FINANCIAL MANAGEMENT CERTIFICATE FILING PROCEDURES

1. Internet Access - - The user will need to use one of the following two options:
a. Through Court Website:
I. Enter WWW.COB.USCOURTS.GOV in the browser’s address field
ii. Press enter to bring up the District of Colorado’s Bankruptcy website

iii. On the left side of the page, click the E-Filing (CM/ECF) button. See screen shot
below.
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E-Filing (CM/ECF) » the home page of the United States Bankruptcy Court for the District of Colorado. We offer this service as part of our continuing effort to provide you
e i cess to information related to the Court. Your comments are welcomed and may be sent to us by e-mail at: Colorado Bankmptey Court. However,
substantive documents tendered for filing in the official records of the Court must be submitted in writing in accordance with the established rules of procedure. The

Case Locator (PACER) » Court does not accept motions, applications, pleadings, claims, statements nor other documents via e-mail or facsimile.
iv. Click on the District of Colorado - Document Filing System
b. Open Internet Explorer or Firefox
i Enter ECF.COB.USCOURTS.GOQV in the court in the browser’s address field
il. Press enter to bring up the District of Colorado, United States Bankruptcy Court’s

ECF website.

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. See the actual steps in
docketing for further clarification

2. Logins and Passwords
a. Enter the user’s login name in the proper box
b. Enter the user’s password in the proper box
C. The Client code box on log-in should be blank
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d. User must check the box to indicate that he/she understands compliance with the
redaction rules. See Screen Shot below

NOTE: 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.

e. Ensure:

i The user name is correct
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gl & Intranet - US Bankr... | §]% CM/ECF Live Data... |Z[6 CM/ECF Test Data... |§J8 CM/ECF Training ... |£[¥ CMVECF Test Data... |{J% CW/ECF TestD... x i - L @ v Pagev Safetyv Tookw @ é
CM/ECF Filer or PACER Test Login l
Notice H
This is a Restricted Web Site for Official Court Business only. Unauthorized entry is prohibited and subject to prosecution under Title 18 of the U.S. Code. All activities and access attempts are logged.

nstructions for viewing filed documents and case information:
fyou do not need filing capabilities. enter your PACER login and password. If you do not have a PACER. login, you may register online at hitp:/'www pacer.gov.

nstructions for filing:
3nter your CNUECF filer login and password ff you are electronically filing something with the court.

Authentication

Login: Login Name Here IMPORTANT NOTICE OF REDACTION RESP‘ON SIB]I.m All filers mmst redact: Social Security or taxpayer-identification numbers; dates of birth; names
of minor children: deginsliassy gl R_Banler. P 9037. This requirement applies to all documents, incuding attachments.

Password:  Pageword Here

: T ; o ; s
Eéldeg:t Loave Blatk " Tunderstand that. 1 I file, I must comply with the redaction rules. [ have read this notice.
Login | | Clear :
Be sure to check the bex regarding redaction
Notice

An access fee of 50.10 per page or $2.40 per document with an andio attachment, as approved by the Judicial Conference of the United States, will be assessed for access to this service. For more information
tbout CM/ECE, click here or contact the PACER Service Center at (800) 676-6836.

CM/ECF has been tested using Firefox and Internet Explorer 8 and 9.

ii. The redaction notification has been checked

iii. 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.

f. Click on Log-in
g. The following information is for the user’s information:

i. The logins and passwords are issued by each court.

ii. These logins and passwords allow electronic filing of documents.
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iii. 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.

iv. Each Course Provider is personally responsible for all activity with their logins.

V. The Client code field on log-in should be blank.

3. The CM/ECF Menu Screen

a. Access to the various filing menus is provided by the blue main menu bar at the top of
the screen.

b. Each selection is a hyperlink to another set of options or hyperlinks.

