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Quick Start Guide
You’ve signed up for NextChapter - now what? Here is a guide to help you get
rolling by establishing your firm settings and entering your first case so that
you can start filing right away!

Account Set Up
On your first login you will be
guided through a quick tutorial
that provides you with the general
layout of your firm’s main
dashboard. You can view this
tutorial at any time by clicking
“View Dashboard tutorial again” in
the lower right-hand corner of the
app.
We recommend starting out by
heading over to your Settings page
where you can save your settings to
best fit your firm’s needs. The link to
your settings is in the upper righthand side of the page.

Step 1 - Setting up Your Firm
The first section of the settings page
is “My Firm” where you can enter or
update the basic details about your
firm such as the primary district,
address, and contact information.
The address and contact
information saved in this section will
be used on Part 7 of the Voluntary
Petition.
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Step 2 - Updating Your User
Profile
Under “My User Profile,” you can
update your basic information.
Attorneys can enter the bar number
and bar state as well as their login
credentials for ECF.

Tip: If you file in more than one
district, save the credentials for
the district you file in the most.
When you need to file a case in
another district, you can enter the
appropriate credentials in the Review, Print,
& File section of that case which will
override the credentials you have saved in
your settings.

Step 3 - Inviting Users
NextChapter allows each firm to have an
unlimited number of users. You can add new
users for your firm in the “User Accounts”
section in your settings with these 3 simple
steps:
1. Enter the individual’s email account;
2. Select their role;
3. Click “Invite to join your firm.”
The user will then receive an email with
instructions to join your firm. Once they’ve
joined they will have access to all cases for
your firm and can enter new cases too.

Tip: For added security, NextChapter uses Two-Factor
Authentication which requires a unique verification code to log in.
When you sign in to your account a verification code will be sent
to your email. Because of this added requirement to login,
NextChapter highly recommends each user sets up an account with
their own email address.
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Step 4 - Updating Your Billing
To get started in NextChapter, no credit card is necessary because you are not charged until you’re ready to file the case.
This is a great way to try the program out before you commit to paying.
Once you’ve decided you would like to proceed with filing a case you can add or update your credit card and select your
payment plan in the billing section in your settings. All plans default to the Per-Case plan. Here’s a breakdown of each
plan:
●

Per-Case plan - On this plan,
your card will not be charged
until you file the case with ECF or
download the full packet for the
first time. The Per-Case plan is a
great way to give NextChapter a
try before you pay. After you pay
for a case, you can make any
changes or amendments to the
case at no additional charge.

●

Monthly plan - Your card will be
charged the monthly fee of $149
at the time you select this plan.
This charge allows you to file for
the next 30 days with NextChapter
at $10 per case. This plan is ideal
for firms that need flexibility for
unpredictable months.

●

Annual plan - The annual plan is
$999 for unlimited filings for a full
year. This plan is a special
introductory rate and is ideal for
high-filing firms.

You can update the credit card
you have on file at any time by
entering the new card information
which will override the existing
card information.
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Step 5 - Credit Report
Integration
Since you’re using NextChapter, being
efficient with your time is obviously
important to you. Another great way
to save even more time while
preparing your cases is through our
Credit Report Integration. This feature
allows you to pull credit reports for
your clients that can be imported
directly into Schedule D and E/F,
saving you from manually entering in
the creditor information. Learn more
about the benefits of NextChapter’s
Credit Report Integration here.

If you would like to set up Credit Report Integration for your firm, the first step is to complete the application located in
your Settings Page.
Here is a breakdown of the application:
1. First you can review and determine if you agree to the credit report agreement. We provide you with a blank
copy of the agreement to review and the information you complete on this page will be filled out on that form
and provided to you at the end.
2. Next you can review and approve, then schedule the required site-visit. The link will provide you with more
information on the site visit requirements.
3. Then you must review to confirm that you will be using the credit reports only for the permissible purposes
listed.
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4. The next section must be completed with your firm’s information. All employees who you would like to have
access to the Credit Report feature must be listed and you can click “Add Employee” to add as many employees
as needed.

