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4 | Attorney Administration Overview

|. ATTORNEY ADMINISTRATION OVERVIEW

New Interface, Enhanced Features, Better Client Management

This user’s guide will help you navigate through the new site and complete the necessary steps to invite a client, view client
progress, preview client-entered information, access billing information, view past invoices and manage user accounts in one
centralized location.

1. Help Center - For help, information and resources visit the Help Center available throught MyCaselnfo in the left
sidebar.

. Account Management - Here you can manager your MyCaselnfo including user accounts, billing, insturctions and more.

Sort by Status - Clients are sorted by their status of the questionnaire for your easy access.

Search - Easily find a specific client or view all clients by status.

Action Buttons - Automatically see which actions are available for each client based on their status.

Vs W

N

MyCaselnfo S © |
S ==~ Law Office of Lawrence Doe  Eanston, 1L stzon v bestesse.com
Attorney Administration

Account Management || Logout

& AucClients

2 E Active Clients
Active Clients

This section includes all of your clients with the In Progress and Ready to Download status. Clients who are In
Progress have confirmed their invitation to fill out the questionnaire and may have begun to enter data.

‘ Completed Clients Clients who are Ready to Download have submitted their completed questionnaire for your review.

‘ Unconfirmed Clients. Search
Name or Email: Filter:
’ 4 OR - SelectHere - - Go
Enter 1 or more characters of a client’s name or email.
: . . Reset Search
.‘ Searching Clients by:
Invite New Client Clients are listed beginning with the most recent by defaulr. (Reset)
— - W Name W Status
+Tessa Smith 14% Completed In Progress @V 0
1 Help -Janie Jones 14% Completed In Progress OV 1]
Canter Progress | EditClient | Flagged Questions | Activity | Email Client |
e
Percent Complete: 14 Preview @
Personal Information In Progress  Date Invited: 07/16/2012
Income In Prograss. Date Confirmed: 07/16/2012 Export c
Property Not Started Date Purchased: 10/05/2012 5
Debts In Progress Client Login 0
[)fpenses Not started Uploaded Documents: No
Miscellaneous Not Started
Resend Q

Percentage complete reflects the percentages of categories completed. Once your client has answered
every question in a category, it is marked as completed.

+Ted Thompson 0% Completed In Progress @Y 0

%(riSigll" +5Sally Johnson 0% Completed Ready to Download ¥ W 0

+Jane Sample 50% Completed In Progress @Y 0
+Beth Johnson 0% Completed In Progress G)Y 0
+Andrew White 0% Completed In Progress CDY 0

1.800.492.8037 = help@bestcase.com = www.bestcase.com
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Il. HELP CENTER

Documents

= Cetting Started Guide

« The Getting Started Guide offers concise, easy-to-understand overview of the basics of using MyCaselnfo.
u Client Questionnaire List

+ The Client Questionnaire List gives a complete breakdown by section of each question in the questionnaire.
= Frequently Asked Questions

+ Browse a list of frequently asked questions from other attorneys about MyCaselnfo.

Web Tutorials

Watch these short, recorded demonstrations that walk you through tasks necessary for using MyCaselnfo.

+ Questionnaire Management
+ Invite A Client

 Account Administration

+ Client Questionnaire

Online Seminar

Sign-up for a live online seminar that will walk you through how to use MyCaselnfo to help you streamline your workflow and reduce
data entry. Visit www.bestcase.com/cus_support.htm and clicking on Online Seminars.

Technical Support

If you need immediate assistance get your questions answered by a technical support specialist.
+ Monday - Friday 8:00am - 5:30pm CT
+ Phone: 1.800.492.8037

+ Email: help@bestcase.com

Technical Support is only available with an active Best Case Bankruptcy maintenance package.

What'’s New

View all updates and changes that have occured to MyCaselnfo by visiting www.bestcase.com/whatsnewstate. htm#mci

1.800.492.8037 = help@bestcase.com = www.bestcase.com
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1. INVITE A CLIENT TO MYCASEINFO

Follow the steps below

1. Click the Invite a New Client button.

2. Enter the client’s full name, phone number and email.

Client emails can only be used one time. MyCaselnfo
will let you know if the email is availble to use or if it

has previously been used.

3. Select the ‘Expected Completion Date’. By default,
this date will be 5 days from today’s date.

The Expected Completion Date is especially

Wl important for those clients that you wish to complete
the paycheck calculator. If you invite a client at
the end of the month but you won't file their petition
until the next month, you will no longer have
up-to-date information — unless you change the
Expected Completion Date to be sometime during the
next month.

4.  Select options and set preferences for the following
items:
+ Questionnaire Sections
+ Paycheck Calculator
+ Instructions
+ Request Tax Returns Thru

X 70 edit the default instructions, see page 21.
+ Send Options

TIP: Save these options as default to be applied to all
new clients.

5. Include any specific additional instructions for
your client such as, Remember to include spouse
unemployment in the Income section.

6. Select how you want to send the email.
+ Via MyCaselnfo
+ Via My Email Program - Copy and paste the
information from the provided email to your
preferred web based email program to send the
invitation email.

TIP: If you use a desktop client email program like
% Outlook, you don’t have to copy and paste. Just send
the invitation!

