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Filing a Certificate of Credit Counseling

Introduction Slide
Slide notes: Welcome to Filing a Certificate of Credit Counseling.
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Navigation Instructions: Each screen contains specific instructions to follow that mimic the
actual software. Follow the instructions to progress through the lesson.

Playback Controls: Playback controls, louated t the bottom of the screen, may be used to
move forward or back, or to rewind ) the g of the Iesson The playback controls also

mcludeapauselph;y; :

Navigation
Slide notes: Take a moment and review the navigation instructions on this screen. When you are ready to begin, click the “START” button.
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Objectives

Slide notes: This module simulates filing a certificate of credit counseling. After completing this module, you will be able to: Use a shortcut to locate
an event, select the party filer, associate a PDF document, and explain the elements on the Notice of Electronic Filing. When you are ready, click the
CONTINUE button.
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& CMVECF - U.S, Bankruptcy Court - Windows Internet Explorer [F=n EOR <=

G- [ef% https://bkecfi-live.aot.20.den/cgi-binflogin.pl - 5 [42] x| [ ive Search o -
»

W HAf Sp CMYECF - U5, Bankruptcy Court o~ B ~ o= - |7}k Page v {(} Tools =

EE c F Bankruptcy Adversary Query Reports Utilities Search Logout

Click Bankruptcy.

m

U.S. Bankruptcy Court
Live Database
Official Court Electronic Document Filing System

Release 3.3.1 RC12 installed 12/18/08

Slide 4

Slide notes: A successful login to CM/ECF displays the CM/ECF main menu screen. To begin the filing of a certificate of credit counseling, click
Bankruptcy.
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& CMVECF - U.S, Bankruptcy Court - Windows Internet Explorer [F=n EOR <=

@\J =, |5Ia https://bkecfl-live.aotx.ao.den/cgi-bin/DisplayMenu.pl?BankruptcyEvents - % |*y ‘ b4 | | Live Search L |
=

g dhr | CMYECF - US, Bankruptey Court o~ B ~ o= - |7}k Page v {(} Tools =

Bankruptcy  Adversary Query Reports  Utilities Search  Logout

Bankruptcey Events

Answer/Response...
Appeal

Batch Filings

Case Upload

Claim Actions
Motions/Applications
Notices

Open BK Case

Open Invohmntary Case
Other

Plan

Click Other.
File|
File a Transcript
Creditor Mamtenance .
Judge Trustee Assignment

Slide 5
Slide notes: A list of Bankruptcy Events for your court displays. Your court's menu of events may differ from what is shown here. The Certificate of
Credit Counseling should be filed as a separate document. It should not be included with the petition. When this certificate is filed it removes

the case flag COUNDUE and terminates the certificate of credit counseling deadline. To continue, click Other.
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& CMVECF - U.S, Bankruptcy Court - Windows Internet Explorer [F=n EOR <=
£~

@\_/‘ - |5Ia https://bkecfl-live.aotc.ao.den/cgi-bin/Dispatch.pl?misc

< % |*? ‘ X | | Live Search
=
W HAf Sp CMYECF - U5, Bankruptcy Court o~ B ~ o= - |7}k Page v {(} Tools =

Reports Utilities Search Logout

Bankruptcy  Adversary  Query

Miscellaneous
Click Find This Case.

Case Number

Clear

Slide 6
Slide notes: To find the case in our database, type 08-10108. As soon as the first character of the case number is typed, the Find This Case button

appears. After the case number is entered, click Find This Case to locate the case.
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=e [E
=

& CMVECF - U.S, Bankruptcy Court - Windows Internet Explorer
@\J - [4f® https://bkecti-liveaot.a0.den/cgi-bin/Dispatch,pRmisc

> 5 |*? ‘ K | | Live Search
» =
W HAf Sp CMYECF - U5, Bankruptcy Court - v B v o= « |} Page v () Tools

Reports Utilities Search Logout

Bankruptcy  Adversary  Query

Miscellaneous

Case Number
08-10108 Looking up case number 08-10108_..

