
 

ECF REPORTS MENU 
 
 
Index 
 
 
 
 
 
 
Cases ..........
 
Claims Regi
 
Docket Repo
 
Calendar - M
 
Calendar Ev
 
Creditor Ma
 
Motions.......
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 09/12/2003 
NOTE:  To go directly to a page, click on page number  
.........................................................................................................................2 

ster ..................................................................................................................4 

rt.....................................................................................................................7 

onthly..........................................................................................................10 

ents ...............................................................................................................12 

iling Matrix .................................................................................................15 

.......................................................................................................................16 

  - 1 -  



Cases 
 
The Cases report displays cases filed, entered, discharged, dismissed, closed and 
converted for a specified date range. 
 
STEP 1  Select Reports from Main menu, click Cases hypertext link from the 

Reports menu.  Selection criteria screen appears and allows the user to 
specify what information to include in the report and how the report should 
be sorted. 

 
[NOTE:  You will be asked to enter your PACER login and password to view case 
information if you are not already logged into PACER.] 
 
 

 
 

Search Criteria fields include: 
Office - select and click appropriate office  ♦ 

♦ 

♦ 
♦ 

♦ 

♦ 

♦ 
♦ 
♦ 

Case Type - select and click bk for bankruptcy, ap  for adversary or mp 
for miscellaneous 

Chapter – select and click a specific chapter 
Trustee – select and click a specific trustee 

 
[NOTE:  You may leave the above fields blank to search on all items that appear in that 
field.  To select two or more items in a field, press <Ctrl> then click each item to be 
included.] 
 

Date Type – select and click down arrow to right of field for date type 
of cases to be displayed, Filed Date, Entered Date, Discharged Date, 
Dismissed Date, Closed Date, or Converted Date 
From/to – click in boxes and type in a start and end dates for the report 
to display. 
Open Cases – click on box to deselect open cases, if applicable  
Closed Cases – click on box to select closed cases, if applicable 
Party information – click on box to have report display party 
information (i.e. address, social security number, tax id), if applicable 
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Sort by – click down arrow to right of field for list of sorting options, 
Filed Date, Entered Date, Case Number, Case Type, Office and 
Trustee 

♦ 

  
 
STEP 2 Click Run Report to continue or Clear to reselect criteria.  Cases Report 

screen appears:   
  

  
 
 

STEP 3 Information provided:  
 

Case Number – with hyperlink to Query menu ♦ 
♦ 

♦ 
♦ 

♦ 
♦ 

♦ 

Type of Case – bk  (bankruptcy), ap (adversary proceeding) or mp 
(miscellaneous proceeding) 
Chapter – 7, 11, 12, 13 
Party Info – name of debtor, and if included in criteria, the address and 
social security number 
Judge/Trustee – last names of both judge and trustee assigned to case 
Dates – date case filed, date discharged, if applicable, date closed, if 
applicable 
Other Info – includes divisional office where case filed, asset or no-
asset designation,  fee, whether paid or installments and division venue 
designation 

 
 To view additional case information, click on the case number hypertext link 

to access Query menu.   (Proceed to Query section of manual for specific 
information on each query option.) 

 
 
STEP 4  To print report, click Print button from the browser toolbar  
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Claims Register  
 
The Claims Register report displays claims filed for a specific case. 
 
STEP 1 Select Reports from the Main menu, click Claims Register Report 

hypertext link from the Reports menu.  Selection criteria screen appears 
and allows the user to specify what information to include in the report.  

 
[NOTE:  You will be asked to enter your PACER login and password to view case 
information if you are not already logged into PACER.] 
 