Invite a Client

* Required Fields
Switch to: 3 Step

Step 1 of 3: Basic Information

*Full Name: test
*Phone: test
*Email:

test@gmail.com

This email is ready to be sent an invite

Step 2 of 3: Client Options

@ Income Information

*Expected Completion Date: 05 >\ 7|11 v / 2015 ~
Current Income Period: 11/2014 thru 04/2015

*Request Tax Return Uploads 2012 m
Since:

“Request Days of Paychecks: 6 Months -

@ Instructions/Questionnaire Options

Select the set of instructions to use. Edit Instructions

You can save separate sets of instructions and send them to users by
using the check boxes below. If you have instructions you would like to
send to only one client, use the ‘Special Instructions’ field.

Instructions @ Chapter 7
Chapter 13

) None

Please select the sections of the questionnaire that you would like

your client to complete

Questionnaire Sections [ property [ Debts
[¥] Miscellaneous

¥ Income
[¥] Expenses
[¥] pocuments

*Paycheck Calculator © Use Paycheck Calculator for this client

) Don't use Paycheck Calculator for this client
Means Test income infomration will not be
available if you disable the paycheck
calculator.

*Questionnaire Language @ English
Spanish

*This feature of MyCaselnfo will not convert client responses from Spanish
to English.

[T1save options as Default?

Step 3 of 3: Send Questionnaire

[¥] cc Attorney Email: CLamlamay@cingroup.com

*Send Options © Send Via MyCaselnfo

Default. Sends email via the MyCaselnfo website.

) send with My Email Program

Use this to edit the invitation text and send it via your

mail program of choice(Outlook, Gmail, Hotmail,etc.)

Special Instructions:

Send Back

1.800.492.8037 = help@bestcase.com

= www.bestcase.com
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Click Send. My nfO 4

An online bankruptcy guestionnaire

The email that is generated to your client includes:

+ MyCaselnfo username and password YOU ARE INVITED TO COMPLETE AN ONLINE BANKRUPTCY QUESTIONNAIRE

. MyCaseInfo link Dear Sally Johnson,
+ Chapter 7 or Chapter 13 instructions Lawrence Doe has invited you to complete tne MyCassinfo | Helpful Tools
. . . . online bankruptcy questionnaire. This allows you to enter and
. Cllent—SPECIfIC SPeC|al instructions send bankruptcy-specdific information on a secure website « Download the Quick Start Guide
. . . . directly to your attorney. i 3
+ Links to helpful tools including the Quick Start PDF, lereloac o oty

To begin, login to MyCaselnfo with the following details: For more information, contact

Lawrence Doe at

User’s Guide and short videos
Your Account Details

° Attorney Contact Name and email Username: cloudvendor@bestcase.com info@bestcase.com.
Password: 4b4077fe
Login
Sincerely,

Lawrence Doe

Do not reply to this message. If you are experiencing problems logging into your MyCaselnfo account or
have any questions, please contact your attorney.

fou are receiving this email because you have heen registerad to use the MyCaselnfo Online Client Questionnaire If you believe|

Sample Invite Email to Client: When you invite your client to use
MyCaselnfo, they will receive the above email.

1.800.492.8037 = help@bestcase.com = www.bestcase.com
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V. CLIENT MANAGEMENT

This section explains how clients are defined, organized and
displayed in MyCaselnfo. Plus discover what information you
can view, edit and manage for each client.

MyCaselnfo

Attorney Administration

& Al clients

Law Office of Lawr

Sorting and Viewing Clients

Active Clients

‘ St Sl This section includes all of your clig

Sort by Category

= The left sidebar provides four categories you can select to
view your clients:
+ All Clients
+ Active Clients
+ Completed clients
+ Unconfirmed clients

= Categories are color-coded for easy reference:
« Green: In Progress and Ready to Download

+ Grey: Downloaded and Deleted clients
+ Orange: Unconfirmed clients

Sort by Name
Click Name above the list of clients on the left. The arrow

denotes ascending or descending alphabetical order.

Sort by Status
Click Status above the list of clients on the right. The arrow

denotes ascending or descending alphabetical order.

Search by Name

Type in the first few letters of a client’s first or last name and
MyCaselnfo will show similar options. Either type the full
name or select from the dropdown list and click Go.

Search by Status type
Select a status from the dropdown menu and click Go to view
all clients of that status only.

Search for Open Flags
Select Open Flags to view all clients that have at least one.

‘ Completed Clients PrF»gress have confirmed their invit
Clients who are Ready to Download

‘ Unconfirmed Clients Search

Name or Email:

-

._. _ Enter 1 or more characters of a client's name

Sort by Category: Easily navigate between active, completed
and unconfirmed clients.

All Clients

Search
Mame or Email: Filter:
OR - SelectHere - - o

Enter | or mars characters of & clisnt's name ar email.
Reset Search

Searching Clients by:

Ctients are listed beginning with the most recent by defauir. (Reset)

A Name ¥ Status
+Activity Testing 0% Completed Deleted Y 0

+Allison Jones 0% Completed In Progress (] Y 0

+Andrew White 0% Completed In Progress (] Y 0

Sort by Name or Status: Quickly and easily sort clients alpha-
betically by name or by their status.

