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Certificates of Service

• If you add a certificate of service to your pleading that says you 
served  “Everyone on the Matrix, “ please make sure to include the 
names and addresses of those served.

• If a pleading requires service on all creditors, please be sure to serve 
all creditors.

• Please check with your attorney regarding service on a business 
entity. 



Stipulations

• If you would like an order approving your stipulation, please ask for 
court approval in the body of your stipulation.



Change of Address

• In order for us to change an address, please include the 
incorrect/current address as well as the correct/new address on the 
change of address form.  If the address isn’t already listed on the 
matrix, we will not change it to something else or add in a new one.





Tax Documents, SSN Statements and 
Matrix

• The items listed above each have their own docket entry and should 
always be filed separately.  

• Tax documents can be found under Miscellaneous, Tax Documents – this 
document is restricted and can only be viewed by Court staff.

• Statement of Social Security Numbers can be found under Miscellaneous, 
Statement About Your Social Security Numbers (Form 121) (This 
document is restricted and can only be viewed by Court staff).

• Filing a matrix  is a two step process.  First upload your creditors and then 
docket Miscellaneous, Creditor List Uploaded (no pdf attachment is 
needed for this event).
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