Clear

Slide 7
Slide notes: A message displays indicating that the system is looking up the case number.
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= ler- s

& CM/ECF - US. Bankruptcy Court - Windows Internet Explorer
- 49 \*1\ x ||| Live Search gel

@\J + eI wttps://bkecil-live aote.an.den/cgi-bin/Dispatch.plmisc

¥ 4| &% CMVECF - US. Bankruptey Court M v B v @ v [k Page v { Tools v

= -
UECF Bankruptcy  Adversary Query  Reports Utilities Search  Logout

Miscellaneous

Case Number
1:08-bk-10108]|

Click Next.

Slide 8
Slide notes: When the case is located, the case number displays in the format chosen by the district. In our example, the case number format is the

office code, two digit case year, case type and case number. Click Next.
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& CMVECF - U.S, Bankruptcy Court - Windows Internet Explorer

=1 EoH )
@\J ~ £ https://bkect-live.aobean.den/cgi-bin/Dispatch,pl?806162705370573 - &[4 ] x || e Searcn o -
W el | g CM/EC - US, Bankruptcy Court 3~ B v & v [} Page v {} Tools v

Bankruptcy  Adversary Query Reports  Utilities Search  Logout

Miscellaneous

08-10108 Xenon Black

Type: bk Chapter- 7 v Office: 1 (Pleasantville)

Assets:n Judge: ca Case Flag: MEANSNO, 7270BJ

c |Start typing to find an event.

Available Events (click to select events) Selected Events (click to remove events)
Affidavit

Amended Creditor Matrix (Fee)

Amended Schedules (Fee)

BPP Disclosure Notice to Debtors - Form 198

Balance Sheet for Small Business

Brief

Cash Flow Statement

Certificate of Credit Counseling

Certificate of Service

Certificate of Service of Tax Information

Certificate of Service of Tax Information to Requestor

Certificate of Senice of Tax Information to Taxing Authority
Certification of Reaffirmation Agreement

Chapter 11 Ballots

Chapter 11 Statement of Current Monthly Income

Chapter 13 Statement of Current Monthly and Disposable Income
Chapter 15 List

Chanter 7 Maans Test S

m

new9

Slide notes: A list of Available Events for the Other menu displays on this next screen. It is from this list that you select the desired event. While you
can scroll through the list to locate the appropriate event, the number of events listed can be limited by typing characters or whole words in the
highlighted box. For our example, the word "credit" will be typed for the search. Watch what happens when | type the letter "c."
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& CMVECF - U.S, Bankruptcy Court - Windows Internet Explorer

=1 EoH )
@\J ~ £ https://bkect-live.aoban.den/cgi-bin/Dispatch,pl?880720044648301 - &[4 ] x || e Searcn o -
W el | g CM/EC - US, Bankruptcy Court 3~ B v & v [} Page v {} Tools v

Bankruptcy  Adversary Query Reports

Search Logout

Miscellaneous

08-10108 Xenon Black
Type: bk Chapter- 7 v Office: 1 (Pleasantville)
Assets:n Judge: ca Case Flag: MEANSNO, 7270BJ

cr

Available Events (click to select events)

Amended Creditor Matrix (Fee)

Cash Flow Statement

Certificate of Credit Counseling

Certificate of Service

Certificate of Service of Tax Information

Certificate of Senvice of Tax Information to Requestor

Certificate of Senice of Tax Information to Taxing Authority
Certification of Reaffirmation Agreement

Chapter 11 Ballots

Chapter 11 Statement of Current Monthly Income

Chapter 13 Statement of Current Monthly and Disposable Income
Chapter 15 List

Chapter 7 Means Test

Creditor Disk

Creditor Request for Notices

Cure of Residential Judgment

Decision Commencing Foreign Proceeding

Nisclnsura of Compansation bv Attomeay S

Click your selection, or use arrows to highlight it and press Enter.
Selected Events (click to remove events)

m

newl0

Slide notes: The list displayed has now been shortened to include all events in which the letter "c" appears. Now I'll type "r" in the highlighted box to
further narrow the search.
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& CMVECF - U.S, Bankruptcy Court - Windows Internet Explorer [F=n EOR <=

