UNITED STATES BANKRUPTCY COURT

Eastern District of Texas

CM/ECF PROCEDURES FOR FILING A CLAIM

This procedure explains and demonstrates how to successfully file a proof of claim using
the CM/ECEF Filing System.

STEP1

STEP 2

HIdddir

ZEECF sy -

Click File Claims.

Adversary~ Query Reports~

Bankruptcy Events

Answer To Involuntary Petition
Appeal

Claim Actions

Creditor Maint

File Claims

Miscellaneous
Motions/Applications

Notices

Objection/Comment

Open a BK Case (External
Open an Involuntary BK Case (External
Plan

Upload For Agreed and Court - Directed Orders
Order Upload
Case Upload
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Adversary~ Query Reports~

Click the Bankruptcy option on the blue CM/ECF Main Menu

Utilities ~ Search

Utilities - Search Logout



STEP 3 The Search for Creditor Screen appears.
Enter the correct case number.

If you leave the Name field blank and click Next, you will be given
a list of all creditors to choose from on the Select a Creditor screen

EE C F Bankruptcy - Adversary~ Query Reports~ Utilities ~ Search Logo

Select a Creditor for Claim

Case 18-10013: Tommy Lee Test
E(select a creditor) j

(select a areditor)
Bark of America - 1234 Broadway Tyler, TX 75957 - 40766 (Creditor)
Bank of America - PO Box 1234 Beaumont, TX 77701 - 40772 (Creditor)

Capitol One Bank - 1000 Willow St. Beaumont, TX 77701 - 40770 (Creditor)

Ford Motor Credit - 1000 Park Blvd. Tyler, TX 75957 - 40757 (Creditor)

Internal Revenue Service - PO Box 1234 Houston, TX 77002 - 40771 (Creditor)

U.5. Department of Education - 633 Spirit Drive Chesterfield, MO 63005 - 40769 (Creditor)

If you enter the first few letters of the creditor’s name and
click Next, you will be provided with a list of creditors
containing only those particular letters.

EE C F Bankruptcy - Adversary~ Query Reports~ Utilities = Search Logout

Search for Creditor
Case Number [l:19-bk-10013

Name of creditor IEank

Type of creditor | sgministrative
20 Largest Unsecured Creditors =l

Next Clear
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EE C F Bankruptey ~ Adversary~ Query Reports~ Utilities - Search

Select a Creditor for Claim

Case 18-10013: Tommy Lee Test
|(se\ect a creditor) j

(select a areditor)
Bank of America - 1234 Broadway Tyler, TX 75957 - 40766 {Creditor)

Bank of America - PO Box 1234 Beaumont, TX 77701 - 40772 (Creditor)
Capitol One Bank - 1000 Willow St. Beaumont, TX 77701 - 40770 (Creditor)

STEP 4 If your search finds a creditor, review the address to be certain it
is the same as the noting address listed on the proof of claim
document you are filing. Click Next.

EE c F Bankruptcy ~ Adversary~ Query Reports~ Utilities ~ Search Logout

Select a Creditor for Claim

Case 18-10013: Tommy Lee Test

| (select a creditor) [
(select a aeditor)

Bank of America - 1234 Broadway Tyler, TX 75957 - 40786 (Creditor)

Bank of America - PO Box 1234 Beaumont, TX 77701 - 40772 (Creditor)
Capitol One Bank - 1000 Willow St Beaumont, TX 77701 - 40770 (Creditar)
Ford Motor Credit - 1000 Park Blvd. Tyler, TX 75957 - 40767 (Creditor)
Internal Revenue Service - PO Box 1234 Houston, TX 77002 - 40771 (Creditor)

U.S. Department of Education - 633 Spirit Drive Chesterfield, MO 63005 - 40769 (Creditor)

STEP5 If no results are found or creditor is listed at a different address
than the noticing address on your proof of claim, you will need to
click on “Add Creditor” and add the creditor with the noticing
address that is listed on your claim form.

EECF Bankruptey - Adversary ~ Query Reports ~ Utilities ~ Search

Select a Creditor for Claim

Case 18-10013: Tommy Lee Test
No creditors found for selected search criteria
Change search criteria

Add Creditor
Add Common Creditor

Edit Creditor
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STEP 6

STEP7

The Creditor Processing screen appears. Review case number.
Click Next.