All Clients

Search
Name or Email: Filter:

sal OR - SelsctHere - - Go
Sally

Reset Search
Sally Johnson

Sarah
Sarah Cotton

¥ Status
In Progress GV 0
0% Completed Ready to Download ¥ % 0
+Sarah Cotton 0% Completed In Progress @v 1

Sample

Sample Client
+Janie Jones

Searching Clients: Find a specific client quickly by typing their
name in the Name Search box.

NI You can have multiple clients expanded at the same time.

Active Clients
This section includes all of your clients with the In Progress and Ready to Download status. Clients who are In
Progress have confirmed their invitation to fill out the questionnaire and may have begun to enter data.
Clients who are Ready to Download have submitted their completed questionnaire for your review.
Search
Name or Email: . Filtar:
OR  -SelectHere - el Bo
Enter 1 or more characters of a client’s name or email. |- Select Here - e
|InProgress
Ready to Download
Searching Clients by: | Open Flags
Clients are tisted beginning with the most recent by default. (Reset)
¥ Name W Status
+Tessa Smith 0% Completed In Progress GY 0

Filters: View all clients by status.

1.800.492.8037 = help@bestcase.com = www.bestcase.com
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Client Progress Definitions

Category Status Type | Description Action Buttons
Clients that have accepted the MyCaselnfo invitation. .
. . . . u Preview
. . These clients are considered In Progress and are in various X .
Active Clients In Progress L. . ® Client Login
stages of entering information but have not completed the | Resend
questionnaire nor have submitted.
Clients that have completed the questionnaire and o Preview
. . Ready to submitted for review. These files are ready to be purchased.
Active Clients - - . ® Purchase
Download Note: The client can no longer access the questionnaire, o Resubmit
their account is locked. esubmt
Files that have been purchased and downloaded. Once .
. .. = View PDF
. purchased, the file can be exported an unlimited number -
Completed Clients Downloaded . . = Preview
of times. Note: The client can no longer access the
. . . . = Export
questionnaire, their account is locked.
These files were deleted by a user but can be previewed and
Completed Clients Deleted . Rk . Y . P = Preview
are not listed with active clients.
By default, MyCaselnfo will mark a client as Inactive after
. . . 120 days without a successful login. You can change the .
Inactive Clients Inactive . A = Preview
number of days or disable this feature under Account Man-
agement > User Preferences
. Clients who have been invited to MyCaselnfo but have not
. . Unconfirmed . . . . . = Remove
Unconfirmed Clients . yet confirmed registration by reading and accepting the
(Invited) ) ® Resend
MyCaselnfo notices.

Action Buttons

Resend Q)

Resend Client Invitation Email

Resend the invitation email to your client with their login information if they lost or deleted
their original email. Click the Resend button on the Progress Tab. This action is available for
clients with the status of: In Progress and Unconfirmed.

Preview #3

Preview Client Information in a Browser

Previewing the client information allows you to get detailed information about what your client
has entered or not entered into the questionnaire. Click the Preview button on the Progress
Tab. Information can be viewed in two formats - Questionnaire or Classic View. This action is
available for clients with the status of: In Progress, Ready to Download, Downloaded and Deleted.

Resubmit (&

Resubmit Questionnaire to Client
Send the questionnaire back to your client and allow them to add or update additional
information before you purchase and download. This action is available for clients with the status
of Ready to Download only.

1. Click Resubmit on either the Progress Tab or on the Preview Client Information page.

2. Enter any comments you wish to send to your client.

3. Click Send.

View PDF (O

View PDF of Client Information

Viewing the client information as a PDF is the same as previewing the client’s information but
gives you an easier way to print and save the information if desired. Click the PDF button on
the Progress Tab. This action is available for clients with the status of Downloaded only.

1.800.492.8037 = help@bestcase.com = www.bestcase.com
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Login to MyCaselnfo as the Client

Login to MyCaselnfo as the debtor to edit or add information for them. Click the Client Login

Client Login(})

button on Progress Tab. This action is available for clients with the status of In Progress only.

Remove Unconfirmed Clients

Remove a client if you invited them but they never logged in and activated their MyCaselnfo account

Remove €3

and you want to delete their account. Click the Remove button on Progress Tab. This action is

available for clients with the status of Unconfirmed only.

Purchase a Client File

When a client file has been completed and you wish to import into Best Case or if you want to see

Purchase €)

the documents your client uploaded, purchase the client file to download and import. Click the
Purchase button on the Progress Tab. See page 16 for more information. This action is available for

clients with the status of In Progress or Ready to Download Only.

Export a Client File

Export &

Export a client file to download a client file that has previously been purchased. Click the Export
button on Progress Tab. This action is available for clients with the status of Downloaded only.

Client Table Features

Progress Tab
The Progress Tab delivers the following:

m Percent Completed: The percentage of categories
that your client has completed. Once your client has
answered every question in a category, it is marked as
completed.

= Questionnaire Section Status: Not Started, In
Progress or Completed is displayed for each section
identifying what the debtor has completed.

= Action Buttons: Depending on the client’s status, the
following buttons may be available:

+ Preview - View a summary of client-entered data.

+ PDF - Create a PDF document of the client-entered
data.

+ Client Login - Enter data into MyCaselnfo as the
debtor.

+ Resubmit — Send the questionnaire back to the
debtor to complete additional information.

