
3.3 APPLICATION TO PAY FILING FEE IN INSTALLMENTS

This process shows the steps and screens required for you to file an Application to Pay Filing Fee
In Installments using CM/ECF.

NOTE: An order regarding the Application To Pay Filing Fee in Installments will be
automatically generated by the court and served upon the appropriate parties.

Step 1 - Click on the Bankruptcy hyperlink on the blue CM/ECF Main Menu Bar.

 

Step 2 - The BANKRUPTCY EVENTS screen displays. 

Click on Motions/Applications hyperlink. 
For further information on each of these categories, click the (Help) icon. 

Step 3 - The CASE NUMBER screen displays.

 

Enter the case number for the appropriate case. 
Click the [Next] button. 
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Step 4 - The EVENTS screen displays. 

Select Pay Filing Fee in Installments from the list of events. 
Click the [Next] button. 

NOTE: You can type the first letter (P for Pay) and the highlight bar will immediately select the
first entry beginning with P.  As you type a key word, the program reduces the list of available
events to those events that match your search selection criteria.

 Step 5 - The SELECT PARTY screen displays. 
*Select the debtor(s) as the filer(s)  of this Application

 
Click the [Next] button. 
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Step 6 - The SELECT PDF screen displays. 

Select the .pdf file to associate with this event.   For more detailed information about creating
and attaching .pdf files, see instructions: How To Convert Documents to PDF. 

Click the [Next] button. 

Step 7 - The following case information screen will appear next.  Verify that the case name and
case number information is correct.

Click the [Next] button.
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Step 8 - The DOCKET TEXT screen displays.  Modify if appropriate.

Click the [Next] button.

Step 9 - The FINAL DOCKET TEXT screen displays.

This is the last opportunity to verify the accuracy of the information. Submission of this screen is
final. 

If the final docket text is incorrect, click the browser [Back] button to find the screen you need to
modify. 

To abort or restart the transaction, click on an option on the blue CM/ECF Main Menu Bar. 
Click the [Next] button if correct. 
 

-4-



Step 10 - The NOTICE OF ELECTRONIC FILING screen displays. 

 

NOTE: To file an Amended Application to Pay Filing Fee in Installments:

• Click on Bankruptcy Heading
• Click on the Other hyperlink
• Choose the event “Amended Document.”

When prompted, link this amended document to the original application.
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