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Instructions for external filers for docketing the DeBN Request form. 

The DeBN Request form docketing event is located under: 

Bankruptcy/Adversary and under the Miscellaneous Category. 

Event Title:  Request to Activate/ Update / Deactivate Debtor’s Electronic Noticing (DeBN) 

 

Quality Assurance Steps: 

• In a joint case, debtors must have separate request forms. 
• Request form should be signed by the debtor or joint debtor. 
• For joint cases, both request forms may be scanned together as one pdf image. 

 

Docketing Steps: 

• Select the case number 
• Select the category: Bankruptcy/Adversary-Miscellaneous 
• Select the event: Request to Activate/ Update/ Deactivate Debtor’s Electronic Noticing (DeBN) 
• Select the debtor and/ or joint debtor if applicable. 
• Attach the pdf imaged request form. This image will be a restricted event, like the Statement of 

Social Security Number. Attorney filer will see the docket entry, but will not to see the filed pdf 
image.  
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• Please select from the drop down menu what action has been requested: 

 

• Selecting the Activate option from the drop down menu will appear on the Modify as 
Appropriate and the Final Text screen as: 
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• Selecting the Update option from the drop down menu will require choosing the specific reason 
the request form has been filed. Please select the update reason from the drop down menu. 

 

 

• Depending on the Update option selected, the following will appear on the Modify as 
Appropriate and Final Text Screens:  Change Email Address 
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• Depending on the option selected, the following will appear on the Modify as Appropriate and 
Final Text Screens: Review existing DeBN account in a newly filed bankruptcy case: 

 

• Depending on the option selected, the following will appear on the Modify as Appropriate and 
Final Text Screens: Reactivate DeBN account: 
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• Depending on the option selected, the following will appear on the Modify as Appropriate and 
Final Text Screens: Other change: 

 

• Selecting the Deactivate option from the drop down menu will appear on the Modify as 
Appropriate and the Final Text screen as: 
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• Once docketed, the entry will receive a docket entry number and a Notice of Electronic Filing 
will be generated.  

Notice Of Change of Address-Debtor 

Docketing Steps: 

• Select the case number 
• Select the category: Bankruptcy/Adversary-Notices 
• Select the event: Notice Of Change of Address-Debtor 
• Select the debtor and/or joint debtor. 
• Attach the pdf image Notice of Change Of Address-Debtor 

 
• When the event,  Notice Of Change of Address-Debtor is docketed and the debtor is enrolled in 

the DeBN noticing program, the docket entry will appear on the Modify as Appropriate and Final 
Text Screens as: 
 

 
 
 

• The docket entry verbiage will reflect that the debtor is a DeBN Participant. 
• Clerk’s office staff will make the required updates to the debtor’s requested address changes in 

ECF. 

• Designated Court staff will update the debtor address in the BNC interface, to ensure the debtor 
continues to receive email notifications. 
 

 