+ Purchase —Purchase and download the client file.

« Export — Download the client file again for import.

+ Remove - Delete the invite to the debtor.

+ Resend - Resend invitation email to client
containing their login information.

NI See Client Progress Chart on above for details.

MyCaselnfo 2

Phane: 00028077
Law Office of Lawrence Doe ;2 AL

Attorney Administration

& A Clients

& Active Clients

& completed Clients
& nce
°@e o more caracir
&>
Searching Clients by:
=
v v staws
+Tessa Smith 0% Completed In Progress OW o

Preview @

n In Progress  Date Invited: 10/10/2012
Date Confirmed: 10/10/2012 Purchase @

Progress | Edit Client | Flagged Questions | Activity | Email Client |

v
Percent Complete: 14 Preview 3
Personal Information In Progress  Date Invited: 10/10/2012
Income In Progress Date Confirmed: 10/10/2012 Purchase )
Property Not Started
Debts Not Started Uploaded Documents: Yes Client Login )
Expenses Not Started (available For Download Aftar Purchase)
Hiscallanedus Hot i Preview in Download Center Resend

Percentage complete reflects the percentages of categories completed. Once your client has answered
every question in a category, it is marked as completed.

Progress Tab: Overview of data that has been entered.

1.800.492.8037 = help@bestcase.com = www.bestcase.com



Edit Client Tab
The Edit Client Tab allows you to update basic information
about the client including name, email address (login

name), password, phone number and status.
= Edit Client Information

+ Update desired client information and click Save.

= Change a Client’s Status: You are able to manually

change the status of your client. Choose from the

following dropdown menu options:

+ In Progress Clients: Change the status to Ready to
Download or Deleted.

+ Ready to Download Clients: Change to In
Progress or Deleted status.

« Downloaded Clients: Change to In Progess, Ready
to Download or Deleted.

+ Deleted Clients: Can not change status.

Downloaded clients changed to In Progress will be

N able to access their account again. If you re-

download you will not be charged again.

Select displayed Categories: You are able to show or
hide sections of the questionnaire for this particular
client. To have a category show make sure the box is
checked. To save any changes, click Save. Available
sections to show/hide:

* Income + Expenses
+ Property + Miscellaneous
+ Debts + Documents

Paycheck Calculator: You can change the option to
hide or show the paycheck calculator for this particular
client. Click ‘Save’ to save your changes.

Expected Completion Date: Change the Expected
Completion Date at any time to have your client give
you the correct information for the six month average
based upon the Expected Completion Date.

Tax Returns

Flagged Questions Tab

When your client has a question about a particular section
or question in MyCaselnfo, they can add a flag to the
question and list any additional comments they have. You
are able to view and respond to the flag.

The question flagged by your client will be listed.
Click View/Respond To Flag to see additional
comments entered by your client.

Enter your response and click Save.

If the flag has been completed, click Close Flag.
Reopen the flag at any time by clicking Reopen Flag.

Client Management | 11

+5ally Johnson 0% Completed In Progress ® Y 0
Progress | Edit Client | Flagged Questions | Activity | Email Client |
Edit Client
Client Name: éfaily Johnson Phone: 300-492-8037
Login Name: ecdtest@blah. com Password: fi??ecmc
Client In Progress -

Status:
Select which categories appear to your client

Property: = Expenses:
Income: Miscellaneous:
Debts: Documents: ]
Paycheck Calculator: @ Use Paycheck Calculator for this client

) Don't use Paycheck Calculator for this client

*Expected Completion 10 ¥ | #[28 v [ 2012 ~
Date:

*Request Tax Returns 2009 -

Thru:

Tax Returns Thru only applies if the documents section is enabled.
Save

Edit Client Tab: Update basic information about your debtor,
including manually changing the Client Status.

-Sally Johnson 17% Completed In Progress @Y 1
Progress | Edit Client | Flagged Questions | Activity | Email Client |
v
Client Flags
Number of Flags: 2
Do you have, or have you cosigned for, a student, personal or view/Respond To Flag
family loan? Status: Open
Note: | have multiple student loans from the Yes, list the different accounts separately.
same company. Do | need to list them Lanrenos Doe ou /18 0T,
individually? Your Response:
'/ Close Flag
Save
Is your spouse employed? View/Respond To Flag

Status: Complete

Flagged Question Tab: View and respond to client flags

1.800.492.8037 = help@bestcase.com = www.bestcase.com
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TIP: You can select to receive an email notification
when your client flags a question. See page 18 for
more information.

Activity Tab
Easily make notes regarding a client’s case, such as
notating when the client called in to ask a question.
= Enter subject and notes in the box and click Save.
= Some events have activities automatically created for
you! Click Details to see more information regarding
a particular activity. You can also Edit or Delete
some activities.
+ Invite a Client
+ Client Confirmed Invitation
+ Questionnaire Submitted by Client
» Questionnaire Resubmitted to Client
+ Emailed Client
+ Client Status Changed
+ Questionnaire Purchased
+ Questionnaire Downloaded
» Questionnaire was Billed

e Some activities can not be edited or deleted.

Notes are not connected to the questionnaire and

M (o not import into Best Case.

Email Client Tab
Quickly and easily email your client without ever
leaving MyCaselnfo.