5. The following section provides a breakdown of the fees and costs associated with Credit Report Integration.

6. The one-time setup fee and a portion of the fees for the credit reports will be charged by Universal Credit
Services (UCS). In the next section you will need to add your credit card information for UCS to charge you for
these fees. NextChapter will use the credit card you have saved in the billing section of your settings for the
remainder of the credit report fees.
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7. Next you must complete the information for the principal of the company along with the business’s bank
information. This information is a requirement of UCS and the bureaus to verify your company.

8. And lastly you will need to review and provide your electronic signature.

After this application is completed, a third-party inspector will be in touch with you to schedule a time for your on-site
inspection. After the inspection is completed and approved, NextChapter will authorize your account to pull credit
reports within 24 hours.
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Step 6 - Saving Exemptions
Viewing Exemptions
In your settings page you can view all the
exemptions per state and you can view and
create any new exemptions which will be
available for all users in your firm.

To see all exemptions for a specific state you
can select the state in the state dropdown. You
can also do a quick search to review a specific
exemption.

Adding New Exemptions
NextChapter maintains both the federal
exemptions and state exemptions lists and
updates any changes in the program right
away. However, you probably know your
exemptions and your local requirements
inside and out and we want you to be able to
customize your exemptions to fit your
jurisdiction's requirements.
Any new exemption created will be grouped
together under “Firm Created” and you can
access these exemptions from any of your
cases.

Tip: You can also add new exemptions
while working in a case. When selecting
exemption for the the asset, you can
click on View All or Create New which will open
a list of all exemptions for that state and give
you the option to create a new exemption
which will also be saved for future cases.
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Common Creditors
If you have a list of common creditors from your previous bankruptcy software, you can import those creditors by
uploading the list as a CSV in your settings page under the Common Creditors section. The CSV should have each creditor
listed with the address information separated in columns with the following column titles:
●
●
●
●
●
●

Common Creditor
Address 1
Address 2
City
State
Zip

Tip: You can also save common creditors while working in a case. After you enter the creditor you can check the
box to save the creditor which will add the creditor to your firm’s common creditor list.
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Monthly Goals
Set firm-wide monthly goals to try to meet and surpass
your new client and filing goals. These goals will show
on your firm dashboard and update with every new
client for the month and every time a case is filed for
the month. You can also view previous months to track
your firm’s progress.

Default Tasks
In this section of your settings page you will
see a list of pre-set tasks. You can edit, delete
or add new tasks to better fit your firm’s
needs and the changes you make here will
update all task checklists for all cases in your
firm.

Tip: If you have a task that is specific to a case, instead of
adding the task in your settings page, which will add the
task to all cases in your firm, you can add the task in that
specific case in the case dashboard section. When adding
a case-specific task, you can also add a due date.
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Default Document Checklist
NextChapter provides a pre-set list of
documents to obtain from your client for
each case. If you would like to edit, add,
delete or reorder any documents in that
list for all cases in your firm, you can do so
in your Settings.

Default Fee Categories
To help manage the fees within each case and
firm-wide, you can update your firm’s specific
fees in your settings page which will update the
fees categories for all cases.

Attorney Fee Disclosure
Here you can save specific language to be used in all Attorney Fee Disclosures. The first box relates to line 5d and
the second box relates to line 6.
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Entering Your First Case
To start a new case, from your firm
dashboard you can simply enter
Debtor 1’s name, select the district
and the chapter of the bankruptcy.

Case Dashboard
In the case dashboard you can save the client’s contact information,
save notes about the case, manage the task and document check
list, and save any case specific documents.
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Credit Report
For the ability to pull credit reports, your firm will first need to complete the one-time setup process. Once you’ve
completed the application and the on-site inspection, your account will be authorized to pull credit reports within 24
hours of approval.
You can pull credit reports directly in each case by entering the debtor’s full SSN. You can select if you would like the
creditors imported directly into Schedules D & E/F, if you would like $0.00 balances omitted, and if you would like
unknown balance omitted.

