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Instructions for Filing a Certificate of Completion of a
Personal Financial Management Course

Introduction

BANKRUPTCY RULE 1007(b)(7)

As an approved personal financial management course provider, you are now allowed to file
the certificate of completion of the post-petition personal financial management course for
debtors directly with the court. Bankruptcy Rule 1007(b)(7) has been amended to streamline
this process and is scheduled to go into effect on December 1, 2013.

e As an approved personal financial management course provider, you will need
to register as a CM/ECF limited filer in each court where you will be filing
personal financial management course certificates on behalf of debtors.

e Each court in which you will be filing will provide you with a limited filer agreement.
e Training material for filing these certificates are included in this document.

o Go to each court’s public web site for instructions on how to get a CM/ECF login
and password.

Deadlines associated with filing certificates of debtors’ completion of this course are
critically important to the debtor and your responsibilities as an approved course provider.

e Inachapter 7 or 13 case, if the statement of the debtor's completion of the course
is not filed within 45 days after the first date set for the 8341 meeting, amended
Fed. R. Bankr. P. 5009(b) will require the clerk to notify the debtor that the case will
be closed without entry of a discharge unless the statement is filed within the
applicable deadline under Fed. R. Bankr. P. 1007(c).

e Inachapter 11 or 13 case, this certificate of completion must be filed no later than
the last payment made by the debtor as required by the plan.

The risk to the debtor, if the provider fails to timely file the certificate, is that the debtor’s case
could be closed without a discharge. See Fed. R. Bankr. P. 4004(c)(1)(H).

Some courts may revoke a provider’s limited filer privileges if the provider does not file a
certificate in a timely manner.

e The failure to do so could result in the closing of the debtor’s case without a
discharge.

¢ Inthe event your limited filer privileges are revoked by a court, the court will
notify the Executive Office of the U.S. Trustees or Bankruptcy Administrator of
the revocation.

If you need to review what has been filed in a case, you will need to register with the PACER
Service Center to obtain case information at http://www.pacer.gov/register.html

Northern District of Indiana-Court Training Materials December 2013



Page 2

Instructions for Filing a Certificate of Completion of a
Personal Financial Management Course

Steps for Filing the Certificate of Completion of a Personal Financial
Management Course

Access to a debtor’s case is through the court’s Case Management Electronic Case
Filing (CM/ECF) system.

CM/ECF is a Web based software program used by all the bankruptcy courts in the
country.

CM/ECF can be accessed successfully using Internet Explorer 8.0 and 9.0 and Mozilla
Firefox.

Internet Explorer is the recommended Web browser.

The following pages provide the steps to file a personal financial management course
certificate electronically to the debtor’s case.
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STEP 1 |Internet Access

To access the court Web site, open Internet Explorer and enter the URL for the court in
the browser’s address field. The example below shows the address for the Bankruptcy
Court for the Northern District of Indiana. Each court will have its own unique address.

-

l — | (. '|§ http: Swnanscinnb.uscourts. gowy/

Figure 1

NOTE: The Back or Forward arrow buttons on your Internet Explorer bar can be used
to back up or go forward in case processing at any time.

STEP 1A

Access to CM/ECF will be on each court’'s home page.
The home page for the Bankruptcy Court in the Northern District of Indiana is shown
below as an example. Each court’'s web page will be different.

NORTHERN DISTRICT OF INDIANA

Search: 62\

HOME Announcements

Temporary Change in Procedures for Friday, November 29th, 2013

Court Sponsored CLE Seminar: Common Mistakes & How to Avoid Them. The bankruptcy court is happy
to announce a free seminar for attorneys and their staff on November 15, 2013. Click for additional
information and registration. -

Figure 1A
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STEP 2 Logins and Passwords

Internet users, including personal financial management course providers, attorneys,
and trustees enter their CM/ECF login and password on this screen. (See Figure 2)

The logins and passwords are issued by each court. These logins and passwords allow
electronic filing of documents.

The user’s login and password constitute the electronic equivalent of their signature.
This concept is generally incorporated into the court's General Order on Electronic
Filing or by Local rule.

Each user is personally responsible for all activity with their logins.

CM/ECF Filer or PACER Login

Notice
This & a Restricted Web Site for Oficial Court Business only. Usasthonzed entry is probibabed and subject to prosecution under Tide 18 of the 1.5, Code. Al activities and access attempts are bogged

and case
Fyoudo 4 g dlties, exter your PACER.} IE you do oot harve a PACER: login, you may register ook a by o paces gov

Instructions for filing:
Eetes your CMIECF Ser Jogin and password € e coumt

Authentication
I IMPORTANT NOTICE OF REDACTION RESPONSIBILITY: AN Slers soust redact Socad Sec
Fed B. Barkr ¥ This recueremest apples to o documents, nchidng

sty of tepayer-ideatiScation susshers, dates of bath, names of sner chden, and Bnancial accout mambers, & conplanct wih

Paspwoed
Tund d that, i | Se, I mas iy with e T hawe read this notice.