Q- [4]® https://bkech!-live.aotcao.den/cgi-bin/Dispatch.pl7880720044648301 « B[4 ] | [ Live Search 2 -
s ) »

g e |&J® CMVECF - U.S. Bankruptcy Court 3~ B v & v [} Page v {} Tools v

Bankruptcy  Adversary Query Reports  Utilities Search  Logout

Miscellaneous

08-10108 Xenon Black
Type: bk Chapter- 7 v Office: 1 (Pleasantville)
Assets:n Judge: ca Case Flag: MEANSNO, 7270BJ

cr . . . by righlight it and press Enter.
Available ] Click Certificate of Credit Cou nSEIIng q Selected Events (click to remove events)
ges

Certificate of Credit Counseling
CTEaar DTSk

Creditor Request for Notices
Exigent Circumstances re: Credit Counseling

Clear

Slide 11

Slide notes: It is important to note that the characters used to limit the event list do not have to match the beginning of the event name. The list of
events is now reduced to those events containing the letters "c" and "r" found together in a word. From the list that is displayed, we can easily locate
the event. Click Certificate of Credit Counseling.
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& CMVECF - U.S, Bankruptcy Court - Windows Internet Explorer [F=n EOR <=
@\J ~ £ https://bkect-live.aoban.den/cgi-bin/Dispatch,pl?880720044648301 - &[4 ] x || e Searcn o -
W el | g CM/EC - US, Bankruptcy Court 3~ B v & v [} Page v {} Tools v

Bankruptcy  Adversary Query Reports  Utilities Search  Logout

Miscellaneous

08-10108 Xenon Black
Type: bk Chapter- 7 v Office: 1 (Pleasantville)
Assets:n Judge: ca Case Flag: MEANSNO, 7270BJ

cr Click your selection, or use arrows to highlight it and press Enter.

Available Events (click to select events) Selected Events (click to remove events)
120 Largest Unsecured Creditors | Certificate of Credit Counseling

AmeFAnA Ceaditar Matrive [Enn)

crediClick here.
Credi

Exige cowcumstances re- oredit Counseling

Clear

Click Next.

Slide 12

Slide notes: After selecting the event, it displays in the Selected Events list. Additional events can be selected by holding the CTRL key and clicking
each event. For our example, the certificate of credit counseling is the only event needed. Click Next.

Page 12 of 25



Certificate of Credit Counseling

Monday, May 04, 2009

& CMVECF - U.S, Bankruptcy Court - Windows Internet Explorer

=e [E

@ fad - [4f® nttps://bkech!-live.aotcao.den/cgi-bin/Dispatch.pl7594044009764119

&[* CMYECF - U.S. Bankruptcy Court

BanKruptcy

Adversary Query Reports Utilities Search

Miscellaneous:

08-10108 Xenon Black
Type: bk

Assetsin

Chapter- 7 v Office: 1 (Pleasantville)

Judge: ca Case Flag: MEANSNO, 7270BJ

Joint filing with other attorney(s).

Click Next.

- % |*?‘ ,\lln‘.wsjsurﬁ- el -
3~ B v & v [} Page v {} Tools v =

Logout

Slide 13

Slide notes: If you are filing jointly with another attorney, click the Joint filing with attorney(s) checkbox. For our example, we are not filing jointly.

Click Next.
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& CMVECF - U.S, Bankruptcy Court - Windows Internet Explorer

=e [E

@ s~ |5Ia https://bkecfl-live.aotx.ao.den/cgi-bin/Dispatch.pl?707131960615421

&[* CMYECF - U.S. Bankruptcy Court

BanKruptcy

Adversary Query Reports Utilities Search

Miscellaneous:

08-10108 Xenon Black
Type: bk
Assetsin

Chapter- 7 v
Judge: ca

Office: 1 (Pleasantville)
Case Flag MEANSNO, 7270BJ

Select the Party:

Add/Create New Party

Black, Xenon [Debtor]
J TAheda B TS Trmsteel |

- &[4 ] x || e Searcn o~
3~ B v & v [} Page v {} Tools v =

Logout

Party Filer

Slide notes: CM/ECF displays all parties entered for this case.
certificate of credit counseling. For our example, click on the debtor, Black, Xenon.