Once the report is generated, the creditors are imported into the Secured Claims and Unsecured Nonpriority Claims
sections of the app. You can also download a copy of the credit report to be provided to your client.
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Client Profile
In the client profile section, you can complete the following:
● Filing information such as the chapter of the bankruptcy, and the type of debtor
● Provide information regarding the status of the Credit Counseling Certificate
● Add the debtor and joint debtor’s profiles with information such as marital status and any prior names
● Add all addresses for the debtors
● Add dependents and former spouses

Real Property
All real property owned by the debtors
can be added in this section. When you
edit the property you can add all the liens
and exemptions on the property which
adds the liens into Schedule D and the
exemptions are added into Schedule C.
This is a great way to prevent
unnecessary double and triple date entry.
The asset calculator helps you determine
any non-exempt amounts on the
property.
Tip: When you add an address
that is residential and owned by
the debtor in the Client Profile
section, NextChapter will automatically
add that address into the Real Property
section.
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Personal Property
In the personal property section, you can go through each category to add any property the debtor owns. Below are
some highlights on the Personal Property section:
●

Vehicles Owned - these vehicles will be added into Schedule A/B. When adding a vehicle that’s owned by the
debtor you can also add any applicable liens or exemptions.

●

Vehicles Leased - Vehicles with leases will also be listed in Schedule A/B and the lease will also be added into the
Executory Contracts section and Schedule G.
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●

Secured Assets - Any personal property item that is also a secured asset can be added here. In the Personal
Property Item dropdown, you can select if the item fits any of the categories in Schedule A/B or select Other if
none apply.

●

Personal Items - When adding a category in this section, you can select the category, such as Household Goods
and list all items in that category under Description with the total value all the items.

●

Money and Accounts - When adding in accounts, you can also indicate if any accounts were closed within the
last year which will add the account to the Statement of Financial Affairs.
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Exempt Property Analysis
After you’ve added in all assets and
their exemptions, you can analyze
all property and assets in this table.
You can edit the value of each item,
see which items still have nonexempt amounts and if needed, you
can override the exemption by
clicking on the wrench next to the
item.
Tip: In Chapter 13 cases there is an additional column in the Exempt Property Analysis section which will allow
you to select any secured assets that you would like to omit from Schedule J.

Secured Claims
All liens already added in the Real
Property and Personal Properties
sections will be added automatically
into the Secured Claims section for
you to review and add any additional
information needed. You can also
add in new secured claims and if you
pulled a credit report and selected
that you would like the creditors
imported into Schedules D & E/F,
those claims will also be added in this
section.

Co-Debtors
When editing the
secured claims, you can
also add any additional
noticing addresses for
the creditor and any codebtors that are liable
on the debt. The notice
addresses will be added
to the Creditor
Matrix and the co-debtors
will be listed in Schedule H.
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Legal Actions
You can also add any legal actions associated with the property to be listed on line 10 of the Statement of FInancial
Affairs. If the action is also a lawsuit that should be listed on line 9 of the SOFA, you can check the box to add the action
to line 9 and you’ll then be prompted to add in the corresponding court information.

Unsecured Priority Claims
All claims to be listed on Schedule E/F as an unsecured nonpriority claim should be listed here. You can also add in any
applicable co-debtors or additional notice addresses.
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Unsecured Nonpriority Claims
Unsecured nonpriority claims can be added manually here or they can be added by pulling a creditor report and
selecting that you would like the creditors to be imported into Schedules D & E/F.
Tip: If payments were made to a creditor within the last 90 days that should be listed on the SOFA, you
can add the last payment date which will populate additional questions for you to complete for the
SOFA.