® Enter the subject line and message and click Send.

%Ié TIP: To bec: yourself select the check box.

-Sally Johnson 17% Completed In Progress ® Y
Progress | Edit Client | Flagged Questions | Activity | Email Client |
S
Activity
Client Invited Details || & N =]
0771872011
Client Confirms Questionnaire Details || ” R *]
0771872011
Questionnaire Submitted For Review By Client Details | | .‘ Edit || € Delete
10/1872011
Questionnaire Resubmitted To Client Details | | .“ Edit | | € Deleta
10/18/2011
Add a Note
* Required Fields
Subject
Note
*Date/Time 0 »-[18 ¥|-[2om ¥]
TR REEEITEE
Save

Activity Tab: Keep detailed notes online during the MyCaselnfo
process.

Email Client
* Required Fields
Client Email: oit@blah.com

BCC: info@bestcase.com

*Subject:

*Message:

My

An online bankruptcy questionnaire

YOUR ATTORNEY HAS SENT YOU THE FOLLOWING MESSAGE

Sally,

while completing your questionnaire.

Thank you,
Lawrence

nfo e

Please email me a copy of your pay stubs as soon as you can. Let me know if you have nay questions

Send Back

Email Client Tab: Easily email your client
without leaving the software.

1.800.492.8037 = help@bestcase.com

= www.bestcase.com
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Flagged Questions by Client

As your client is entering their information throughout the
questionnaire, they may have a question on a particular
entry or question and add a flag for your assistance. When
your client first adds a flag to a question, you will be notified
by email. See page 10 for more information on viewing and
responding to flags.

‘>|€ TIP: See your client’s flags on the Preview page along with
the information they may have entered.

Edit Information Entered by Client

As you review the information entered by your client you
might come across some information that you want to
change. Easily update information entered by your client
through the Preview page (see page 8 for more information).

= To add a new set of information:
1. Click Add in the right column for the question you want
to add.
2. Enter information and click Save.

® To edit an existing set of information:
1. Click Edit in the right column for the information you
want to change.
2. Make desired changes and click Save.

= To delete a set of information:
1. Click Delete in the right column for the information
you want to remove.
2. Click Ok in the pop-up window to confirm delete.

Deleting information is permanant and can not be
DA undone.

v Flag

Did you receive additional income
from the past two years?
I lost my job at the end of 2008 but

received my last paycheck in 2009. Do |
need to list this income?

Responses

Yes, please list that income.
Johnny Johnson on 0211712011

Respond

View All Flags

Client Flags: Your client might flag a question that they require your

assistance on.

Employment

Are you employed? Answered Yes

A Edit || € Delete

Employer Best Buy
Occupation Sales
Address 1234 5th Ave
City, STZIP Chicago, IL 60606
Employed For 2 Years, 3 Months
Pay Frequency Weekly
‘Wages 500.00
Overtime 50.00
FIT 100.00
FICA 50.00
Medicare 20.00
SIT 75.00
Other Tax 0.00
Insurance 50.00
Union Dues 0.00
Period Gross 550.00
Income
Total Deductions 285.00
Net Pay 255.00
Monthly Net 1105.00
Monthly Average 1108
from 12/11
thru 05712
Month 1 1020.00
Month 2 1275.00
Month 3 1020.00
Month 4 1020.00
Month 5 1275.00
Month & 1020.00

Most Recent Paycheck

Total Number of Checks: 28

Show all paychecks

Preview Information: Edit your client’s information directly from the

preview page.

1.800.492.8037 = help@bestcase.com

= www.bestcase.com



14 | Client Questionnaire

Incomplete Questions

Your client may come across a question that applies to them P —— T T
but they don’t have all of the necessary information at the Sre Smnam st R
time.

1. Enter all known information at this time.
2. Check the Save this information for now and return

Save this information for now and return to it later

to it later box and click Save. save cancel
Before your client can submit the questionnaire to you for Incomplete Questions: Save questions with known
review, they will need to enter any missing information for information and come back to them later.

incomplete questions before proceeding.

MyCaselnfo’ &

Save and Finish Later

&, Tools Submit your Questionnaire

R, You are almost done...
& Contact Attorney Once you have answered al of the questions and entered all of your information, please scrall
) down and review all the information you have entered. If all the information is corect then

Lawrence Doe agree to the terms and submit the questionnaire to your attorney.

‘YOUR QUESTIONNAIRE IS NOT COMPLETE UNTIL YOU REVIEW THE INFORMATION BELOW
AND CLICK 'SEND TO ATTORNEY" AT THE BOTTOM OF THIS PAGE.

Suite 800
Evanston, IL 60201

Phone: 600-492.8037

Fax: 847.452.80% The following items require your attention:
You can use the Jump buttons below o edit each record that needs attention or Show Only
Questions Needing Attention

You have 2 Incomplete Record(s)
@) You have records which need to be completed before you submit your questionnairel

o

15 Rental roperties Record Incomplate
Go to incomplete Record b

2: Medical and Dentl Bils Record Incomplete
Go to incomplete Record b

~Display Opti

Questions || Show ALL Questions | | Show Only Questions Needing Attention

\/ . Curety Hiding EgyUnanswered ostons
feriSion:

Send to Attorney: Your client will be prompted to finish all
incomplete questions before submitting the questionnaire

toyou.
Document Center 1
Your clients can upload pay stubs, tax returns and certificates Download Center
of credit counseling directly through MyCaselnfo. You will be
. . . Below you will find a list of documents your client has uploaded. You can download and delete them using the links below.
able to see the descrlptlon and types of documents your client Ducumyenis are available for ONE MOIzTH after up\oad?ng After one month, these documents will be dslgeted by the system
. . . and unavailable for download.

