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When you are ready to file your case electronically, its a good idea to 
check the case summary to make sure BankruptcyPRO has everything 

up-to-date.  The green check marks will indicate that you have 
addressed the schedule or populated the form.  A red X may indicate a 

problem detected with the form of information that may be blank.
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Choose the print icon to begin your filing.
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An overview of the icons on the print selections window.



USING THE PRINT ORDER BOX

You can use the print order box to change the order in 
which the schedules print by using the arrow buttons or by 

clicking the form and dragging.



FILING A CASE/PETITION

The Other tab is where you can insert your own local forms 
or exhibits into the petition document and bundle them into 
your PDF file.  Please feel free to call for assistance with this.
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Select the items as shown.  In a Chapter 7, the Plan Summary selection will 
be greyed out.  Click Next Step.  Note: the ECF Extract File is required 

when filing the case automatically for the first time.  When filing 
amendments or supplemental schedules you would uncheck this item. 
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Select the forms you wish to include in your Petition.PDF document.  The red rolodex 
button checks the boxes for the typical selection of forms to include.  Click “Next Step.”  

Note: All the checkboxes you include on this dialog will be created as one PDF file.  If you 
need to file a particular schedule as a separate PDF document then do not select the 

checkbox at this time.  If filing electronically, make sure you do not include the Form 21 
Statement of Social Security Number at this time.
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If you are filing a Plan with your Chapter 13 case, you will see 
the Plan tabs.  Select your plan.
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Select “print date on signature pages” and “print ‘/s/’ followed 
by name.”  There are defaults for these to the right of these 

lines.  Then click the Prepare Documents for Electronic 
Filing button.



GENERATE EXTRACT FILE

If this window states that there are errors with the schedules, you will need 
to make corrections before proceeding.  Proceeding without resolving the 
error messages may result in errors during the filing process.  Common 
errors and solutions are listed on the following slide but please call our 

office with any questions (210) 561-5300.



ERROR
“Unable to extract city, state and zip 
for debtor/joint debtor” or "county 

code look failed for debtor/joint 
debtor."

"Unable to extract first, middle, and 
last name for debtor/joint debtor."                               

"One or more problems were 
detected with the Means Test 

information."                                                                                                  

SOLUTION
Go to the general information for the case "G 

button".  Use the "z" feature to enter the debtors 
address in the correct format (ex. type "z78216") 

for a zip code for San Antonio, TX. 

Go to the general information for the case "G 
button".  Make sure the debtor/joint name is 

entered in the correct format.  (i.e. Last, First 
Middle for Debtor field and First Middle 

Last for Display field).
             
                  

Open the MT wizard to determine what 
problems need to be resolved in the Means Test.  
Call our support line with any questions (210) 

561-5300.

                                                                                                



GENERATE EXTRACT FILE

After seeing that no errors were detected, click on 
Generate Extract File.
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Once you generate an extract file, you will be taken to the 
ECF File Manager.  This window contains the documents you 
are filing.  You can click “Preview” or double-click on the files 

to verify they are correct. 
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Now click on GO FlashFiling2.
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The next screen will give you a place to enter your ECF login 
and password.  (You have the option to save them.)
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If your case is a complete filing (not an emergency filing), 
you’ll select With Schedules, With Statements and 

Deficiencies: No.  We recommend you select the Always 
pause on Summary of Schedules Page checkbox.
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If you check the box on the right regarding Redaction Rules, BankruptcyPRO will check the 
box for you on the court’s website.  To automatically upload your case, click the GO File 

Case button.  The Case Upload option (may not be available in all jurisdictions) is used for 
complete cases.  You may select the “Slower” filing method if filing an incomplete case or if 
you are not paying the full filing fee during the filing (installments, waiver…).  For Waiver 

instructions, call us at (210) 561-5300.
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Once your case is filed, you’ll see a log (.htm file) in the ECF 
File Manager.  The numbers showing are simply the date and 

time of the file.  The GO FlashFiling2 button is now 
FlashEvents.
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After filing, in FlashEvents you will see the additional buttons 
to automatically file your Credit Counseling Certificates. 



ADDING A FILE TO THE ECF 
MANAGER

You can also save other documents into the ECF file manager (i.e. Credit 
Counseling Certificates, scanned paystubs, etc…).  This will make supplemental 
documents easier to file using our “FlashEvents” utility which is accessible once 
the case has been filed.  To add a document, first click on the “Explore” button.



ADDING A FILE TO THE ECF 
MANAGER

Notice that this opens the ECF folder, where all files for your 
client are stored.



ADDING A FILE TO THE ECF 
MANAGER

From here, you can navigate to the location in which your 
document is stored.  Right-click on the file and choose copy.  



ADDING A FILE TO THE ECF 
MANAGER

Now go back to your ECF folder.  Inside your folder, right 
click and select paste.



ADDING A FILE TO THE ECF 
MANAGER

The document is now added your list in the ECF File 
Manager.



AMENDMENTS

If you need to file an amended schedule/plan via ECF, you will 
start at the ECF tab.  Select only prepare official forms and 

rename “Petition.PDF” to the new document.



AMENDMENTS

Click on next step.



AMENDMENTS

On the Official Forms tab select the document(s) you wish to amend.  Note: The 
checkboxes you select here will be created as a single PDF file.  If you need to create 
separate PDF files you will need to repeat this process for each item (i.e. file amended 

Sch. I and a separate amended Means Test.)”



AMENDMENTS

If applicable, choose Print date on signature pages and Print ‘/s/’ 
followed by name.  If the boxes under the ECF column on the right are 

checked, this should be selected automatically.



Click on the Amended option in the Amended tab.  You can 
also check the box to include the date you are you are 
amending.  This will print in the title of the document.

AMENDMENTS



AMENDMENTS

Now click on Prepare Documents for Electronic Filing.



AMENDMENTS

The amended schedule appears in the ECF file manager.  You 
can double-click on the PDF to view. Now click on 

FlashEvents.



AMENDMENTS

You will choose Bankruptcy Events to file your amendment.  
As you navigate the court’s website for your filing, 

BankruptcyPRO will build a log and capture your Notice of 
Electronic Filing into the ECF File Manager. 


