ATTORNEY CASE OPENING INSTRUCTIONS

During the initid phase of alowing attorneys to file bankruptcy petitions and open the cases on ECF,
the petition filing fee will not be able to be paid on-line. The attorney must have a credit card
authorization on file with the clerk’ s office. The attorney’s credit card will then be billed the next
business day after the caseisfiled by the attorney.

If you are using the one button filing features of Best Case or Bankruptcy 2004, after you have filed the
case or cases, go to step 15 below to use the Judge/Trustee Assgnment process. If your bankruptcy
software does not have a one button filing feature, you will need to open the case as part of thefiling of
the petition.

1. Under the Bankruptcy Events Menu select Open aBK Case. Sdlect the correct chapter. [If
filing ajoint petition, change Joint Petitionto y. If you are not filing al the required schedules
and gtatements, and if a Chapter 13, the plan, with the petition then change Deficienciesto y. If
filing dl required schedules and statements and the plan, if achapter 13 case, leave Deficiencies
an.

Open New Bankruptcy Case

Casze type ibk =
Diate filed 2/23/2004
Chapter

Joint Petition !n 'I
DE.[‘].I.'i.EIHJiI-."‘E ;I"I "“'I

Mext Clear!

2. Enter the debtor’s Socid Security number or Tax ID and click on Next.

Search for a party
SSN ]ﬁaa—aﬂ—aﬁaa Tax Id

Last/Business name |

Search | Clear |




On the next screen, click on Create New Party. If your debtor has previoudy filed a
bankruptcy in the Digtrict of Arizona, the debtor’s name may appear on the list and you could,
instead, select the debtor’ s name from the list and click on Sdlect Name From List (Use only if
the address shown in the pop-up is correct). Otherwise Create a new party.

Party search results
JOMESTY, BRAD ﬂ

E

Select name from list ] Create new party I

After clicking on Create a New Party, you will receive a Party Information screen. Complete:
the name (generationisfor ., Jr., or 1), Titleisnot used (if a corporation, partnership or
LLC, place the entire name in the last name box); SSN (input the complete SSN, only the last
4 digits will be displayed) or Tax ID; address (do not use the office line); select the proper
county (county cannot be left blank, dso the county selected will determine which office the
cae isfiled in); leave country (unless outsde USA), phone, fax and e-mail fields blank; leave
ProSe a no; and you must change Role to Debtor. Leave Party text blank (if filing a corporate
case, you would place “an Arizona corporation” in the Party text line instead of including it as
part of the name).

Farty lntormaton

Lasi name  [J6HES Firs\ nume  |MICHAZL
Mliddle name ]E . Generatun I? Title I
SN |111-22-3333 praq11e Tax D |
Office | Address 1 [1234 NORTH 11TH AVEINUL
Adiress2 | Address 3 |
City |pHoEnIz State |2z Zip |sscozz
County Im Counay Ii
Plure | Fax I
E-muail J
ToSe m Role |Debtor (dbipty) -]
DParty text |
Ahae | Reviaa Add all aliacee befors

clhcining tha Suabamdl but.on

Subrmit | Cancel | Dlearl




5. If the debtor has one or more diases, click on Alias. If no diases, click on Submit. If you click
on Alias, the following screen will gppear. Typein the dias and sdlect thetype. Then click on
Add diases. You will be returned to the Party Information screen and then click on Submit.

Alias Information (Party JTONES, MICHAEL R)

| LastBusinessname |  Firstname  Middle name Generation| Role
1 |joonEs [MICKEY | | laka =]
2 || | | [ |aka ]
3] I | I [fa o]
4] I | [ [aa o]
511 | | I |aka [z

Add aliases I Clear ‘ Click the Add aliazes button to refun to the Perty screen end submdt all mformation for this party.

6. The next screen will display the office where the case will befiled and is based on the county
that was sdected previoudy.

Divisional Office 15 set to Phoenix based on the county code 04013 of the debtor
Mext | Clear |

7. If filing ajoint case, you will receive another screen as shown in step 2 above and you will need
to repeat steps 2 through 5.

Search for a party(joint debtor)
SSN | TaxId |

Last/Business name |-.TDI~iE5

Search | Claarl

End pariy selection |




8. Y ou will next be prompted to enter the following data: Type of debtor which is defaulted to
individua, un-click individua and click on another type if filing one of those other types, the
type of Other may be sdlected for an LLC; leave Fee tatus at Paid (your credit card will be
charged); if debtor isengaged in abusiness, change Nature of debt to business; leave Voluntary
a voluntary (at thistime an involuntary petition till needs to be filed on paper); leave Origin a
Zero, leave Date split/trandfer blank; if filing a chapter 7 leave Asset notice at No, if filing a
Chapter 11,12 or 13, change Asset notice to Yes (Do not select Unknown); and then select the
number of creditors, assets and liabilities as listed on the petition. Then click on Next.