If this were a joint debtor case, each debtor would be required to submit their own
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& CMVECF - U.S, Bankruptcy Court - Windows Internet Explorer

@ s~ |5Ia https://bkecfl-live.aotx.ao.den/cgi-bin/Dispatch.pl?707131960615421

4
I
b
?
"
i
¥
g
3

©
Al |

g dhr | CMYECF - US, Bankruptey Court

Bankruptcy  Adversary Query Reports  Utilities Search  Logout

Miscellaneous:

08-10108 Xenon Black
Type: bk Chapter- 7 v Office: 1 (Pleasantville)
Assets:n Judge: ca Case Flag: MEANSNO, 7270BJ

Select the Party:

Bank of America, [Creditor] Add/Create New Party
Black, ¥enon [Debto

Evans. Roberta R. [U.S. Trustes]
Home Depot, [Creditar]
Mayfair, Julian [Trustee]

Next| [Clear

Click Next.

Slide 15
Slide notes: After the party is selected, click Next.
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& CMVECF - U.S, Bankruptcy Court - Windows Internet Explorer

=e [E

Q- [ef® https://bkectl-live.actc.ao.den/cgi-bin/Dispatch pl?542383444616491

%W

SECF

Miscellaneous:

&[* CMYECF - U.S. Bankruptcy Court

Utilities Search

BanKruptcy

Adversary Query Reports

08-10108 Xenon Black
Type: bk
Assetsin

Chapter- 7 v
Judge: ca

Office: 1 (Pleasantville)
Case Flag MEANSNO, 7270BJ

Select the pdf document (for example: C-\199cv501-21 pdf).

Filename
Browse
\Attachments to Document: @ No Yes

Click Browse.

Next| [Clear

Logout

o |

=
o= v |k Page v () Tools »

PDF Document

Slide notes: You will now associate the Certificate of Credit Counseling PDF document with this docket entry on this screen. Click Browse.
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& CMVECF - U.S. Bankruptcy Court - Windows Internet Explorer

= =]E]
€ Choose file 5] - 5 |‘?‘ K | | Live Search £~
prS—
E— ]
o9 [17« TRN » BK » Black08-10108 ~ [ 42| [ search L B v B v & v [ Page v & Tools v
— rch  Logout Y
E - = Name Date modified Type Size

! Documents T Certificate of Credit Co.. 4/29/19931:57 PM  Adobe AcrobatD...

. o 0 B | creditor_r ~tricbd 3/30/2000 9:24 AM Text Document

=il RecentPlaces ZSSN Verifi

B Desktop Tveppst | Click Certificate of Credit Co...

& Computer TOBJ

B Pictures

& Music

[% Recently Changed

IS Searches

Public
Folders Ay [T 3
File name: Certificate of Credit Counseling. PDF « | Al Files (*.%) -

TTEXT CTEar

Slide 17

Slide notes: Navigate to the location on your computer where the PDF document is stored. For our example, click "Certificate of Credit Co..."
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Slide 18

Slide notes: Our example does not simulate opening the PDF document, but remember, it is always a good idea at this point to verify that this is the

& CMVECF - U.S. Bankruptcy Court - Windows Internet Explorer

& Choose file

pr—
O | <« TRN » BK » Black08-10108

- |‘y ‘ | Search

E e Links Name Date modified Type
T Certificate of Credit Co.. 4/29/19931:57 PM  Adobe AcrobatD...
| Documents o
B, | creditor_matricbd 3/30/2000 9:24 AM Text Document
=il Recent Places - _—
J - 55N Verification.PDF 5/19/19991:02 PM  Adobe Acrobat D...
Bl Deskiop = olp.pdf 10/26/1999 433 PM  Adobe Acrobat D...
& Computer
B Pictures
& Music
[% Recently Changed
IS Searches
Public
Folders Ay [T
File name: Certificate of Credit Counseling. PDF « | Al Files (*.%) -
o
TTEXT CTEar
Click Open.

