notes 
Since the document we wish to view is in PDF format, we will select Open with Acrobat 8. The version of Adobe Acrobat you are using may not be the same 
as the one used in this simulation so your menu options may be different. Click "Open with Acrobat 8." 
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Slide 12 - Slide 12 

 
Slide notes 
The Adobe Acrobat Reader now displays the document to you. After verifying the document, close the Adobe reader by clicking the X in the upper right 
corner of this screen. 
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Slide 13 - Slide 13 

 
Slide notes 
To add this document to the current filing, you can either double-click the "09-10007-Motion to Avoid Lien" file name, or click Open. Double-click the file 
name. 
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Slide 14 - Add an attachment. 

 
Slide notes 
The full path to the main PDF document now displays in the Filename field. There is often a need to submit supporting documents with a pleading. These 
supporting documents can be added as attachments to the main document. To begin the attachment process, click the Yes radio button next to 
Attachments to Document. 
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Slide 15 - Slide 15 

 
Slide notes 
Now, click Next. 
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Slide 16 - Slide 16 

 
Slide notes 
There are three steps on this attachment screen. First, we browse to locate the document we wish to attach. Click Browse. 
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Slide 17 - Slide 17 

 
Slide notes 
As with the main document, we should right-click on the attachment's file name and open it to confirm that it is the correct PDF document for the 
attachment. For expediency in this simulation, we will not open the document. Click the "09-10007-Hammock-Affidavit to Motion to Avoid Lien" document. 
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Slide 18 - Slide 18 

 
Slide notes 
Now, click Open. 
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Slide 19 - Slide 19 

 
Slide notes 
The attachment must now be further identified using a specific document type, description or a combination of both. The Type displays a list of common 
documents. The Description field is an alternative selection allowing you to add specific details about the attachment. This information will appear in docket 
text. Click the Type drop-down arrow. 
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Slide 20 - Slide 20 

 
Slide notes 
The selections in this drop-down list may vary depending on the court. For our example, click Affidavit. 
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Slide 21 - Slide 21 

 
Slide notes 
Transition slide 
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Slide 22 - Slide 22 

 
Slide notes 
Now, in the Description field, type "of the debtors" and then click Add to List. 
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Slide 23 - Slide 23 

 
Slide notes 
The complete path to the attachment PDF file and its file name are added to the List box. Additional attachments to the pleading may be included by 
repeating the three previously described steps. Since courts limit the size of each document uploaded to CM/ECF, the Attachments to Document feature 
can be used to attach subsequent portions of a very large document which has been broken into several sections. For example, a 250 page document 
broken down into five 50 page sections could be added to the pleading by using the first 50 pages as the main document. Each of the next 50 page sections 
could then be added as four separate attachments. Press PAGE DOWN to move to the bottom of this screen. 
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Slide 24 - Slide 24 

 
Slide notes 
Now, click Next. 
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Slide 25 - Slide 25 

 
Slide notes 
To complete this filing, type First Westside Bank in the "Enter Creditor Name" field then click Next. 
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Slide 26 - Docket text. 

 
Slide notes 
The docket text generated by this docket entry displays for your examination. Your court may allow you to add more detail to the docket text through a drop-
down selection menu, or a text box, as shown here. It is very important that you review the docket entry to ensure its accuracy. If anything is incorrect, click 
Bankruptcy on the Menu bar to abort this filing and start over. Click Next to proceed. 
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Slide 27 - Slide 27 

 
Slide notes 
This screen displays the final docket text as it will appear on the docket sheet, and you are informed that once this screen is submitted, no further 
opportunities to cancel or modify this transaction are allowed. Notice the language within the docket text describing the attachment. Click Next. 
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Slide 28 - 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 Motion is now an 
official court document. It is suggested that this page be printed and retained as a record of the filing. Copies of this notice are immediately sent by e-mail to 
all case participant CM/ECF users who have subscribed to this service. The Case Number is a hyperlink to the Docket Report. The Document Number is a 
hyperlink to both the main PDF and any attachments.  Click the 21. 
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Slide 29 - Slide 29 

 
Slide notes 
This screen is presented whenever a user wishes to view a document with attachments through the docket report or the Notice of Electronic Filing. Notice 
that under the Part column separate links to each document are given sequential numbers with number 1 for the main document and number 2 for the 
affidavit.  

 

These numbers refer to the documents that were filed for this docket entry, not for the document number in the case. Clicking the View All button displays 
the main document and any attachments in one combined file. The Download All button allows you to save each file to your computer for further reference.  

 

In our example, links to both the Main Document which is the motion, and the attached Affidavit, are presented.  Remember, CM/ECF user participants in 
the case and users who have signed up for electronic notification will receive one free look at the document via the Notice of Electronic Filing within fifteen 
days of filing. Click CONTINUE. 
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Slide 30 - Summary 

 
Slide notes 
This concludes the lesson on managing PDF documents within CM/ECF.  You should now be able to: Tell what PDF stands for, browse to the location of 
the document, view information about the document, verify the document itself, add an attachment to the document, and describe how to access PDF 
document attachments.  Use the playback controls or Menu options to view previous screens or close this module by clicking the EXIT button. 
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Slide 31 - Exit 

 
Slide notes 
Thank you for viewing the module on PDF Basics for CM/ECF. 

 