Uploaded but yOU CannOt view the dOCU ment |tself unt|l the Each client is allotted 100MB of space for uploads. This client currently has 1 files for a fotal size of 12.13 MB. There is 87.87

. . . MB remaining.
questionnaire is purchased. Open n New Vindaw

_I On the Progress tab ClICk Preview in Download To download these files, you must purchase the client.  Purchase €
. )
Center. s
2. The Download Center will open, allowing you to see the Fletame . Uplozapate unal Fle size peseriptn
. K MCIUSG_2D  10/23/2012  1/23/2012 1213 MB Paychecks

name, size and type of document along with how long il

this document will be available.
To view the document, click Purchase to purchase the Download Center: View a list of documents your client
questionnaire and download the documents. Your client will has uploaded. These documents may include pay stubs, tax
not be changed to a downloaded status until you export the returns and more.

file.
1. Download documents individually by clicking
Download next to the desired document.
2. To download all documents at once, click Download
All Files as ZIP.
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Review Process

As you review the information entered by your client you
can make notes about specific questions or entries that were
made. To add a note for for your client to review.
1. Click Add Review Note! for the desired question or
entry on the Preview Client Information page.
2. Enter any comments you wish to send to your client.
3. Click Save.

you resubmit the questionnaire to your client. See

Needs Review notes are not sent to the client until
i i /
page 8 on how to resubmit a questionnaire.

Once you have resubmitted the questionnaire back to your
client, they will receive an email stating that you have marked
several sections for review. When the client logs back into
MyCaselnfo, they will see a screen similar to the right.

On the Review or Send to Attorney screens, your client will be
able to go directly to one of your Needs Review Notes to read
and address your note. The client can edit their information

and type a message of their own regarding the Needs Review.

Note before they send the questionnaire back to you.
Once a Needs Review Note has been completed, click Mark
as Complete to close the note.

% TIP: Have a completed Needs Review Note that needs to
be re-addressed? Click Reopen Note to reactivate the
note and add a message.

This action is available for clients with the status of Ready to
Download only.

Cars and Trucks

! Needs Review

Mote to your client Adding a note to review opens this part of the
questionnaire up for your client and also allows
you to correspond on it through the site!

Please add the location of
this wvehicle.

1000 character Limit

Save

Needs Review Notes: Make a note exactly where you want
your client to edit their information.

TIP: Did your client skip a question? Click Show
Unanswered/Empy Questions andadd a Needs Review
Note for your client to answer that question.

Welcome Back to MyCaselnfo

The following items require your attention:

Incomplete Records
You have entered records which need completetion!

/.‘-;\
@9 Attorney Notes
Your attorney has left notes about your previously submited questionnairel

To resolve these issues and review your entered information, go to the Send To Attorney
page.

Client Login: Notes to your client are brought to their
attention when they log back into MyCaselnfo.

Cars and Trucks

! Needs Review

Please add the location of this vehicle. Your Mote

I added the address.

1000 character Limit

S%ﬂ

Client Review: Your client can easily respond to your notes
and make adjustments to their questionnaire information.

Cars and Trucks
© Add

( Review Completed

Please add the location of this vehicle. | added the address.
Kerry White on 09/08/2011

@ Feopen tiote This note has been closed and marked as completed by the

attorney.

Completed Note: Mark a note as complete once your client
has finished the task.
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Delete or Remove a Client File

If you are no longer representing a client’s bankruptcy or you have finished a bankruptcy case then you can delete or remove the client
file to keep your active and unconfirmed client lists better organized.

= To delete an a confirmed client:
1. Go to the Active or Completed Clients in the left sidebar.
2. Click on desired client’s colored bar.
3. Select the Edit Client Tab.
4. Change the client status to Deleted and click Save.
= To remove an unconfirmed client:
1. Select the Unconfirmed Clients in the left sidebar.
2. Click on desired client’s colored bar.
3. Click Remove.

WARNING: By removing a client, it will permanently be removed from MyCaselnfo and the client account will also be deactivated.

VI. PURCHASE A CLIENT FILE

Purchase and Download a Client File

Once you are satisfied with the information provided by your client you can purchase the questionnaire and download directly into a
new or existing client file within Best Case Bankruptcy.

The client must have a status of Ready to Download to
purchase the file.

u Click Purchase on either the Progress Tab or from the
Preview Client Information page. bt et oiortinten
= You will be prompted to confirm that you want to
purchase the client file and understand that at this time
you will be charged $6 plus applicable tax.
« If you don’t want to purchase and download at this
time, click Cancel.
+ If you are sure you want to purchase and download at
this time, click OK.
= Adialog window asks you if you want to Open or Save this
file, choose Save. Purchase a Client File: Purchase and download the client file from
= Select where you would like to save this file. Client files the Preview screen or the Progress Tab.
must be in a .bci file format.