Motice
s mcces Bie of $0.08 per page o $2.40 per docement with an wedo amachment, as appeoved by the Judicial Coabirence of the Uited Stases, wil be assersed for access 1o this service. For more mformasion abow CM/ECT, chck hese or contact the PACER. Service Censer a2
{200) £76-6856.

CMBECF has been tested uttng Firgfox and Dntermer Exploree § and 0.

Figure 2

The Client code field on this screen in Figure 2 is should be blank.

Prior to clicking [Login], a user must check the box to indicate that he/she understands
compliance with the redaction rules.

IMPORTANT NOTICE OF REDACTION RESPONSIBILITY:

All filers must redact: Social Security or taxpayer-identification numbers;
dates of birth; names of minor children; and financial account numbers, in
compliance with Fed. R. Bankr. P. 9037. This requirement applies to all
documents, including attachments.

If an error is made entering login and password information before submitting the
screen, clicking the [Clear] button will delete the data and allow you to reenter
information.
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STEP 3

The CM/ECF MAIN MENU screen pictured in Figure 3 will appear.

g—

Bankruptcy ~ Adversary ~ Query Reports ~ Utilities ~ Search Logout
"

U.S. Bankruptcy Court
SDSD
Official Court Electronic Document Filing System

Release 3.1 installed 1/4/13

This message is contained in the file OperationNotice_htm
You may use this file to alert users to current CM/ECF operational issues.

Figure 3

Access to the various modules is provided by the blue main menu bar at the top of the
screen. Each selection is a hyperlink to another set of options or hyperlinks.

This menu is also used to exit the system. The preferred method to exit CM/ECF is to
click the [Logout] hypertext link on this CM/ECF main menu bar.

You have access to the Bankruptcy menu.

Click on [Bankruptcy] in the blue main menu bar as shown above.

STEP 4

Click on [Personal Financial Mgt Certificates] on the next screen shown in Figure 4.

EE c F Bankruptcy - Adversary -~

Bankruptcy Events

Personal Financial Mot Certificates

Figure 4
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STEP 5

Enter the case number in yy-nnnnn format, including the hyphen and click [Next].

EECF Bankruptcy - Adversary ~

Personal Financial Management Course

Case Number

1:13-bk-10004] Find This Case

Mext | [Clear

Figure 5

As the case number is entered, an additional button appears. The Find This Case
button may be used to verify the case number. There may be duplicate case numbers
for different offices within that court. In that situation, debtors’ names will be presented
to you for selection.

NOTE: If the system displays a “Cannot find case XX-XXXXX” message you may
delete the incorrect case number and try entering the case number again. In
addition, you may use the browser [Back] button at any time during this
process to verify former screens until the final submission.

If you have already accessed a case in this session, the number of the last case
accessed will be displayed. Make sure the correct case number appears.

NOTE: You may cancel an event in process at any time by clicking on another
menu option from the Main Menu.

Northern District of Indiana-Court Training Materials December 2013



Page 7

Instructions for Filing a Certificate of Completion of a
Personal Financial Management Course

STEP 6

Click on the event name below the Available Events header to select it.
Personal Financial Mgt Course will now also appear in the Selected Events list
on the right side of this screen. (See Figure 6)

Click [Next] to continue.

Personal Financial Management Course
13-10005 Jerry Jones

Type: bk Chapter: 7v Office: 1 (Pleasantville)
Assets: n Judge: ca

Start typing to find another event. Hold down Ctrl to add additional items.
Available Events (click to select events) Selected Events (click to remove events)

Personal Financial Management Course |Personal Financial Management Course

Figure 6

STEP 7

The next process will link the PDF document of the certificate to this entry.

NOTE: If the court allows the submission of one PDF document containing
certificates for both the debtor and joint debtor, that document can be selected here.

Click [Browse] as shown in Figure 7.