C. 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.

d. Personal Financial Management Course Providers will only have access to the
Bankruptcy Menu

DOUBLE CHECK YOU HAVE THE CORRECT DEBTOR’S NAME, CASE NUMBER AND
THE BANKRUPTCY DISTRICT ON THE “ CERTIFICATE OF DEBTOR EDUCATION”
FORM BEFORE FILING.

4, Filing in CM/ECF

a. Click on [Bankruptcy] in the blue main menu bar
b. Click on [Personal Financial Mgt Certificates]
C. Enter the case number in yy-nnnnn format, including the hyphen

d. Click [Next]

NOTE: As the case number is entered, an additional button appears. The Find This
Case button may be used to verify the case number.

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.

You may cancel an event in process at any time by clicking on another menu option from
the Main Menu to start over
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e. Click on the proper event name below the Available Events header to select it.

i. Personal Financial Management Course - - should be selected if this is the first
certificate being filed in this case

ii. Amended Personal Financial Manangement Course - - should be selected if
this certificate is correcting some information in the original certificate. This is
rarely used.

ili. Notice your selection will now also appear in the Selected Events list on the
right side of this screen

f. Click [Next] to continue.

g. Attaching the PDF document to the entry
NOTE: The Bankruptcy Court for the District of Colorado encourages the Provider to
submit one PDF document consisting of 2 pages for both the debtor and joint debtor, if
the case is a joint case. Itis at this point you can select the 2 page document

i. Click [Browse] as shown in the screen shot below.

ii. Navigate to the directory where the appropriate PDF file is located and select the
document with your mouse. See Screen Shot below
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Personal Financial Management Course

11-10011-EEB Jason Alexander Godwin and Rubv Thomas Alexander Debtor dismissed 02/15/2013, Joint debtor dismissed 02/15/2013, Converted 04/08/2011

Tvpe: bk Chapter: 7v Office: 1 (Denver)

Assetsin Debtor disposition: Standard Jomnt debtor disposition: Standard
Discharge Discharge

Judge: EEB Case Flag: DebtEd, MEANSNO,

506, DISMISSED

Filename
| Browse...
Attachments to Document: @ No (' Yes

Next | | Clear
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h.

€ Choose File to Upl;

m ~[J) » Computer » Wark(R) » TRN » BK » Application Class # Instructorled » PDFs
—— il it e ol o i
Organize » MNew folder
.0 Favorites @Amended Chapter 13 Plan.pdf
B Desktop E]Amended Plan.pdf
& Downloads @Amended Schedules.pdf
2| Recent Places |@ Certificate of Completion.pdf |
@Certificate of Credit Counseling.pdf
- Libraries @Certificate of Debtor Education.pdf
[Z| Documents FLICh 13 Plan.pdf
&) Music FL Claim Form B10.pdf
[E=| Pictures '@claimfrm.pdf

'@Contract.pdf
'@Ducument.pdf
18 Computer '@Exhibit Loan Documents.pdf
iii. To make certain you are about to associate and file the correct PDF file, right-

click on the filename and click [Open].

iv. This will launch the Adobe Acrobat Reader to display the imaged document to
verify that this is the correct document. See Screen Shot below
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File Edit View Window Help *
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Certificate of Completion

Personal Financial Management Course

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

Instructions on how to set up Acrobat to open PDF documents outside of
the Browser are included at the end of this document.

Vi. Click Next

Depending on if the case is an individual debtor (One person filed) or is a joint case (two
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persons filed) one of the following will need to be followed:

Steps to electronically file for Individual Debtor:

(1)
()
(3)
(4)

()

(6)
(7)

Click Next
The Docket text will be displayed as it will appear on the public docket
Ensure the docket text is accurate

Notice the Attention message immediately under the docket text. It
reads:

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

If the Docket text appears to be incorrect, you have an opportunity to use
the browser back button one or more times to find the error, however you
will need to attach the “PDF” again at the “Browse” screen.

If the Docket text appears to be correct, click next.

