CM/ECF Attorney Manual Filing a Claim

Filing a Claim - When claims are filed in a case, the claim is attached to the creditor record of
the claimant. One must first retrieve the creditor by searching the creditor database and then link
the claim to it. Most often the creditor filing the claim has already been added to the creditor
database. The following instructions will guide you through the process of Filing a Claim to the
Electronic Case Filing (ECF) system. In the event the creditor filing the claim is not listed, the
procedure for adding a creditor is included in these instructions.

STEP 1 Select Bankruptcy from the Main Menu, then click on the File Claims hypertext
link from the Bankruptcy menu.

Bankiuptcy Events

Answer/ObjectionsResponse. .

z Appeal
; ! Claim Actions
U E C F Eﬂﬂkl’l.l[]t['f Creditor Mamtenance. .

File Claitns

Iotions/ Applications
Motices

Open a BE Case

Owpen Involuntary BE Caze

STEP 2 The Search for Creditor screen displays. o

Search for Creditor

Case Number 0420050

Name of creditor [Bank
Type of creditor | Creditar =

e [ oo S

¢ Case Number - enter the case number in YY-XXXXX format (include hyphen).
¢ Name of creditor - You may leave this field blank for the system to display the
pick list of all existing creditors for the case selected or enter the name of the
creditor filing the claim.

Type of creditor - Do not change the default in this box; leave type as creditor.
Click on Next to continue, or Clear to re-enter search data.

* o
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STEP 3 Select a Creditor for Claim

¢ If the creditor is already in the case with the correct address, highlight the creditor
in the drop-down box, verify the case number, click Next, and proceed to Step 7.

¢ If the creditor is not in the case, click on Add Creditor and proceed to Step 5.

¢ If the creditor is already in the case and you need to change the address, click on

Edit Creditor and proceed to Step 4.

Bankruptcy

Select a Creditor for Claim

e - hain Street Charleston, W €530

Case 2:04-blk-20060; Mary Tane Smith

Add Creditor

Edit Creditor

[ext Clear ;

STEP 4 Edit Creditor

¢ Verify the case number and click Next.

EE C F Bankruptcy Adversary

Edit Creditor(s)

Case number |D4—2EIDED

Enter name of |:1'etlit01'|

Mt Clear |
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¢

¢

Check to make sure the radio button for Edit Creditor is enabled, and then click
the down arrow on the drop-down box. Click on the creditor to be edited.
Click Next.

EEC F Bankruptcy Adversary

Case mumber 2:04-bl- 20060 Mary Jane Srrith

' Edit Creditor | GMAC Kanawha Boulewvard East Charlestan, YW 25301 - 2205 j

Biank One Main Street Chadeston, W 25301 - 2204
Bank Three One Circle Sguare Charlestan, W 25301 2289
awha Bouleward East Charlesto I

 Add new cre

Happy Camping. Inc. 400 West Avenue Charlestan, 'vW253EI1 2e07?
Nextl S | Househald Financial West Main Street Charleston, W 25301 - 2206

Make the needed changes to the Creditor’s Name and Address and click Submit

EE F Bankruptcy Adversary . Query -«

Edit Creditor(s)
Case nmumber 2:04-bl-20060 Mary JTane Smuth

A clawn has been fled on behalf of this creditor. Eewew Claim

Name may be 50 characiers. Address may be 5 lines, 40 characiers each

lmac =]
Kanawha Boulewvard East
Name and Addvess |charleston, W 25301

Creditor type | Creditar j
Creditor commttee ' Mo © Tes

Submit | Clearl

Modify Completed will appear on your screen.
Click File A Proof of Claim and then proceed to Step 6.

EEC F Bankruptcy .

Modify Completed!

File A Proof Of Clanm

Edit Creditor
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Filing a Claim

Step 5

¢

¢

Add a Creditor

Verify the case number and click Next.

EE F Bankruptcy . A

Creditor Processing

Case Number

{04-20060

Nextl Clear |

0012345, 1:99-1k-12345 or 1-99-bk-12345

Add the Creditor Name and Address. The Name may be 50 characters and the
Address may be 5 lines, 40 characters each. Click Next.

EEC F Bankruptcy Adversary . Query

Add Creditor(s)

Case 2:04-bk-20060 alveady contains creditors!

Case number 2:04-bk-20060 Mary Jane Smith

Nawme may be 50 characters. Address may be b lines, 40 characters eack.
Mare than ons creditor may be entered. Separate creditors with a blank fire.

El

Name and Address

Creditor type |Cred|t0r j
Creditor committee & o © Yes

MI Clear

Verify the number of creditors added and click Submit.