EECF Bankruptcy ~ Adversary - Reports ~

Personal Financial Management Course:

13-10005 Jerry Jones

Type: bk Chapter: T v Office: 1 (Pleasantville)
Assets:n Judge: ca Case Flag: DebtEd
Filename

\Attachments to Document: @ No Yes

Figure 7
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STEP 8

Navigate to the directory where the appropriate PDF file is located and select the
document with your mouse. (See Figure 8)

& Chaose File to Upl

(3@ )/ » Computer » Work(R) » TRN » BK » Application Class » Instructorled » PDFs
Lompuielir Nars e o) cion s
Organize v Mew folder

¢ Favorites '@Amended Chapter 13 Plan.pdf

[ Desktop E;]Amended Plan.pdf
4 Downloads .@Amended Schedules.pdf
|@ Certificate of Completion.pdf |
'@ Certificate of Credit Counseling.pdf
'@ Certificate of Debtor Education.pdf

U
=l Recent Places

= Libraries
% Documents T Ch 13 Plan.pdf
&' Music F1 Claim Form B10.pdf
=] Pictures T claimfrm.pdf

'@ Contract.pdf
@ Document.pdf
1% Computer '@Exhibit Loan Documents.pdf

Figure 8

To make certain you are about to associate and file the correct PDF file,
right-click on the filename and click [Open].

This will launch the Adobe Acrobat Reader to display the imaged document to verify
that this is the correct document. (See Figure 9)

e e S

File Edit View Window Help ®
@Cr@ate"ﬁ%|ﬁ’}@[@|}@) @

41 | W ‘ ’:&’ (o) | = B Tools Comment Share

Certificate of Completion

Personal Financial Management Course

Figure 9
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Close the Adobe application. Click [Open] on the Choose File to Upload dialogue box.

STEP 9

If applicable, a joint debtor certificate can be added as an attachment. Click the Yes
radio button at the right of the Attachments to Document prompt. (See Figure 10).

NOTE: An attached document will be referenced separately in the docket text, and

the other attached image will be accessible by a separate hyperlink within the
docket text.

EE c F Bankruptcy - Adversary ~ Query Reports ~

“Associated Cases & aDocKel Sheet l;. Claims Register _jLisl of Creditors /"
Personal Financial Management Course:

13-10005 Jerrv Jones

Type: bk Chapter: 7v Office: 1 (Pleasantville)
Assets:n Judge: ca

Date filed [10/22013 ]

Filename

RATRM\BKMpplication Classinstructor | Browse...

IAttachments to Document: No @ Yes
Mext Clear

Figure 10
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The Attachment screen opens. (See Figure 11)

—
EEC F Bankruptcy Adversary ~ Reports ~ Utilities ~ Search

=) Associated Cases £ DocketSheet ' | ClaimsRegister | [ ListorCrediors /g &Y | [JJDeacinesiearings o] calendar Even

Personal Financial Management Course:

13-10005 Jerry Jones
Type: bk Chapter: 7v Office: 1 (Pleasantville)
Assets:n Tudge: ca

Select one or more attachments.

1) Select the PDF document that contains the attachment.
Filename

| Browse.. |

2) Fill in the fields below.
Category and/or Description

3) Add the filename to the list box below. If you have more attachments, go back ro Step 1. When the list of filenames is complete, click on the Next butron.

| AddtolList |
| Remove from List |
| next |

Figure 11

There are three steps to the attachment process:

(1) Click [Browse], then navigate to the drive and directory where the
appropriate PDF file for the joint debtor certificate is located and select it
with your mouse.

e To make certain you are about to associate the correct PDF file for this
entry, right-click the filename with your mouse and click Open. This will
launch the Adobe Acrobat Reader to display the contents of the imaged
document. Verify that the document is correct.

e Close or minimize the Adobe Acrobat Reader by clicking the X on the
control box in the upper-right corner of the window.

(1) Select an appropriate item from the Category drop-down list or give your
attached document a more specific description in the Description box.

The system requires an entry in either the Category or Description box,
or both.
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For example, you could enter “Joint Debtor Personal Financial Mgt Cert.” This
description will then appear in docket text. (See Figure 12)

EECF Bankruptcy ~ Adversary v Reports ~ Utilities ~ Search Logout

4m Associated Cases  E3Docketsheet ' L° clamsRegister | [ Listorcreattors |~ g 4 | [Bdpeacinesteanngs o] calendar Event
Personal Financial Management Course:

13-10005 Jerry Jones
Type: bk Chapter: 7v Office: 1 (Pleasantville)
Assetsin Tudge: ca

Select one or more attachments.

1) Select the PDF document thar contains the attachment.
Filename

RATRN\BK\Application Class\instructor [ Browse... |

ypIET me_}ze.as Detow.
Category and/or Description

- Joint Debtor Financial Mgt Cert

) Add the filename ro the list box below. If you have more attachments, o back to Step 1. When the list of filenames is complete, click on the Next button.

[ AddtolList |

| Remove from List |

| Next |

Figure 12

You must click [Add to List]. Then click [Next]. The path and file name are then
added to the List box. (See Figure 13)

It is possible to add multiple attachments at this time by repeating steps 1 through 3
on this screen.

