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Proofs of Claim

When a proof of claim is filed in CM/ECF, the claim will be attached to the creditor
record of the claimant. One must first locate the creditor by searching the creditor
database and then enter the corresponding claim.

Most often the creditor filing the claim already resides in the creditor data base. If the
creditor cannot be located on the case, they should first be added (by the court staff)
and then the claim added to the new creditor record.

In the following exercise, the creditor is already on the case. Other lessons show how to

add creditors to the creditor database by uploading the matrix or adding each record
separately.

STEP 1 Click the Bankruptcy hyperlink on the CM/ECF Main
Menu. (See Figure 1.)
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UECF Bankruptcy « Adwersary o Query + Reports « Utiities « Logout Q_

Figure 1

STEP 2 The BANKRUPTCY EVENTS screen displays. (See Figure 2.)
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Figure 2

2 Click on the File Claims hyperlink.
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STEP 3 The CREDITOR SEARCH screen will display. (See Figure 3.)
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Search for Creditor

Casze MNumber |sz12229

Warme of creditor IExxan
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Figure 3
L g Click in the Case Number box and enter the correct case number

in yy-nnnnn format.

L 2 Enter the Name of creditor filing the claim. Additional search
clues are shown below.

Search Hints for Creditor Database:

1. Searching is case sensitive. (Smith not smith)

2. Include punctuation. (Garcia-Barrera)

3. Partial names can be entered. (Smi)

4. Significant words or names are effective. (Radio for Radio
Shack and Northwest Radiology)

5. Try alternate search clues if your first search is not successful.

6. Wild cards are not required but may be used.

CAUTION: Do not change the default of Creditor in the Type of
Creditor box. When a matrix is uploaded into the system,
the Creditor Type field defaults to Creditor.

The Creditor Type must match the creditor information. If
creditors are stored on the database as a different Creditor
Type you will have to search by that Type. A creditor with a
Creditor Type of Notice of Appearance will not be found
unless the Creditor Type field is changed to Notice of
Appearance.

L 4 Click [Next] to search the creditor database for this claimant.
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STEP 4 The CREDITOR SELECTION screen will then display the
creditor(s) who match the search criteria. (See Figure 4a.)
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Select a Creditor for Claim
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M Clearl
Figure 4a

NOTE: If no search criteria was entered in the search Name of
Creditor field, all creditors belonging to the case will be
found. Click on the drop-down arrow to display all of the
creditors (See Figure 4b.)
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UE F Bankruptcy + Adversary + Query + Reports «+ Utilities -« Logout o_

Select a Creditor for Claim

Case 02-1222%9: Lindsay Ann Wilson

1894 - Chevron - Acct. 1306231778 P.O. Box 5010 Concord, CA 94524-0010 j

1894 - Chevron - Acct. 1306231778 P.0. Box 5010 Concord, CA 94524-0010

1895 - Dillards - Acct. 227531373 P.O. Box 269153 Baton Rouge, LA 70826-9159

18595 - Exyon - Acc 5708 P.0. Box 105980 Atlanta, Ga S50

1897 - Foleys - Acct. 134965851 P.O. Box 52026 Phoenix, AZ 85072
1895 - Linda's Lawn Designg, Inc. - Acct. 34-56-b 3402 South Alameda Strest Houston, TX 77052
T k|

Figure 4b

L 4 Select the desired creditor by clicking on it with your mouse if using
the drop-down select window.

If you are unable to find a creditor after using different search
criteria, the Add Creditor hyperlink allows you to add a creditor to
the case (refer to the Creditor Maintenance module for instructions
on how to add a creditor).

L 2 Click [Next] to continue adding a Proof of Claim.
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STEP 5 The PROOF OF CLAIM INFORMATION screen displays fields for
each claim. (See Figure 5.)

=
EE F Bankruptcy + Adversary s+ Query + Reports + Utilities + Logout ?

Proof Of Claim Information For

1896 - Exxon
Acct. 3889578708
P.0. Box 105980

Atlanta, Ga 30353-5980
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Last Date To Date Filed: lﬁ
Last Date To File: File (Gowt) Iios/m/zuuz Late: m Status: i

| Amount Claimed

Tnsecured Secured Priority Tnlenowm Total (Display Only)
| | | [750.25 [750.25
| Amount Allowed
Tnsecured Secured Priority Tnknown Total (Display Only)
| | | | |
|DEsmption ||gasaline purchases
|Rema.rks: ||
Mext | Clear
Figure 5
4 If necessary, change the date filed and enter the data in the

appropriate fields for the claim:

CAUTION: Do not enter the “$” or commas in the dollar amount
fields.

Values default to whole dollars.

Decimals are accepted but not required.

* There is an Amount Claimed and Amount Allowed section to
record. Do not enter Amount Allowed at this time. Both of these
amounts will appear on the Claims Register.

2 The Filed By field offers the options of attorney, creditor, debtor, or
trustee.

L 2 The optional Status field displays the Claim status of Allow,
Amend, Expunge, Reclassify, Reduce, Withdraw. These values are
controlled by the court. Certain events in your court dictionary
(such as Withdrawal of Claim) can automatically update this field.

4 The Description and Remarks fields will appear on the Claims
Register. Both fields are 255 characters long.
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* The Total Amount Claimed and the Total Amount Allowed fields
total the values of Unsecured, Secured, Priority and Unknown. An
aggregate total of all claims is included at the end of the Claims
Register.

NOTE: The Total Amount Claimed and Total Amount Allowed
Fields are Display Only. Users may not manually enter
an amount in these fields.

