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Introduction and Purpose of the Online Payment System:
The Online Payment System is an approved alternative to the use of cashier’s checks
and money orders by using your checking or savings account to make direct payments to the
Trustee. This is an instant payment system, in conjunction with our bank, to provide a
verifiable, trustworthy, and more convenient payment option. You can access the Online
Payment Center by linking to it through the Trustee website at:
http://www.tampa13.com/epay.html

Remember to bookmark the Online Payment Center page after visiting it the first time.

Benefits of the Online Payment System:
 The ability to make payments from any location at any time of day, as long as you have

internet access.
 Save time and money by not having to purchase and mail a Cashier’s Check or Money

Order.
 Payments made before 5:00 p.m. will be credited to your bankruptcy case the next business day.

Getting Started:
Before attempting to register for the first time, you must gather several necessary pieces of information in order for the registration process to be completed:
 Case number: This number can be found on bankruptcy related documents received from
your attorney, the Bankruptcy Court, or Trustee.
 The last four numbers of your social security number.
 Your checking or savings account number and bank routing number.
 A current e-mail address.
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Registering for the First Time
The Home page shown below is used to log in if you already have registered or to begin
the registration process. To begin the registration process, once you have gathered the required
information listed on the previous page, Click on Register now to begin.

In the Profile Details page, input your first name, last name, email address, current address and phone number, and lastly create a username and password. The username must be at
least 6 characters long. The password must be at least 8 characters long, but no more than 20.
It must also contain at least one number, one lowercase character, one uppercase character, and
one special character. Once you have completed the registration process, you will log in
using this newly created username and password to make your payments, so be sure to
remember this information.

Click Next once all of
your personal information and Username
and password have been
input.
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In the Registration—Account Details page, input your Online Payment ID, and then
a second time to confirm. Your Online Payment ID is the combination of your case number and
last four digits of you social security number. Input the 11 digit Online Payment ID without
any dashes. Once input, click Next.

The Registration — Confirm Details scr een will allow you to ver ify your inputs and
if any of the information needs to be corrected, click on the Back button to fix the information.
If
everything is correct, click Submit Registration.
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If all information, to include the Online Payment ID, has been input correctly, the
following screen will appear and state Registration Complete. Once completed, you can begin
making payments.

If there is a Registration Issue, the system will return you to the Registration — Profile
Details page to make the necessar y cor r ections. Click Back to begin.

Review and correct any information if applicable and move on to the next page.
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Making Payments
The payment process is simple and is designed to allow you to make your normal
monthly payment or any other payment type you wish. The payment process begins by using
your newly created login and password and entering the Online Payment Center. Once logged
in, you can choose to make your payment. Upon completion of the payment, the payment will
be drawn from your checking/savings account at that time.
It is very important that before you start this payment process you verify your
bank account has enough funds to cover the transaction. If you submit a payment without
having enough funds in your bank account to cover the transaction, the result will most
likely be a Non-Sufficient Funds transaction. If this occurs, your bank account will be
overdrawn and you may suffer consequences from your bank. In addition, if your payment is returned for Non-Sufficient Funds, or any other reason, your account will be
locked immediately and you will not have the option of using the Online Payment System
for the duration of your Bankruptcy Case. You will then be required to make your
monthly plan payment by using Cashier’s Checks or Money Orders. THERE ARE NO
EXCEPTIONS TO THIS RULE.

Below is the message you will receive if your account has been locked.
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When you log in, the default page will be the Make a Payment screen. Your Online
Payment ID will have alr eady been input and your Plan Payment Amount will be displayed with the Due Date and Delinquency Amount, if any. The Total Payment Amount will
equal the total of your Plan Payment Amount plus any Delinquency Amount. The next section
contains the Payment Date, an option of which payment to make, and the Total Payment
Amount. The last section is wher e you will input your Checking/Savings account infor mation. The Previously Used field will store up to 5 accounts.