Notice Addresses
When editing the claims, you can also add any additional noticing addresses for the creditor and any co-debtors that are
liable on the debt. The notice addresses will be added to the Creditor Matrix and the co-debtors will be listed in
Schedule H.
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Lawsuits
To add a lawsuit that is not associated with property such as personal injury, divorce, or paternity actions to be listed on
line 9 of the SOFA, you can add those lawsuits directly in the Lawsuit section.
If you would like the suit to also be listed on line 10 of the SOFA, you can choose the type of suit which will prompt you
to enter the creditor information and property value.

Executory Contracts
All prior leases added in the Personal
Property section will automatically be
listed in the Executory Contracts section.
can also add any additional contracts,
leases or timeshares to be added to
Schedule G.

You

If the contract added is for a residential
contract that should not be listed as an
installment payment or lease payment in
Schedule J, you can select the Residential
Property Lease checkbox.
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Codebtors & Insiders
Codebtors
All codebtors previously added through editing the claims
will automatically be added into this section. Codebtors
can be added for all claims added in Secured Claim,
Unsecured Nonpriority Claims and Contract and Leases.
You can also add in new codebtors in this section and if the
corresponding claim was already added, you can select the
claim in the creditor dropdown.

Insiders
In the Insiders section you can add any insiders that should be
listed in the SOFA. The checkboxes at the top will determine
which lines the insider will be listed on within the SOFA.

Tip: You can view the forms at any time as you’re entering information into the program by clicking on
the orange Preview button in the upper right-hand corner. You will be directed to first view the form that
corresponds the section you are in.
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Income
How you add the income will vary
depending on how your client is paid.
Here are few different scenarios and the
most efficient ways to add the income.
Scenario 1: Salaried Employee
Debtor A is a salaried employee so his pay
advices are for the same amount each
pay. Instead of adding in all pay advices
received for the last six months, you can
add in one pay advice and select the
checkbox “Use to calculate 6 month
average.” NextChapter will calculate the
monthly average for both the Means Test
and the figures for Schedule I based on
that one pay advice and the pay period
you’ve selected.

Scenario 2: Debtor Paid Irregularly
Debtor B brought in 6 months of pay advices, however he is paid hourly and his hours vary greatly each pay. After
entering the pay advices, NextChapter will calculate the monthly average from the last full six months of income added
and you can view this in the income table which also lets you adjust the months displayed.
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Scenario 3: Debtor No Longer Employed
Debtor C received income in the last 6 months
that needs reported on the Means Test,
however she is no longer employed so the
income should not be listed on Schedule I as
current monthly income. After adding the
income for the last 6 months (or one pay
advice, if the pay received is the same each on
each advice), you can select the checkbox “No
Longer Employed” which will use the income
for the Means Test calculations but removes
the income from Schedule. I.

Scenario 4: Unusual Circumstance
Debtor D has provided all her pay advices for
the last 6 months, however she did not work
full-time in the most recent month due to
family illness. NextChapter uses the most
recent pay advice entered for Schedule I,
which in this scenario is not reflective of her
typical pay. You can select a different pay
advice to be use for Schedule I by click on that
pay advice and selecting the checkbox “Use on
Schedule I.”
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Gross Yearly Income
In the Gross Yearly Income section, you can add in the debtor’s income for the current year to date and the prior to full
years. If there is more than one source of non employment income, you can select to add in new lines as needed in the
Non Employment Income column.

Expenses
The expenses are broken down into related categories, making it easy to go through each section with your client in
person or over the phone.
All the items marked with an orange circle mean that the expense will be added into Schedule J. The items without the
orange circle will be used for other sections in the forms. For example, Additional Phone Services is an expense used in
the Means Test.
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Tip: To prevent you from clicking back and forth between the Income and Expenses, there is an Income and
Expense Calculator in the bottom right-hand corner with the total income from Schedule I and the total
expenses from Schedule J and the difference between the two.

Miscellaneous
Attorney / Credit Counseling Fees - in this section you can add any attorney’s fees or creditor counseling fees to be
listed on the Statement of Financial Affairs. The remaining questions relate to the Attorney Fee Disclosure.