 
 

 
Selection Criteria includes: 

Case Number – key specific case number in box  ♦ 
♦ 
♦ 

♦ 

♦ 

♦ 

♦ 
♦ 
♦ 
♦ 

Office – leave blank as report will run by case number  
Creditor Type – leave blank (Note:  All creditors uploaded to case as 
Creditor.) 
Creditor number – leave blank to bring up all creditors who have filed 
claims, or key a specific creditor number 
Creditor name – leave blank to display all creditors having filed  
claims, or key a specific creditor name (Note:  You do not have to enter 
creditor’s entire name, the system will search first letter of creditor’s 
name, i.e. I will display Internal Revenue Service or IRS.  If you key the 
entire name, only exact matches will be displayed.  Leaving the field 
blank will provide the most thorough search.) 
Claim number – leave blank to display all claims that fall within other 
search criteria or key specific claim number range in boxes  
To display register using the filing date, click radio button Filed  
To display register using the entered date, click radio button Entered  
Key specific date range or leave blank to display all claims filed in case     
Sort By – click down arrow to right of field for list of sorting options, 
Claim Number, Creditor Name and Filed Date 
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STEP 2  Click Run Report to continue or Clear to reset search criteria.  Claims 

Register appears: 
 
 

 
 
   Information provided: 
 

Claim No. – includes hyperlink to claim form ♦ 
♦ 
♦ 

♦ 

♦ 

♦ 
♦ 
♦ 
♦ 

♦ 

♦ 
♦ 
♦ 
♦ 

♦ 

Creditor Name – name and address of creditor/claimant 
Last Date to File Claims – if applicable, deadline for creditors to timely 
file claims 
Last Date to File (Govt) – if applicable, deadline for governmental 
(U.S.) units to timely file claims 
Filing Status – if applicable, the status of the claims (disallowed, 
expunged, etc.) 
Docketing Status – not used 
Late – whether or not the claim was filed timely 
Claim Date – filed date of the claim 
Amends Claim No./Amended By Claim No. – if amended claim, the 
number of the claim which it amends; if claim amended by another 
claim, the number of the amends it 
Duplicates Claim No./Duplicated By Claim No. – if claim is a 
duplicate of another claim, the number of the claim it duplicates; if claim 
is duplicated by another claim, the number of the claim that duplicates it 
Class – whether claim is priority, secured, unsecured, or unknown 
Amount – the amount of the claim 
Amount Allowed – not recorded 
Description and Remarks – any additional information regarding the 
claim 
Summary – provides the total amounts claimed, sorted by class, 
together with a summary of the case information and total number of 
claims filed 
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STEP 3  To print register, click Print button from the browser toolbar. 
 
 
STEP 4  To view a claim, click claim number hypertext link. 

� Pacer Service Center Transaction Receipt will appear reflecting 
number of pages that will be billed to your PACER account, click View 
Document to continue   
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Docket Report  
 
The Docket Report allows user to view and print a listing of all events docketed to a 
specific case. 
 
STEP 1 Click Docket Report from the Query menu.  The Docket Sheet criteria 

screen displays.  
    
    

    
 
   

Selection criteria are: 
  
♦ 
♦ 
♦ 

♦ 

♦ 

♦ 

♦ 

♦ 

Case number – click in box and type a specific case number. 
Filed – click on radio button to sort docket text using the Filing date 
Entered – click on radio button to sort docket text using the Entered 
date. 

After selecting date type to be displayed, you have the 
opportunity to enter a date range for the docket to display.  Leave 
blank to display all docket entries or click in box and enter a 
specific start and end date range. 

Documents – leave blank to display all documents or enter a 
beginning and ending number range for docket to display.  
Include terminated parties – click in box to have docket display 
terminated parties. 
Include links to Notice of Electronic Filing – click in box to allow 
access to notice of electronic filing for certain documents (Note:  The 
Notice of Electronic Filing will reflect those parties who are receiving 
electronic notification in the case.). 
Sort by – click down arrow to right of box to select how the docket is 
to be sorted. 
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STEP 2 Click Run Report to continue or Clear to reset search criteria.  The Case 
Docket Sheet screen appears: 

 
 

    
 
[NOTE:  Use scroll bar to the right of screen to move docket sheet up or down.] 
        

    
 
 
STEP 3  To print docket, click the Print button from the browser toolbar. 
 