Size

»

= |[= ][]

- %|‘7‘A Live Search L ~|
oS- B - rg\vl-_}'PagE':jTonlsv”

'ch  Logout Y

TOBJ

correct PDF document you want associated to this event. Click Open.

Page 18 of 25



Certificate of Credit Counseling Monday, May 04, 2009

& CMVECF - U.S, Bankruptcy Court - Windows Internet Explorer [F=n EOR <=

@\J - £ https://bkect-live.aoban.den/cgi-bin/Dispatch,pl?457204205080026 Y |¢,‘ 3 ||| Live Search o |
»

W HAf Sp CMYECF - U5, Bankruptcy Court o~ B ~ o= - |7}k Page v {(} Tools =

ZEC .
UE F Bankruptcy Adversary Query Reports Utilities Search Logout
Miscellaneous:

08-10108 Xenon Black
Type: bk Chapter- 7 v Office: 1 (Pleasantville)
Assets:n Judge: ca Case Flag: MEANSNO, 7270BJ

Select the pdf document (for example: C-\199cv501-21 pdf).
Filename

RATRN\BKBlack 08-10108\Certificate of 1[_Browse |

\Attachments to Document: @ No Yes

Click Next.

Slide 19

Slide notes: The complete path for the Certificate of Credit Counseling PDF document now displays in the Filename field. If additional documents are
to be attached, click the Yes radio button next to Attachments to Document. For our example, there are no additional attachments to the certificate.
Click Next.
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& CMVECF - U.S, Bankruptcy Court - Windows Internet Explorer

SECF

Miscellaneous:

Bankruptcy  Adversary Query Reports  Utilities  Search

Logout

08-10108 Xenon Black
Type: bk
Assetsin

Chapter- 7 v
Judge: ca

Office: 1 (Pleasantville)
Case Flag MEANSNO, 7270BJ

Docket Text: Modify as Appropriate.
Certificate of Credit Counseling |

Filed by Debtor Xenon Black . (Mason, Perry)

Next| [Clear
Click Next.

(E=1 Fon()
@\J - £ https://bkect-live.aoban.den/cgi-bin/Dispatch,pl7101617873385056 - 8 |¢,‘ ¢ ||| Live Searct £ |
»

W HAf Sp CMYECF - U5, Bankruptcy Court o~ B ~ o= - |7}k Page v {(} Tools =

Slide 20

Slide notes: Your court may allow you to type additional docket text through a docket text window as highlighted here. For our example, no

additional text is necessary. Click Next.
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& CMVECF - U.S, Bankruptcy Court - Windows Internet Explorer [F=n EOR <=

@\J ~ £ https://bkect-live.aobean.den/cgi-bin/Dispatch,pl7105608626261068 Y |¢,‘ 3 ||| Live Search o |
»

W HAf Sp CMYECF - U5, Bankruptcy Court o~ B ~ o= - |7}k Page v {(} Tools =

EE c F Bankruptcy  Adversary Query Reports  Utilities Search  Logout

Miscellaneous:

08-10108 Xenon Black
Type: bk Chapter- 7 v Office: 1 (Pleasantville)
Assets:n Judge: ca Case Flag: MEANSNO, 7270BJ

Docket Text: Final Text
Certificate of Credit Counseling Filed by Debtor Xenon Black. (Mason, Perry)

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

Next Clear

Click Next.