L 4 When you have completed this screen, click [Next] to associate
the PDF file of the claim with this filing.

STEP 6 The PDF Document screen displays. (See Figure 6a.)

C =
EE F Bankruptcy + Adwversary + Query + Reports « Utilities + Logout ?

[Case 02-12229
Select the pdf document (for example: CA198cv501-21.pdf)
Filename

| Browse... |

Attachments to Document: & Mo O Ves

Mext | Clear

Figure 6a

L 4 Click [Browse], then navigate to the directory where the
appropriate PDF file is located and select it with your mouse.

. To make certain you are about to associate the correct
claim file for this entry, right click on the filename with your
mouse and select Open. (See Figure 6b.)

File Upload e |
Look ir: | PDF Files = &k ED-
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AMSWER, pdf ﬁcomplaint.pd Select ]motio
application - Filing Fees. pdf ﬂCopy of appl I:uf all
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Application. pdf ﬂDecIaration.[ Scan for Yiruses... on ko
apptsuce, PDF ﬂDocument.P[ Make Available OFfline on ko
appttr POF Tlexhibic & - e . on to
] N Qpen With 3
BMC Order of Dischg.pdf @Exhﬂ:lt.pdf Cavick View Plus on ko
CQuick Print LI
3 WinZip 3
File name: ICIaimfolm.pdf —— N I
i : e [ ] |
Files of type: IAII Files [*.%) Lt 17

Figure 6b
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. This will launch the Adobe Acrobat Reader to display the
image of the claim. Verify that it is correct.

. Close or minimize the Adobe application after verifying the
file, then click on the Open button on the File Upload
dialogue box. (See Figure 6c.)

Look ir: |3 PDF Files x| « @ ek E
BNC_341Mtc.pdf ﬁHearingNtc.PDF ﬂMotion.P[
CertSye, FDF '@Inventory of Property . pdf '@Mntionz.;
Elnvoluntarv Petition. pdf EMotionS.p
complaint, pdf @jointmotion.PDF @Motion‘t.p
Copy of application to Employ. pdf IEList of all Creditors,pdf 'EM-:-tic-nS.;
CREDDISK,POF T Martin. pdf T Matice of
Daniels_Dale_YPCh7 .pdf @Motion Multi Part, pdf @Notice.pd
Declaration. pdf EMotion ko Avoid Lien.pdf ENoticeh‘olt
Dacument, POF @Motion ko Disrniss 00_10006, pdf @NTCF\BN.F
Exhibit & - Yol Petition.pdf 'El\'lc-tic-n to Dismiss 00_10029,pdf IEOI:-jectic-n
Exhibit. pdf T Mation to Dismiss 00_10054.pdf T Objection
1 i
File name: ICIaimform.pdf j Open
Files of type: I.&II Files [%.%] j Cancel
p
Figure 6¢
L 4 The PDF Document screen will reappear displaying the complete
path of the associated PDF document that was selected. (See
Figure 6d.)

EE F Bankruptcy  »  Adversary + Query « Reports -« Utilities « Logout

Case 02-12229
Select the pdf document (for example: CA\19%cw301-21.pd)

Filename

Ib: YECF_StudentsiPDF Files)Claimform Browse...

[Attachments to Document: & Mo © Tes

Mext | Clear

Figure 6d

* PDF attachments to claims (contracts, invoices, or other
supporting documents) can be linked to this claim. To attach
supporting documents, click the Yes radio button to the right of the
Attachments to Document prompt to attach the PDF document.
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NOTE:

STEP 7

Please note that the PDF file of this claim is not an
attachment. An attachment is other supporting document
or collateral information.

An attached document will be referenced in the docket text
separately, and the attached image will be accessible by a
separate hyperlink within the docket text.

Click [Next].

The NOTICE OF ELECTRONIC CLAIMS FILING is then produced
and displayed. (See Figure 7.) This claim is now part of the official
court record.

3
EE F Bankruptcy » Adversary « Query -« Reports -« Utilities -« Logout ?

Motice of Electronic Claims Filing

The following transaction was recewved from Wilson, Dana on 6/7/2002 at 1.03 PI{ CDT

Case Name: Lindsay Ann Wilson
Case Number: 02-1222%

Esmon
Creditor Name: Acct, 3889573708

P.O. Box 105530

Atlanta, Ga 30353-5580
Claim Number: 1

Total Amount Claimed: $750.25
The following document(s) are associated with this transaction:

Document description:3ain Document

Original filename: O/ECF_Stdents\PDF Files\Clattnform pdf

Electronic document Stamp:

[STAMP bkectZtamp_ID=988411093 [Date=6/7/2002] [FileMumber=5687-0] [65
b192a78a5c39764262674cdfa31e820e 38857413046 3a6 1b42Tbbbabbb1b52al

Figure 7

Clicking on the case number hyperlink on the Notice of Electronic
Claims Filing will present the case docket report.

Clicking on the document number hyperlink displays the PDF
image of the claim itself. If the claim includes imaged attachments,
they will be accessible also through a separate hyperlink.

To print a copy of this notice, click the browser [Print] icon.

To save a copy of this notice, click [File] on the browser menu bar
and select Save Frame As.

To continue claims processing, click again on Bankruptcy, File
Claims. Your prior case number will be preserved for further claim
entries to the same case. For a new case, simply type in the new
number and repeat the process outlined above.
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STEP 8 CLAIMS REGISTER

2 To run the Claims Register, click Reports on the Main Menu Bar
and then Claims Register hyperlink. There is a separate CM/ECF
Claims Register lesson.
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