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Proof of Claim

When a proof of claim is filed in CM/ECF, the claim will be attached to the claimant’s
creditor record. You must first conduct a search in the creditor database and then enter the
corresponding claim.

Most often the creditor filing the claim already resides in the creditor database. If the creditor
cannot be located in the case, they must be added. Please refer to the instructions regarding
Adding a Creditor (See Section 30).

The claim can be added to the new creditor record.

In the following exercise, the creditor is already on the case.

n
Step 1 Click the Bankruptcy hyperlink ‘ﬂ
on the CM/ECF Main Menu.

Bankiptcy Events

Step 2 The Bankruptcy Events screen appears
(See Figure 29-1). Creditor Filings
. Click on the File Claims hyperlink. File Claims
Figure 29-1

Step 3 The Search for Creditor screen appears
(See Figure 29-2).

Bankruptcy

Search for Creditor

_aze Mumber 05-30234

Mame of creditor

Type of creditor | Creditor v
|Ne:-:t| | Clear |
Figure 29-2
. Clickinthe Case Number box and enterthe case numberinyy-nnnnn format.
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. Enter the Name of Creditor filing the claim.

Note: Only enter the first word of the creditor’'s name. For example,
American Express should be entered as American. John Smith
should be entered as John, et cetera.

. Click [Next] to search the creditor database for this claimant.

Caution: Initially, always search with 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. If this search does not
reveal the creditor name and address, use the back button, change
Type of Creditor to 20 Largest or Notice of Appearance and
search.

. Click [Next].

Step 4 The Creditor Selection screen produces the creditor who matches the
search criteria (See Figure 29-3).

EE F Bankruptcy

Select a Creditor for Claim

Cage 05-30234: Jake Hagard and Eose Hagard
American Express - F.0O.Box 0001 Los Angeles, CA 90096-0001 - 5963+

Add Creditor

Figure 29-3

Note: If no search criteria was entered on the Search for Creditor screen,
all creditors in the case will be listed. Click on the drop-down arrow
to display all of the creditors.

. Click on the applicable creditor.
. Click [Next].
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Step 5 The Proof of Claim Information screen displays fields for each claim
(See Figure 29-4).
EECF Bankruptcy Adversary qQuery - Reports utilities Logout '?
Last Date To File(Govt)
Tnsecured Becured Amm‘}::oiz“m’d ‘ Tnknown ‘ Total (Display Orly)
Amount Allowed .
MNext
Figure 29-4
Caution: Do not enter the “$” or commas in the dollar amount fields.

Values default to whole dollars.
Decimals are accepted but not required.

. Enter the Amount Claimed in the applicable fields.

. The Filed By field offers the options of attorney, creditor, debtor or trustee.
Use the down arrow and select the applicable role type.

. The Description and Remarks fields will appear on the Claims
Register.

. The Total Amount Claimed field will total the values of Unsecured,
Secured, Priority and Unknown. An aggregate total of all claims is included
at the end of the Claims Register.

. When you have completed this screen, click [Next].

Step 6 Click [Browse]. Navigate to the directory where the applicable PDF claim
form is located and select the PDF to attach the claim form (See Figure
29-5).
z Bankruptc
ptey .
Note: The PDF file of this UECF
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claimformmayinclude
additional documents
such as exhibits.
These exhibits
may be supporting
documentation or
collateral information.
Please ensure that
the entire Claim PDF

Cage 05-30234
Select the pdf document (for example: C:A19%cw501-21 pdf).

Filename

Browse...

Attachments to Document: @ Mo O Tes

Figure 29-5
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Step 7

Step 8

Page 29-4

Note:

document, including exhibits, are below the 25-page (or 3 MB)
limit. If the document is larger than the 25-page or 3 MB limit,
it will need to be uploaded as an attachment. The attachment is
available for viewing from the Claims Register Report and is
located below the claim number.

If a claim and supporting documentation (contracts, invoices, or other supporting
documents that are linked to this claim) is greater than 25-pages or 3 MB you
must do the following:

Click the Yes radio button, located at the right of the Attachments to
Document prompt, to attach the supporting PDF documents.

Click [Browse] then navigate to the drive and directory where the
applicable PDF file is located.

Select the applicable attachment type or enter a description in the
Description Box.

You must enter an attachment type or a description or both. You
cannot leave both of these boxes blank.

When you click [Add to List], the path and file name are added to the List
box.

Click [Next].

The Notice of Electronic Claims Filing appears. This claim is now
part of the official court

record (Figure 29-6). | EECF Bankruptey o Adversary  +  Query o
T.8. Bankruptcy Court
The case number
hyperlink on the Notice
of Electronic Claims [t of Bestronic Clams Fing

F|||ng SCreen aCCesSSesS  The following transaction was received from Canb, Cr Limited Access 1 on 3/2/2005 at 746 AM PST
the case docket report.

Northern District of Califormia

(Case Name: Jake Hagard and Rose Hagard
Case Number: 05-30234
. American Express
T h e C | alm num b €I |Creditor Name: P.CBox 0001
hyper”nk from the Los Angeles, CA 90096-0001
Claim Number: 2

Notice of Electronic |y smowt Claimed:$100000
Claims Filing accesses
the PDF image of the

Cl ai m |tS e | f . | f th e Documnent description:Main Document
Original filename: C\Documents and Settngs\Sharon\Deskiop\Proof of Claim pdf

Claim inC|UdeS imaged [Electronic document Stamp:

I [STAMP blectStamp ID=1017961463 [Date=312/2005] [FileNumber=26365-0] [
attachments, they will 002482337862985 Ted34ba1 76809523820 3046456 754 Sec6626 0boe 64303641333

be accessible through a  |e11asac7ecdssabe2essa0a15c62:562050 ac 1bf5a6abeb75355338]]
separate hyperlink. Figure 29-6

The following document(s) are associated with this transaction:
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Note:

Step 9
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If you click on the case number link, PACER charges will apply.
If you click on the claim number, you will a one time free look at
the claim.

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

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

To continue claims processing, return to Step 1.
Claims Register

To run the Claims Register, click Reports > Claims Register from the
main menu bar. PACER charges will apply.

Enter a File Date range

Click Run Report.
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