EE C F Bankruptcy ~ Adversary ~ Search Logout

x )

4mp Associated Cases & aDocKet Sheet L
Personal Financial Management Course:

© Claims Register J List of Creditors /'l Gj Deadlines/Hearings 0 Calendar Event

13-10005 Jerry Jones
Type: bk Chapter: 7v Office: 1 (Pleasantville)
Assetsin Judge: ca

Select one or more attachments.

1) Select the PDF document that contains the attachment.

Filename
| Browse.. |
2) Fill in the fields below.
Category and/or Description

3) Add the filename to the list box below. If vou have mare attachments, go back to Step 1. When the list of filenames is complere, click on the Next burton.

RATRN\BK\Application Class\Instructor Led\PDFs'\Certificate of Debtor Education_ pdf ﬁ!‘

I P

il Next |

Figure 13
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STEP 10

If you are filing the certificate in a joint case, a screen will appear prompting you to
select the appropriate radio button for whom the certificate is being filed. (See Figure
14) If these checkboxes are skipped, you will receive a message

“This Certificate is Being Filed on Behalf of:”
You will not be able to proceed until this information is entered. This information will
appear in docket text. Click [Next].

EE c F Bankruptcy - Adversary - Query Reports ~
Personal Financial Management Course:

11-10044 Gerald Burgess and Carol Burgess

Type: bk Chapter: 7v Office: 1 (Pleasantville)
Assetsin Debtor disposition: None Joint debtor disposition: Split
Judge: b Case Flag: CounDue, MEANSU,

FeeDueINST., SPLITCASE

This Certificate is Being Filed on Behalf of:

Debtor
Joint Debtor
Both

Mext Clear

Figure 14

STEP 11

The docket text generated by this docket entry displays for your examination.

(See Figure 15) Verify the accuracy of the docket text because this entire text will print on
the docket report.

If this final docket text is incorrect, you have an opportunity to use the browser back button
one or more times to find the error.

Your name as the user, will appear in parenthesis within the docket text.

Notice the Attention!! message. When the [Next] button is clicked, this transaction will
be submitted to this court and no further edits can be made. If the docket text is correct,
click [Next].
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Personal Financial Management Course:

13-10005 Jerry Jones
Type: bk Chapter: 7v Office: 1 (Pleasantville)

Assetsin Judge: ca

Docket Text: Final Text
Personal Financial Management Course Certificate For Debtor (Choice Credit Counseling)

Attention!! Submitting this screen commits this transaction. You will have no further opportunity to modify
this submission if you continue.

‘Next| [ Clear
Figure 15

STEP 12

The Notice of Electronic Filing certifies the filing with the court. (See Figure 16)
To print a copy of this notice, click the browser Print icon. You may also save a copy of
this notice by clicking File on the browser menu bar and selecting the Save As... option.

EEC F Bankruptcy ~ Adversary v Reports ~ Utilities ~ Search

Personal Financial Management Course:

13-10005 Jerry Jones
Type: bk Chapter: 7v Office: 1 (Pleasantville)
Assetszn Judge: ca

U.S. Bankruptcy Court
SDSD
Notice of Electronic Filing
The following transaction was received from Choice Credit Counseling entered on 9/26/2013 at 1:25 PM CDT and filed on 9/26/2013
Case Name: Jerry Jones

Case Number: 13-10005
Document Number: 9

Docket Text:
Dersonal Financial Management Course Certificate For Debtor (Choice Credit Counseling)

The following document(s) are associated With this transaction.

Document description:Main Document

Original filename:R:\TRN'BK'\Application Class'\Instructor Led PDFs'\Document.pdf
Electronic document Stamp:

[STAMP bkecfStamp ID=1044576575 [Date=9/26/2013] [FileNumber=25032-0]
[ad4dfacdff650774104c7590a1b5c168cdbadc6a8029396541caasSe56ff5a41c0f9all
84adb2deb2b0a0067{3 1a6ec10def390e24909eeef0683adbl 1bfde008a]]

13-10005 Notice will be electronically mailed to:

Cecelia Eastman on behalf of Debtor Jerry Jones
cecelia_eastman@thisemail com

13-10005 Notice will not be electronically mailed to:
United States Trustee
33 Whitehall Street

21st Floor
New York, NY 10004

Figure 16

Other information that appears on the Notice of Electronic Filing:
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Date and time stamp information

Debtor name

Case number hyperlink to the docket sheet

Docket text

- Text produced from docket event.

- Attachment type, description, and attachment number, which is a hyperlink
to the PDF file of the attached document, if there is one.

Document number hyperlink to associated (PDF) documents

Electronic document stamp: Unique identifying name of the document being

filed for security purposes. Key file of the court used for encryption.

NOTE: You can only access the docket sheet and the PDF document through these

hyperlinks if you have a PACER login.
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