In the Single Payment section, you will be able to select the Total Payment Amount
(your Plan Payment plus Delinquency Amount), or Other Amount. The Other Amount allows
you to manually enter an amount you want to pay. This option also allows you to enter an
amount in the Additional Payment Option box. If the Additional Payment Option is used, then a
reason from the drop down box must be selected. The Additional Payment Option is used for
turning over funds for your tax refund, settlement proceeds, bonus or inheritance. The Payment
Date will default to today’s date. If you ar e making the payment after 5 PM, the Online
Payment System will pr ompt you to change the date to the next day. You can also schedule your payment up to 5 days in advance. Click on the Calendar to change the date.
Once you have determined your payment, the Amount to Pay Field will total the amount
that will be debited from your bank account. The Processing Fee is a banking fee that covers the
cost of providing this service.
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The last section to complete is the Checking/Savings area. If this is the first time making a payment, then you will need to input your account information (Routing Number, Account Number, and Account Type). If you have used the Online Payment System before, then
your bank account information will be saved in the Previously Used field. This field will store
up to 5 previously used accounts.
It is very important your bank account information is input correctly. If it is not, your account
will NOT be debited and you may become delinquent. If you are entering your account information for the first time, you will need your Routing and Account number which can be found
on your checks. DO NOT use the numbers from your Deposit slips as those numbers will most
likely be different from account numbers on your checks. The Routing number is always a 9
digit number and is to the left of the account number. See below for an example. If you are unsure, please contact your bank to obtain the correct numbers.

Once you have input your Routing Number, Account Number, and re-input your
Account number in the Confirm Account Number field, then you need to pick from the
Account Type dr opdown fr om which account you have input.
Now that all of the bank account information has been input and verified, click Submit
Payment to view your payment infor mation for one last ver ification. Note: if the ver ification screen does not appear, the problem may be a pop-up blocker. Check your browser settings to allow pop-ups from this site.

Once payments have been submitted, the process of deducting the funds from your bank
account can take several hours depending on your bank. All payments made before 5:00 p.m.
will post to your bankruptcy case the next business day. Once the payment has been received,
those funds will be held for 15 days by the Trustee in order to guarantee validity of the funds.
This means any payments made electronically will not be disbursed to creditors until at least 15
days after receipt of said funds.
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Scheduled Payments
The Scheduled Payments page allows you to view pending payments you have submitted. The
information listed will show the unique ID number for the pending transaction, the date the
payment was generated, the status of the payment, the type of payment, the method of the
payment, the date the payment will be processed, and the total amount to be withdrawn from
your account. The Total Amount will be the total of your payment to the trustee plus the $2.00
processing fee.

Canceling Payments
In the event you need to cancel a scheduled payment, you may do so up until 5:00 p.m. the
business day prior to the Payment Date. Each payment listed in the Scheduled Payments section will have a unique ID number. To cancel the payment, click on the corresponding ID number, then on Cancel Payment in the box that comes up. Another box will appear that says “Are
you sure you wish to cancel this payment”. Click OK to complete canceling the payment, or
Cancel to return to the previous screen. Once canceled, the payment will no longer show in the
scheduled payments tab. It will show in payment history as canceled.

Payment History
The Payment History page will display all payments made through the Online Payment Center.
This page will not include any payments made to the Trustee using Cashier’s Checks, Money
Orders, or any other payment made to the Trustee’s lockbox. For a complete payment history,
please visit www.trustee13.com.
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Settings
The Settings page will allow you to view and/or edit information regarding your Online Payment Center account. The Overview section contains Personal Details, Account
Management, and Regional Settings. The Set Password section will allow you to change your
password.
To change any of your personal information, click on the Personal Details tab and then on Edit
to change either your personal details or address information.

If you update any of your information,
you will need to enter your password
and click Save when done.
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In Regional Settings, the Date Format can be adjusted to a format of your choice, the
Numeric Format can be listed in two differ ent options, and the Timezone can be changed
to match the time zone your are residing in. Use the drop downs to find the setting of your
choice. Be sure to click Save when finished updating any of the Regional Settings.

The Set Password section will allow you to change your password at any time as long of
the new password meets the required criteria. All passwords must contain at least 7
characters and use 1 digit. To change your password, click on the Set Password tab, then input your
current password, and then enter your new password twice. Click on Save once you have updated your password.
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