
STARTING A NEW CASE
in BankruptcyPRO



BK PACKET AND 
RAPID IMPORT

BankruptcyPRO works with Rapid Import and BKPacket to download 
client case information into the program.  You can direct your client to 

complete the online questionnaires with these companies then 
download the case information directly into BankruptcyPRO.



STARTING FROM SCRATCH

To start a new case, first go to “New Case” under the File 
menu.



BASIC INFORMATION

You will be prompted to provide basic information about the 
debtor and type of bankruptcy filing. Select the chapter and type of 
debtor.  Please note the debtor’s name must be entered last name 
first.  Keywords can be added to easily filter on particular cases or 

for preparing custom reports.



SET JURISDICTION

A pop-up window will ask you to select the jurisdiction for 
the case.  If you are using the default jurisdiction then click on 

the “Yes” button or select “No” to select a different 
jurisdiction.



SET JURISDICTION ( J )



If you decide to not use the default jurisdiction, you will see 
this dialog to select a different jurisdiction for your case.  You 

can return here any time by clicking on the      button.



The dialog automatically shows the jurisdictions you have 
used in your cases (the short list.)  To use a jurisdiction not 

showing, check the “Show all jurisdictions” checkbox.  



If you wish to add a jurisdiction to your short list manually, 
use the right click option to do so.  Jurisdictions used in your 

cases will be added to the short list automatically.



To change the jurisdiction click on the select button.  The 
arrow below the button tells you your current setting.  The 

dialog box lets you know that you are changing the 
jurisdiction for the case.



When you select the jurisdiction, a pop-up asks you if you 
want to use the same state exemptions.  State exemptions 
can also be found on the pull-down menu.  This is useful if 

you need to use exemptions from another state.



GENERAL INFORMATION ( G )



The General Information window houses the debtors 
names, addresses, type of debtor and chapter number.  Note 
the method of inserting the debtors name versus the display 

name.



Note how the Social Security Number is entered with 
dashes.  Also, BOTH spaces are for the debtor’s SSN or tax 
ID.  Enter the full number, the program will redact it on the 

forms.  You can use the z feature again (z12345) for the 
address, it will look up the county.



JOINT DEBTOR TAB

The joint debtor tab contains the name, address and SSN of 
the joint debtor only.  Again, the TWO open slots are for the 

joint debtor’s SSN/Tax ID, to be added in the same 
formatting as the debtor. 



CONTACT/MISC  TAB

Additional information is entered for the case here.  The In-
House number would be your file reference.  This 

information can also be entered on the Debtor window on 
the list of cases.



FILING FEES

You can select how the filing fee will be paid. 



ALIASES

Aliases for the debtor or joint debtor can be entered here.



EXHIBIT C

Enter information about materials that are a risk to public 
health or safety.  If this section does not apply to your client, 

click the “None” button.



EXHIBIT D

BankruptcyPRO will prompt you to enter the data on this 
tab.  Select the corresponding checkbox regarding the status 

of the credit counseling certificate(s.)



TENANT

Information regarding a Landlord’s judgment can be added 
here.  This information prints on the Petition form.



PRIOR BANKRUPTCY ( B )

The       Button contains information about prior or pending 
bankruptcies.  Be sure to check “None” if appropriate.  You can use the 
“PACER U.S. Party/Case Index” button to perform a search for previous 

bankruptcy filings.



CASE SUMMARY

The Case Summary is what you see when you initially open a 
case.  The areas we have covered so far are checked. 