TIP: Save to your desktop for easy finding. After you
import into Best Case Bankruptcy you can either move the
file to another location or delete it.
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Export a Client File

After you have purchased a client’s questionnaire, you are
able to download the file as many times as you need.
® To redownload the questionnaire:
1. Click Export on the Progress Tab or from the Preview
Client Information page.
2. A window will open asking what you want to do with
this file, to Open or Save - choose Save.
3. Select where you would like to save this file.
Client files must be in a .bci file format.

TIP: Save to your desktop for easy finding. After you
import into Best Case Bankruptcy you can either move
the file to another location or delete it.

MyCaselnfo

Attorney Administration

Lawtence Doe Phone: 800-492-8037

Law Office of Lawrence Doe  1z3Mansieet Fax 800-492-6038
el

oel

Suie 789
Cheies woes Account Admiistration | Logout
& A clenss )

Completed Clients

This secton includes questionnaits for all cliens you have Downloadsd, and those yau have chasen to Delee.

ted Clients. Search

& Actve Cliams
1o

& Unconfirmed Clients

Status
0% [-SeloctHere - ¥ so

°®
U.‘

Invite New Client

= " -
O N lame: Export O
\éAnSlgn’ e T

From: 723.171.68

View POF ©

) oo comr s i e sose, dona oo
o e

Export a Client File: Redownload the client file as many times as
you need with the Export option.
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VII. IMPORT A CLIENT FILE INTO BEST CASE BANKRUPTCY

Import into a new or existing client file

New Client

“% Create NEW Client File

1. In Best Case, create a new client file. T Founs: [Z010-12 Forms - 1270172010 and after =
2. Click Import in the lower left hand corner of - Type of Debtor [~ Chapter
o " Partnership * Chapter 7 " Chapter 3

the screen. o [gﬁ;band&WiFe] € Corporation, LLC, LLP " Chapter 11 " Chapter 12
3. Navigate to location where you saved the client file. f lis | O Chapter13 ¢ Chapter 15(5304
4. Select the client file you would like to import. '“"‘“‘; °;De'it°'[g] | l | =
5. Click open. - First Middle Last Generation
6. The client name should fill in automatically. If it did not ] ! ! -

or you want to change it, do so now. ietske [
7. Click OK. Dffice Eile N
8. Your client file has now been created! Jugisciction:  [District of Maine ~custom 13 plan =]

Existing Clients e CEE R TS

1. Open the client file that you wish to import data into. New Client File: Create a new client file and directly import

The list of forms and schedules will be displayed. the .bei file with the import button.
2. On the top tool bar go to Tools & MyCaselnfo =

Import MyCaseInfo into Currently open client file % Best Case Bankruplcy - Sample, Joseph andSarah - 13 - Individual - CA-N-SF

. . . File Edit Setup He!|_:u Credit RePort .

3. Select the .bci file you want to import from the location o 4@ f Choihor U Ty o B P @ bl

you saved the file. e et
4‘ ClICk O K Py 0 ‘0 inko currently
5. Select which sections you want or don’t want Hpa e s

|mported U.5, Courts Web Information

Online Tools

6. Click OK. Utilities

Case Tools

7. Your information has now been imported!

Existing Client File: Import specific data into an open client file.
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VIII. ACCOUNT MANAGEMENT

You are able to manage and update your MyCaselnfo account including billing information, firm information, user accounts, past
invoices and various customization options here. To access this area, click Account Management in the upper right-hand corner of
the screen.

Firm Information

See and edit data currently listed for your firm. It is important to keep this information up-to-date as it is listed in the client site. If you
need to update your firm name, please call 800-492-8037 and speak to a representative.

Update Law Firm Information
1. Click Edit Contact.
2. Enter updated data.

3. Click Save.
Firm Users
You can add, update and delete individual user accounts. Edit User Prefences
* Required Fields
Change Login Information Use the below checkbaxes to indicate when you would like to receive email
. . notifications from MyCaselnfo.
To change the Login Name and Password you were given:
1. Click Change Login' [¥] client Questionnaire Created
2. Enter new Login Name, Password and confirm Password. {7 Ctient Flag Added
. [V Chient Responds to Flag
3. Click Save.
Dl chent Respaonds to Review Mote
[Clchent submit Questionnaire
Add User [¥IClient Reminder If Unconfirmed after 3
. . . e
Create separate Login Names and Passwords for each user in your firm. >
. [Tl¢hent Reminder If Uncanfirmed éfter 7
1. Click Add User. Davs
2. Enter the user’s name and email address. C"'*”t Reminder If Unconfirmed After 14
ays
3‘ Cl'ICk Save' [V Chent Deactivates an Invitation
4. The user will receive a welcome email with their login information [l Firm Billsd
If you would like to automatically format wour client's input, you can choose either an
Update Existing User Information UPPERCASE, Title Case or lower case Ffilter.
= Easily update a user’s name or email who has MyCaselnfo “Client Text Auto-Formatting @ Nane
. . . ) Transform Text to Title Case
1. Click Edit next to the user you would like to update. O Tromfor Tost to UPPER ChsE
2‘ Update name and/or email‘ ) Transform Text to lower case
3. Click Save. By default, MyCaselnfo only stores a masked version of your client's credit card
number, If you want to receive the full account number, you can choose to do so
below.
u Delete a user that is no longer working for your firm and restrict
. *Mask Card Humber
access to your firm’s MyCaselnfo account. ,3,::5
1. Click Edit next to the user you would like to delete.
*You can now chose how Joint Property is categorized. Users in Community Property
2. Change status from Show to Delete. states will most likely want to enabls this option.
3. Cl'Ck Save- *Use 'Community' Property For Joint ) Joint
Property © Community