Tvpe of debtor ¥ Indiadual T Cerporanon [ Parmership [T Clearng Bank
[ Ralroad [ Stockbreker [N Commodity Broker [ Other

Fee status [Paid =]

Nature of debt Mﬂ

Voluntary [voluntary =]
Origin |Zero =

Date sphittransfer I
[ext | Clear

Asset notice | Mo -

Estimated number of creditors |5l:l-99 'I

Estimated assets [$100,001-§500 000 -

Estimated debts |$100,001-8500,000 =l

0. If you selected Deficienciesas“y” in step 1 above, the following screen will be displayed.
Place a check mark in those items not being filed with the petition and click on Next.

Deficiency List
Check item(s) NOT tncluded in the petition

I Mailing Tast of Creditors

W Schedules A-J

W Statement of Fimancial Affairs
I Attorney Disclosure Statement |

Mext | Clear |

10.  Thenext screen will dlow you to upload the PDF documents for the petition and any lidts,
schedules and statements, if filed with the petition. If filing a chapter 13 case and the plan is
reedy to befiled, do not include the plan as part of the petition filing. The planisto befiled asa
Separate entry.



11.  Thenext screen will tell you the due dates for any missing documents and for the filing of the
ECF Declaration. Click on Next.

schedules and Statements due date 03/9/2004

Electronic Filing Declarabon due date 03/15/2004

MNext | Clear |

12.  Click on Next again and you will receive the find docket text. Y ou are not able to modify the
docket text. The docket entry will show the due dates for al the missng documents. Click on
Next.

Docket Text Final Text

Chapter 7 Vohmtary Petition, Mailing List, Schedules and Statements (except for those listed below). Electronic
Filing Declaration due 3/15/2004, Schedules A-J due 3/9/2004, Statement of Financial Affaars due 392004, Attorney
Disclosure Statement due 3/9/2004, filed by Sue Test of {Non-Existant Attorney) on behalf of MICHAFL R, JUNES
SK., NORAH §. JONES (Test, Sue)

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

13.  Thefiling of the petition and any schedules and statements is now done and the next screen is
your filing recaipt which will show you the case number assigned.

Jotice of Bankmuptcy Case Filing

[he followng transaction was recewved from Test, Sue entered on 2/23/2004 at 11:57 AM A7 and fled on 2/23/2004
Case Name: MICHAEL R. JONES and NORAH 5. JONES

Case Number: 2:04-ble-00151

Document Number: 1



14.  Thenext Sep isto use the Creditor Mantenance option under the Bankruptcy Events Menu to
upload the creditors as this was not done as part of the filing of the case. The one button filing
features of Best Case and Bankruptcy 2004 will upload the creditors as part of the bankruptcy
filing, saving you this sep.

Banlruptcy Events
Anewer/Response/Obection
Appeal
Clasm Achons
Creditor Mamntenance.
File Claims
Motons/Applicahons
Notices
Open a BK Case
Other
Plan
Trustee/US Trustee
TJudee/Trustee Assignment
Drder Upload

15. If you are filing more than one case, you will want to file dl your cases and upload the mailing
lists before going to the Judge/Trustee Assgnment option on the above menu.  While you may
run the Judge/Trustee Assignment feeture after filing each case, any baich filing permitted by the
US Trustee will not then be obtained. After the Judge/Trustee Assignment option runs, you will
receive the following screen which will display the judge(s) and trustee(s) assigned to the
case(s) you filed.

341 Judge And Trustee
Case | CaseTitle  Chapter 3] Meeting Judge Name Trustee Name
MICHAEL R Frst Mesting of Credtors schechled for 0410302004 at
JONES and 09:00 AN at 1.5, Trostee Meeteg Room, 2923 I, T
U oras, | ot Ave, S 00, P AZCALPEDD, | eneored AL 2

JONES {Cjechans for Drscharge due by (60472004, (Test, Sug)




16. If you have filed a Chapter 13 case and the plan isreedy to file, the plan will befiled asa
separate entry, using the Plan option from the Bankruptcy Events Menu.

17. If you need proof of the filing to provide a creditor, you can obtain a Notice of Bankruptcy
Cas= Filing. Run a Query using the case number assigned and click on Notice of Bankruptcy

Case Filing.

Query

Alias Eelated Transactons

Associated Cases Status
Attorney Trustee
Case Sumimaty

Creditor

Dieadline/Schedule

Diocket Eeport ..

Filers

HistorywDocuments

Judge

Motice of Banlouptcy Case Filing

Party

Meobons Feport

Y ou will then receive the following Notice with the court sedl thet contains the filing information
and can be sent to the creditor as proof of the bankruptcy filing.

Ukited States Hankrupitey Uoagt
Dristriet of Avizona

Motice of Bankruptcy Case Filing
A bankruptcy case concesmmg the debior(s) keted below was Sled under Chapter 7 of the United States
Bankruptey Code, entered on DAS2004 a1 448 FMM and Bled oo 040202004

CHARLIE JONESES
SEM: TT 711907
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