STEP 4  To view a specific document, click on the docket number hypertext link.  
   The Pacer Service Center Transaction Receipt displays, reflecting the  
   number of pages that will be billed to your PACER account.  Click View 
   Document if you wish to accept the charges and view the document.   
   Otherwise, click the Back button on the browser.  
 

    
 
 

STEP 5 To view Notice of Electronic Filing, click on sliver bullet next to docket 
number hypertext link. 
♦ 
♦ 

Click appropriate radio button to Select Receipt Type. 
Click Display Receipt to continue or Clear to reselect receipt type. 
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STEP 6   Notice of Electronic Filing screen appears 
 

To print, click Print button from browser toolbar ♦ 
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Calendar – Monthly 
 
 
The Calendar – Monthly query displays the selected month’s calendar including the 
case and calendar items matching the selection criteria.  This menu option is also 
available from the Reports menu. 
 
 
STEP 1  Click Calendar – Monthly from Query menu.  The Calendar Report  
   displays.   
 

    
 
 
STEP 2 Complete selection of criteria for calendar report/query: 

 
Case Number – populated with case number being queried ♦ 

♦ 
♦ 
♦ 

♦ 
♦ 
♦ 

♦ 

Office – not applicable in query of specific case 
Chapter – not applicable in query of specific case 
Deadlines/hearings – select one or more of the deadlines contained in 
the scroll box.  To select more than one, click the first 
deadline/hearing, press <Ctrl>, then click additional 
deadline(s)/hearing(s);  select [blank] for all 
Month – select appropriate month for query 
Year – Select appropriate year for query 
Include terminated deadlines/hearings – check box to include 
previously terminated deadlines or hearings 
Include weekends – check box to include deadlines or hearings set for 
Saturday or Sunday 

 
 Click Run Report, or Clear to reset search criteria. 
 
 
STEP 3 Calendar for selected month appears, displaying deadlines and hearings as 
 set by criteria selected.  You may move from month to month by clicking  
 the appropriate ‘Last Month’ or ‘Next Month’ button. 
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STEP 4 For more detailed information on a listed deadline or hearing, check the 
 box next to the desired deadline or hearing.  A pop-up window appears 
 containing the following information: 
 

Case Number ♦ 
♦ 
♦ 
♦ 
♦ 

♦ 

Date – of deadline or hearing 
Time – of hearing [if applicable] 
Type – of deadline or hearing 
Summary – brief description of the event docketed which set the 
deadline or hearing 

Description – docket text of the event docketed which set the deadline 
or hearing 

 
 

    
 
 

Click Close to close the pop-up window and return to calendar. 
 
 

STEP 5 To print, click Print button from browser toolbar. 
 
STEP 6 Click the Back button on your browser to return to the Query menu. 
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Calendar Events  
 
Calendar Events displays a report of events scheduled for the date/date range specified.  
The report will display the first proceeding that set the hearing date, or, if the proceeding 
that set the hearing date is related to an earlier proceeding, the earlier proceeding will 
display. 
 
STEP 1  Select Reports from the Main menu, click Calendar Events hypertext link 

from the Reports menu.  Selection criteria screen displays and allows user 
to specify what information is to be included on the report.   

 
  

  
 

 
Selection Criteria fields include: 

Case Number – key specific case number (include dash) or leave 
[blank] for all; if keying specific case number, leave Judge and Office 
fields [blank] 

♦ 

♦ 

♦ 

♦ 

♦ 
♦ 

♦ 

♦ 
♦ 

Judge – select and click an appropriate judge; to select two or more, 
click first selection, press <Ctrl>, then click additional selection(s); or 
leave [blank] for all judges 
Office – select and click an appropriate divisional office; to select two 
or more, click first selection, press <Ctrl>, then click additional 
selection(s); or leave [blank] for all divisions 
Calendar Events - click to select a specific hearing event, to select two 
or more, press down <Ctrl> key, then click on selection(s). 
Set/to – key beginning and ending dates for report to display 
Click appropriate radio button to select generic time period for display - 
Both, AM, or PM, if searching for a specific time, leave unselected  
Time - key specific time of hearing (include colon) or leave blank if 
using radio button select above 
If searching on a specific time, click radio button to select AM or PM. 
Sort - click down arrow to the right of the field and select appropriate 
sort option, Time or Office/Time 
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STEP 2  Click Run Report to continue or Clear to reset search criteria.  Calendar 
Events report screen displays: 

 
 

  
 
 
STEP 3 To print report, click Print button from browser toolbar. 
 