User Prefences
Change your emall nOtIflcatlonS WhICh are applled to all Cllents InCIUdlng Please note that you may receive warnings or errors when the client is imported into
reminder emails to Unconfirmed Clients. You can also set preferences for Best Case.

auto formating, masking account numbers and time settings for making “Bypass All Subumission Holds O

clients Inactive. e

By default, MyCaselnfo prevents clients from submitting questionnaires with
incomplete records. If you would like to bypass this restrictions, click Yes below.
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Client Questionnaire Hints

With questionnaire hints you can add additional information to questions to assist your clients as they go through the questionnaire.

These hints apply to all clients.

Add a Hint
1. Click Add or Edit Hints.
2. Select the question you want to add a hint to from the
dropdown list.
3. Type your hint into the Question Hint and/or Form Hint
boxes click Save.

TIP: You can create only a Question Hint or a Form Hint.
You are not required to create both.

Edit a Hint
1. Click Add or Edit Hints.
2. Click Edit next to the corresponding question you
would like to change.
3. Make your desired changes and click Save.

Delete a Hint
1. Click Add or Edit Hints.
2. Click Delete next to the question hint to delete.

. . : '

Client Questionnaire Hints

Use Client Questionnaire Hints to add your own custom text to a question screen(where the initial

questionnaire question is asked) or to the entry screen itself. Use these hints to give your client additional

information on how they should complete a form or provide some clarification on the question itself.

» Question Hints are displayed in MyCaseinfo when your client is asked a question.

= Form Hints are displayed after your client answers a question and is brought to the corresponding entry
screen.

To browse a list of titles and questions, please click here,

You can view any previously entered hints below to edit or remove them. Hints are only applied to clients

using this attorney account.

* Required Fields

*Select a Question | v

Question Hint

Form Hint

Save Back

If you have previously entered a client questionnaire hint, it will show below. Click ‘Edit or 'Delete’ to
manage these hints.

Name & Address Edit | | Delete
If email is the best way
to contact you, please

list is as wall.

Question Title:
Form Hint:

Client Questionnaire Hints: Add additional information and tips
to assist your client while they complete the questionnaire.

Personal Information

Question 7 of 7 in Personal Information

Do you support anyone financially?

Note from your attorney:
This includes anyone you claim as a dependent on your taxes,

w/ R

Yes Ne

Client Question Hints: Hints can be added to a question
(above) and/or form (below) to help your clients throughout the
questionnaire.

Personal Information

Question 7 of 7 in Personal Information

Do you support anyone financially?

Enter each record separately. After clicking save, you will have the opportunity te add additional
items.

Mote from your attorney:
Only give specific information if the person is over 18 years old.

* Required Fields

What is their name?

1.800.492.8037 = help@bestcase.com = www.bestcase.com



Account Management | 21

Instructions

Add to or edit the default Certification language that your client must agree to before submitting the questionnaire.
Plus create customized Chapter 7 and 13 instructions that you can include in the email invitation sent to your clients.

These instructions are used for all clients. For client specific instructions, please enter in the Specific Instructions text area
NS when inviting your client. See page 6 for details.

Create Chapter 7 and Chapter 13 Instructions MyCaselnfo

. Co . , o Law Office of Lawrence Doe it i
There are no default instructions included in the email Atforney Adminisiration pecon
invitation sent to your client. Create specific instructions for & Aicions

2 s Edit Instructions
ctive Clients

Chapter 7 or Chapter 13 clients to help them complete the
questionnaire.

& completed Clients

Chapter 7:

1. Click Edit Instructions. ‘e R
2. Enter your desired instructions in the text box for imtnin it R
Chapter 7 and/or Chapter 13. (6 = |
3. Click Save. VsiSigm = X e

E E TIP: Toinclude your instructions in the email invitation
that is sent to your client, select the Chapter 7 or
Chapter 13 option on the Invite a Client screen.

Edit Default Certification Language Edit Client Instructions: Review default Certification language
and create Chapter 7 and Chapter 13 Instructions to share with

The certification language is what your client agrees to when -
your clients.

they submit the online questionnaire to you. The checkbox
must be checked before they can submit the questionnaire.
1. Click Edit Instructions.
2. Add or edit specific language that will appear.
3. Click Save.

Billing Information

This section allows you to view basic information about the current credit card on file as well as the ability to update the credit
card you want used for MyCaselnfo billing. No more paper billing!

Update Billing Information
1. Click Update Billing Information.
2. Enter updated billing information.
3. Click Submit. You will receive a message that the information has been updated.

Invoices

View Past Invoices

See past invoices for MyCaselnfo along with detailed information about which client was purchased, by which user and ®
N

when it was purchased for download. Click the invoice number for full details and to print. Q %
w
o
8's
EA
oW
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