Gifts, Losses, Environmental Hazards & Business Related - in these three sections you can add any applicable gifts,
losses, environmental hazards or businesses that should be reported in the SOFA.
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Means Test
Exemption from Presumption - here we will ask questions to determine if the debtor is exempt from the presumption of
abuse. If the debtor is exempt, there is no need to complete the Means Test and a Statement of Exemption from
Presumption of Abuse will be included in the preview and final packet.

Means Test Qualifier - if there is no exemption you can proceed to the Means Test Qualifier. This section will calculate
the annual income based on the income you previously added compared to the median family income for that debtor’s
state and number of household members.
○

If the debtor’s income is lower than the median income, there
will be a green thumbs up indicating that there is no
presumption of abuse and the means test will not be required.
The Means Test form will not be included in the preview and
the packet and you can skip the Means Test Questions and
Calculation and Presumption sections in the program.

○

If the debtor’s income is higher than the median income, you
will see a red thumbs down indicating that there is a
presumption of abuse and that the Means test is required. You
will need to proceed to the Means Test Questions and the means test will be included in the preview
and in the final packet.

Means Test Questions - the additional questions required for the means test can be completed in this section. In order
for the means test to be accurate, you will need to indicate the number of household members.
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Tip: To assist with calculating the future payments due on debts, there is a link that will take you to an Amortization
Tool. Be sure to amortize the total future due for cars and other non-mortgage debts.

Calculation and Presumption - after you’ve completed the Means Test Questions, you can proceed to the Calculation
and Presumption which will recalculate the income with new deductions to determine if there is still a presumption of
abuse.

Review, Print & File
When you’re ready to print the final packet or file the case with ECF you can start by clicking the orange Review, Print &
File button. This section is divided into 3 parts:
Review - NextChapter will
conduct a review of your
case to make sure no vital
information is missing and
that your account is setup so
that you can properly pay
and file. Any section marked
with a red X will need
revisited and updated. A brief
explanation will be provided
explaining what information
is missing.
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Once you’ve updated the case to add the missing information, you will see 4 green checkmarks and you can
then proceed to the next tab, Forms.

Forms - In the Forms tab you can select which forms you would like to be included in the packet. You can also click and
drag the forms so you can arrange them into a different order, if this is a requirement for your court.
○ Complete Bankruptcy - the program defaults to this option which includes all forms and in order to file
with the ECF features, all forms will need to be selected.
○ Emergency Filing - selecting this option will generate a PDF with just the Voluntary Petition, the Creditor
Matrix, and the Verification of Creditor Matrix.
○ Amended Filing - after you’ve paid for a case, or if you are on a monthly or annual plan, you can prepare
amended forms at no additional charge. You will need to select Amended Filing and which form you
would like to download and the form will have AMENDED at the top along with the amended checkbox
marked.
○ Signature Only Pages - this option will only select pages that require signatures
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Print & Download - In this section you can download
the packet or file the case with ECF. Once you pay for
the filing, there will no longer be watermarks on the
forms.
Option 1 - Download Final Packet - To download the
packet you will first need to enter the debtor’s full SSN
and check the box indicating that you allow
NextChapter to charge for this filing.
Option 2 - Start ECF Filing - To file with ECF you will
need to choose the division for the 341 Meeting of
creditors, enter the debtor’s full SSN and check the box
indicating that you allow NextChapter to charge for this
filing.

Hooray! - once you’ve filed your case or downloaded the packet you
will receive a confirmation message with links to open and download
the bankruptcy packet, Form B121 Statement of Social Security and
the creditor matrix along with further instructions and reminders.

Tip: Many attorneys will complete the forms and start by
downloading the final packet to review and go over with
their clients. On the per-case plan, the attorney will be
charged at that time. Then when they are ready to file the case with
ECF, they can go back in file the case with ECF at no additional
charge.
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