Set up for New Case Flag Report

1.  Go to Reports - Case Flags
2.  Leave Case Number, Office and Case Type as Blank
3.  Select the following flags
· CredCounDue
· FeeDueINST
· IFPAppDue
· IncomeStmtDue
· MeansTestDue
· PayAdvDue
· PlnDue
· SSNStmtDue

4.   Select Open Cases 
5.  Leave Chapter as Blank
6.  Enter Terminal digits
7.  Enter Yesterday's date for the Filed from and to dates (for best results, do not set this report up on a Monday)
8.  Click on "business days at 5 am" under  Schedule this to run 	
9.  Enter desired name for report under Subject line
10.  Click on Schedule Report
Figure 1
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11.  The next business day, an email should be received showing any cases filed the previous day with any of the selected flags.
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12.  Cases should be reviewed to determine if any action should be taken.  See a Team Leader if a flag is present on a non-individual case that should only be on an Individual case.
	Case Flag
	Comments/Action

	CredCounDue
	Individuals ONLY.  Determine if flag can be removed or if appropriate notice has been issued for missing Credit Counseling Certificate

	FeeDueINST
	Individuals ONLY.   Determine if case is an installment fee case.
If Application for Waiver filed instead of Application to Pay in Installments, see Team Leader.
If Application is missing, and case is an installment fee case, issue appropriate notice.
If fee paid in full, remove flag.

	IFPAppDue
	Individuals Chapter 7 ONLY.    Determine if appropriate notice has been issued for missing Application to Waive Fee.

	IncomeStmtDue
	Chapter7s, Chapter 13s and Individual Chapter 11s.  Determine if appropriate notice has been issued for missing Statement of Current Monthly Income.

	[bookmark: _GoBack]PayAdvDue
	Individuals ONLY.  Determine if flag can be removed or if appropriate notice has been issued for missing Pay Advices

	PlnDue
	Chapter 11 and Chapter 12 - No Action 
Chapter 13 - Determine if appropriate notice has been issued for missing Plan

	SSNStmtDue
	Individuals ONLY.  - Determine if appropriate notice has been issued for missing  Social Security Statement
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Case Title
Dawn Yvette Wimberly

Gloria J. Kirkland

Linda Sue Hardesty

Ronald Wayne Norris and Tammy Lynn Norris

Todd M Hart and Tracy L Hart

'U.S. Bankruptcy Court
Southern District of Indiana
Case Flags Report for 05/08/2014
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