Your name as the user will appear in parenthesis within the docket text on
the public docket

Steps to electronically file for Joint Debtors:

(1)

You will need to select ONE of the following options on this screen:

€)) Debtor - - select only if the first person listed on the case is the
only party who completed the Financial Management Course

(b) Joint Debtor - - select only if the second person listed on the case
is the only party who completed the Financial Management
Course

(©) Both Debtors - - select this if BOTH debtors completed the
Financial Management Course and both Financial Management
Certificates are being as one PDF.
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& CMJECF Test Database - Windows Internet
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E c F Bankruptcy Adversary Query Reports Utilities Search Logout

Personal Financial Management Course

12-10009-MER. Jim Tester and Molly Tester ‘ Joint Debtor

Type: bk ‘ Chapter: 7 v Office: 1 (Denver)
Assets:n Judge: MER Case Flag: DebtEd, MEANSNO,
Debtor APPEAL

This Certificate is Being Filed on Behalf of:

[ Joint Debtor
[T Both Debtors

Ne)d.| | Clear

(2) Click Next

3) Click Next

4) The Docket text will be displayed as it will appear on the public docket
(5) Ensure the docket text is accurate

(6) Notice the Attention message immediately under the docket text. It
reads:

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

Have you redacted?

(7 If the Docket text appears to be incorrect, you have an opportunity to use
the browser back button one or more times to find the error, however you
will need to attach the “pdf’ again at the “Browse” screen.

(8) If the Docket text appears to be correct, click next.
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(9) Course Providers name as the user will appear in parenthesis within the
docket text on the public docket

5. Notice of Electronic Filing - - certifies the filing with the court. See the Screen Shot below.

EE F Bankruptey = Adversary = - Utilites =

Personal Financial Management Course:
13- D005 Jerey Jomes
Type: bk Chapter; v Office: | (Pleasantville)
Aszets: n Judge: ca

1.5, Bankrupiey Court

SDSD

Motwee of Elecironic Filmg
The following transsction was recedved from Choice Credit Counseling smtersd om 90262013 at 1:25 FM CDT and filad on 90262013
Cade Name: Ferry Jomes

Case Number: 13- 1 000HpS
Docament Namber: &

Docket Texi:
Personal Financial Management Course Cortificate For Debtor (Cholea Credit Counsslingy

The Fn1|t|win_g document(s) are associated with this transaction

Document description:X{ain Document

Original filemame: B TRMN BEK Application Class' Isstructer Led PDF s Document pdd
Electronic document Stamp:

[STAMP blcecfStamp ID=1044576575 [Date=2/26/2013] [FileMumber=15032-0]
[addfacdffeS0774104c T 59021 bic] 62cdbadcball203 9654 | can So 56 fT5ad 1 c0f%al 1
B4adb2deb2blialiE T3 1 atec ] Odef3%0e245)%eeflG8 3adb1 1bfde08a]]

13- 00005 Notice will be elecironically mailed to:

Cecelis Esstman on bebalf of Debtor Jerry Jones
oecelia_eastmani@ thisemail com

12 100035 Notice will not be electronically mailed to:
Wnited States Trostes
33 Whitehall Street

215t Floor
Mew York, NY 10004

a. Information Contained in the Notice of Electronic Filing

i. Date and time stamp information
ii. Debtor name
ili. Case number hyperlink to the docket sheet
iv. Docket text
1) Text produced from docket event.
(2 Attachment type, description, and attachment number, which is a
hyperlink to the PDF file of the attached document, if there is one.
V. Document number hyperlink to associated (PDF) documents
Vi. Electronic document stamp: Unique identifying name of the document being filed
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for security purposes. Key file of the court used for encryption
b. Printing a a copy of this notice:
i. Click the browser Print icon.
il. You may also save a copy of this notice by:
(1) Clicking File on the browser menu bar

(2) Selecting the Save As... option

NOTE: You can only access the docket sheet and the PDF document through these hyperlinks if you
have a PACER login. Information contained in the Notice of Electronic Filing:
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