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Certificate of Service 
 
This will go over the screens of how to file a Certificate of Service.  Prior to starting the action, you will 
need to verify any information that needs to be redacted is redacted in your word document of the 
Certificate of Service.  Then please print your Certificate of Service document into PDF format (which 
flattens the document). NOTE: Do not just save the word document as a PDF because that does not 
flatten the document and may allow for editing to occur.   
 
Click on Bankruptcy on the CM/ECF Main Menu Bar. 
 

 
 
 
Click on Trustee Ch. 7. 
 

 
 
 
Enter or verify the Case number.  Then click Next. 
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Select Certificate of Service, then click Next. 
 

 
 
 

You are to navigate to the PDF of the Certificate of Service that you created.  Click on Browse to 
navigate to your Certificate of Service on your computer.  When filing in the live database, right click and 
view the document prior to selecting.  The PDF you attach will be an officially filed document and cannot 
be deleted once it has been filed. 
 
After selecting your document, click Next.  
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Select the appropriate event(s), dates Filed, and/or Documents to which the Certificate of Service 
relates. 
 

 
 
 
After making your selection(s), click Next. 
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Select the appropriate event(s) to which the Certificate of Service relates and click Next. 
 

 
 
 
The next screen asks if there is a notice of opportunity.  We do not have one, so click Next. 
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The next screen asks additional questions.  We do have either of these documents included with our 
filing.  Click Next. 
 

 
 
 
Review the docket entry and add any additional text.  Then click Next. 
 

 
 
The Final Text Screen displays. You will have no further opportunity to modify this submission if you 
continue. If there are no modifications to be made to the docket text, click Next. If you need to modify 
the docket text, click on the Back button to the appropriate screen and make corrections.  Remember, 
once you change a screen, you must complete all screens after that point again. 
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The Notice of Electronic Filing will appear.  The Notice of Electronic Filing screen display is the 
verification that the filing has been sent electronically to the court’s database.  Clicking on the case 
number hyperlink will display the docket report for this case. Click on Run Report to view the docket 
sheet.  Clicking on the document number hyperlink will display the PDF image of the document just 
filed. 
 
 

 
 
 
If you have any questions regarding filing in the CM/ECF system, you can contact the CM/ECF Helpdesk 
using one of the following methods. 

Phone: 918-699-4072 
Email: cmecf@oknb.uscourts.gov 

 