Slide 21

Slide notes: This screen displays the final docket text as it will appear on the docket sheet. You are informed that once this screen is submitted, no
further opportunities to cancel or modify this transaction are allowed. The docket text is acceptable for our example. Click Next.
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& CMVECF - U.S, Bankruptcy Court - Windows Internet Explorer [F=n EOR <=

@\J - £ https://bkect-live.aoban. den/cgi-bin/Dispatch,pl?20645022491 3855 Y |¢,‘ 3 ||| Live Search o |
»

W HAf Sp CMYECF - U5, Bankruptcy Court o~ B ~ o= - |7}k Page v {(} Tools =

Bankruptcy  Adversary Query Reports  Utilities Search  Logout

Miscellaneous: i

08-10108 Xenon Black

Type: bk Chapter- 7 v Office: 1 (Pleasantville)
Assets:n Judge: ca Case Flag: MEANSNO, 7270BJ
U.S. Bankruptcy Court Press "Page Down."

Live Database
Notice of Electronic Filing

The following transaction was received from Perry P. Mason entered on 4/3/2009 at 9:07 AM CDT and filed on 4/3/2009

Case Name: Xenon Black
Case Number: 08-10108
Document Number: |.

Docket Text:

Certificate of Credit Counseling Filed by Debtor Xenon Black. (Mason, Perry)

The following document(s) are associated with this transaction:

Notice of Electronic Filing

Slide notes: This Notice of Electronic Filing is the verification that the Certificate of Credit Counseling has been electronically filed with the court. It
certifies that the certificate is now an official court document. We suggest you print this page as a record of the filing. Copies of this notice are
immediately e-mailed to all participant CM/ECF users who have subscribed to this service for this case.

The certificate of credit counseling has been assigned document number 12 which is a hyperlink to the PDF document. Attorneys on the case
and other parties can access the PDF document one time here without incurring a PACER fee. However, attorneys and other PACER

customers must login to PACER and incur appropriate fees to view the docket report from either case number hyperlink as highlighted here.

Press the Page Down key to access the bottom of the Notice of Electronic Filing.
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& CMVECF - U.S, Bankruptcy Court - Windows Internet Explorer [F=n EOR <=

@\J ~ £ https://bkect-live.aobean.den/cgi-bin/Dispatch,pl?502533332198666 Y |¢,‘ 3 ||| Live Search o |
»

W HAf Sp CMYECF - U5, Bankruptcy Court o~ B ~ o= - |7}k Page v {(} Tools =

Bankruptcy  Adversary Query Reports  Utilities Search  Logout

Document description:Main Document

Original filename:R:\TRN'BK 'Black 08-10108\Certificate of Credit Counseling PDF
[Electronic document Stamp:

[STAMP bkecfStamp_ID=1044576575 [Date=3/5/2009] [FileNumber=12847-0] [
3c03cf4101590debbabb8elbld2eas1e456819cdfeT0d0c6 Tad95aact28ebfeac 7096
3aaa361a397450757757545db%el40adef7731a9c52ald0cd2cIb44c8]]

08-10108 Notice will be electronically mailed to:

Julian Mayfair
mayfairassoc/@legal com

08-10108 Notice will not be electronically mailed to:

Roberta R. Evans
Sonterra Building
142 E. Milk Street
Boston, MA 02144

m

Perry P. Mason on behalf of Debtor Xenon Black
Law Offices of Mason & Mason

1214 South Banister St.

San Antonio, TX 78823

Slide 23

Slide notes: The electronic document stamp is a unique identifier to this PDF document. It is assigned by CM/ECF and is a security feature used
throughout the system. This portion of the Notice of Electronic Filing displays a list of those parties who will be noticed electronically and a list of those
who must be notified by mail.
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Summary

Slide notes: This concludes the lesson on Filing a Certificate of Credit Counseling. You should now be able to: Use a short cut to locate an event,
select

the party filer, associate a PDF document with an event, and explain the elements on the Notice of Electronic Filing. Use the playback

controls or Menu options to view previous screens or close this module by clicking EXIT.
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Thank you for viewing the module on
Filing a Certificate of Credit
Counseling.

Exit
Slide notes: Thank you for viewing the module on Filing a Certificate of Credit Counseling.
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