EEC F Bankruptcy

\IAdd Creditor(s)

Total Creditors Entered 1

Submit |
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STEP 6

Creditors Receipt will display number of creditors added

Select File a Proof of Claim

Creditors Receipt

Case Number 04-20060
|Total Creditors Added to Databaze |1

[File A Proof Of Claim
[E.eturn To Creditor Maintenance henu

Verify the case number, click Next, and proceed to Step 6.

EEC F Bankruptcy . Adversd

Select a Creditor for Claim

Case 2:04-bk-20060: Wary Jane Smith

GMALC - Kanawha Boulevard East Charleston, W' 25302 - 2205 j

Bank One - Main Street Chareston, Wh 25301 - 2204
Elan Three One Circle Sguare Charleston, W\f2
il Fanawha Bouleward East C

Happy Cplng Inc. - 4DDWestA\.fenue Charlestan, W\f25301 2207
Household Financial - West kain Street Charleston, W' 26301 - 2206
Dak Hill Finance - 111 115t 5t Beckley, W 26532 - 6502

Ml Clear |

Select A Creditor for Claim

Verify the case number and click Next.

Search for Creditor

Case Number 0420050

Name of creditor [Bank

Type of creditor | Creditar =

e [ oo S

Page 5

Filing a Claim



CM/ECF Attorney Manual Filing a Claim

EE F Bankruptcy Adversary

Select a Creditor for Claim

Case 2:04-kk-20060: MMary Jane Strith

Bank One - Main Street Che
Add Creditor

Edit Creditor

M Clear |

¢ Select the Creditor from the pull down box. Click Next.

STEP 7 The Proof Of Claim Information For screen displays.
EEC F Bankruptcy . Adversary . Query  « Reports . Utilities . Logout
Proof Of Claim Information For
2205 - GMAC
Kanawha Boulevard East
Charleston, WV 25302
Case Number: 2:04-ble-20060 Amimﬂjm £ ‘ l%
Last Date To File: Date Filed: 07/13/2006
Last Date To File(Govt):
| Amount Claimed
Unsecured Secured Prionty Unknown Total (Display Only) ’7
|
| Amount Allowed
Total (Display Only) ’7
S

Description:

Remarks:

M Clear
¢ Amends Claim # - if this is an amended claim, enter the original claim number

this claim amends.
¢ Filed By - system defaults to creditor, click on down arrow to the right to select
from the available options.

¢ Amount Claimed - Unsecured, Secured, Priority, Unknown: enter the amount

of the claim in the appropriate field(s) including the decimal (do not include
dollar sign or commas).
¢ Amount Allowed: For Court Use Only.
¢ Description - use for any additional information you may want to include, such as
a short description of collateral or last four digits of the account number.
Remarks - For Court Use Only.
Next - click this button when all claim information has been entered.

L 2B 2
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STEP 8

¢
¢
¢
¢

STEP 9

> > 0

<&

The Select the pdf document screen displays.

EE F Bankruptcy .

Case 2:04-blk-20060
Select the pdf document (for example: ©A19%cw501-21 pdf).
Filename

|| Browse... |

Attachments to Document: & Mo ¢ Yes

et | Clear |

Type the path and file name in the blank box, or

Click the Browse button to navigate to the appropriate directory and file.

Click on the Yes radio button to attach documents (e.g. an exhibit, appendix). If
no attachments, click the No radio button.

Click Next.

The Select one or more attachments: screen displays.

EE F Bankruptcy + Adversary . Query -+ Reports . Utilities

Select one or more attachments.

Case 2:04-bk-20060

13 Enter the pdf document that contains attachment (for example: Clappends pdf).
Filename

|\ Browse... |

2) Select a document type, andfor enter a description.
Type Descuption

| 7] |

3) Add the filename to the list box below. If you have more attachments, go back to Step 1. When the list of filenames 15 complete, click on the Mext butte

|7 A to List |

Femove from List

Use the Browse button to navigate to the location of all necessary files.
Type - click on the down arrow to select the type of attachment, if listed.
Description - type in any additional description if needed.

Add to List - click this button to add selected attachment to list. As documents are

added to list, they will appear in the filename list box.
Click on the Next button.
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STEP 10 The Notice of Electronic Claim Filing screen displays confirming the document
was received and is now an official court document.

L3

¢ The Notice of Electronic Claims Filing displays the date and time the transaction
was received by the court, creditor name, claim number, and other case
participants.

¢ Print a copy of the Notice of Electronic Claims Filing screen as a receipt of

docketing for your records.
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