STEP 4 To see related entries, click silver ball next to hearing description.  Related 

Proceedings Report displays. 
 

 
 
 
STEP 5  To view documents from Related Proceedings Report, click on document 

number hyptertext link.   
♦ 
♦ 

♦ 
♦ 

If already logged into PACER, proceed to Step 6 
If not, PACER Login screen displays  

Enter PACER login, password, and, if appropriate, client code 
Click Login 

 
STEP 6 Pacer Service Center Transaction Receipt will appear reflecting number of 

pages that will be billed to your PACER account, click View Document to 
continue.   

 09/12/2003   - 13 -  
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Creditor Mailing Matrix 
 
The Creditor Mailing Matrix report displays the list of creditors for a specific case.  
The list contains those creditors uploaded at case opening and may or may not include 
parties that have filed/docketed a pleading to the case.  All creditors on this report were 
added through the Creditor Maintenance option of the system and used by the BNC 
(Bankruptcy Noticing Center) for Court generated notices. 
 
 
STEP 1  Select Reports from the Main menu, click Creditor Mailing Matrix 

hypertext link from Reports menu.  Selection criteria screen appears. 
 
[NOTE:  You will be asked to enter your PACER login and password to view case 
information if you are not already logged into PACER.] 
 

 
 

Key Case number ♦ 
♦ 

♦ 

♦ 

Select appropriate Special mailing group, if applicable, or leave 
[blank] for all 
Click to select appropriate Format radio button (1 column format 
recommended) 
Click Run Report or Clear to reset search criteria 

 
 
STEP 2  Search Results screen displays, listing creditors for case specified.  
  
 
STEP 3  To print, click Print button from browser toolbar. 
 
 
 
 
 
 
 
 
 
 
 
 

 09/12/2003   - 15 -  



Motions Report 
 
 
The Motions Report query reports motions in the specified case which match the criteria 
selected, including dates for replies, responses, and hearings.  Links to the docket report 
and documents are also shown. 
 
 
STEP 1  Click Motions Report from the Query menu.  The Motions criteria  
    selection screen displays. 
 
 

     
 
 
    Criteria for selection are: 
 

Case Number – populated with the case number selected from the initial 
query  

♦ 

♦ 
♦ 
♦ 

♦ 
♦ 

♦ 
♦ 

Judge – not applicable; based on case number and should be left [blank] 
Office – not applicable; based on case number and should be left [blank] 
Chapter – not applicable; based on case number and should be left 
[blank] 
Filed – motions limited by start and end dates; defaults may be changed 
Terminal Digit – not applicable; based on case number and should be 
left [blank] 
Sort by – not applicable; based on case number 
Pending motions/Terminated motions – to view only pending motions, 
leave pending motions box checked; to view only terminated motions, 
uncheck pending motions box and check terminated motions box; to 
view both, leave pending motions box checked and check terminated 
motions box 

    
 
STEP 2  Click Run Report or Clear to reset criteria.  Motions Report displays. 
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   Information provided is: 
 

Case number and case name ♦ 
♦ 
♦ 
♦ 
♦ 
♦ 
♦ 
♦ 

Document number – provides hypertext link to the .pdf document 
Motion/Application – brief description of the motion/application filed 
Motion Filed – date of filing of the motion 
Response Due – EDVA does not set these deadlines 
Response Filed – date response filed, if any 
Reply Due – EDVA does not set these deadlines 
Hearing – date of any hearing set on the motion 

 
STEP 3  To print, click Print button from browser toolbar 
 
STEP 4  Click the Back button on your browser to return to the Query menu. 
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