EE c F Bankruptcy - Adversary v Query Reports~ Utilities ~

Search Logout

Creditor Processing

Case Number

1:18-bk-10013
Next Clear

The Add Creditor(s) screen appears. The creditor’s name and
correct noticing address should be added in a deliverable format
as shown below. Leave the type drop down box at default “creditor”.
If the creditor is a member of the creditor’s committee select “yes”.
If not, leave the default asis. Click Next.

EE c F Bankruptcy Adversary Query Reports  Utilities Search

Logout

Add Creditor(s)

Case number 18-10013 Tommy Lee Test

Name may be 30 characters. Address may be 3 lines, 40 characters each.
More than one creditor may be entered. Separate creditors with a blank line.

Name and Address |t

Creditor type I Creditor j
Creditor committee * No  Yes Entity ™
Next Clear |
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STEP 8

STEP9

The next screen tells how many creditors were added during
the transaction. Usually, that number will be “1". Click
Submit.

EECF Bankruptcy Adversary Query Reports  Utilities Search  Logout

Add Creditor(s)

Total Creditors Entered 1

Attention!! Submitting this screen commits this transaction. You will have no further opportunity to medify this
submission if you continue.

Have you redacted?

Submit

Creditors Receipt screen appears — click on File a Proof of Claim

EECF Bankruptcy  Adversary Query Reports  Utilities  Search  Logout

Creditors Receipt

|Case Number (118-bk-10013
|Total Creditors Added to Database |1

File A Proof O Claim /

Return To Creditor Maintenance Menu
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STEP 10 The Search for a Creditor Screen reappears. Enter the name of

the creditor added during Creditor Processing above. Click
Next.

The Creditor Search finds the name of the creditor. Select the

creditor who was added with the correct noticing address. Click
Next.

Bankruptcy Adversary

. Query -« Reports .

=N
Utilities  « Logout ?

Select a Creditor for Claim

Cage 06-10067-fin: Lawre
Bank of America, N.A - 123,

Add Creditor

Edit Creditor

M Clear
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STEP 11 The Proof of Claim Information Screen appears.

Note: If filing an “amended” proof of claim, the original claim
number must be entered in the “Amends Claim #” field.

The *“Filed by” field defaults to “creditor”. If filed by the
debtor, change the field to “debtor”.

Enter the amount claimed, then entered secured or priority
amounts, if applicable. Additional information may be inserted
in the Description/Remarks fields. Click Next.

EE C F Bankruptcy -~ Adversary~ Query Reports~ Utilities ~ Search Logout

Proof Of Claim Information For
40766 - Bank of America

1234 Broadway
Tyler, TX 75957

‘ Case Number: 18-10013 ‘ micnds(Glamk Filed By:

I Find Creditor ¥
Last Date To File: Date Filed: 05/17/2018
Last Date To File(Govt):
\ Claimed
Amount Claimed Secured Priority
Enter the Toial Amowt af Ifall or part of your claim is Ifail or part of your claim is
Claim as of Date Case Filed secured, entitled to priority, enter the
(incl. secured, priority, general enter the secured amount priority amount
wunsecured & unknawn) (Box 4 on claim) (Box 5 on claim)
‘Descriptiﬂn: ‘I

‘Rema.rks. ‘I
Amend options: " Clear All Amounts

Next | Clear
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STEP 12

The Browse for a Document Screen appears. Locate your pdf and
upload. Click on “yes” to attachments if you are uploading
additional pdf’s. Click Next when complete.

EE c F Bankruptcy ~ Adversary~ Query Reports~ Utilities - Search Logout

Case 18-10013

Filename

Browse... | Mo file selected.

Attachments to Document: * No ™ Yes

Next Clear

After uploading your pdf’s you will receive a reminder regarding
redactions and notification that submitting this screen commits
the transaction.

Note: All Documents MUST be redacted before uploading to
the CM/ECF system.

EECF Bankruptcy Adversary Quen' Report: Utilitres Search Logout

Case 18-10013

Filename

Browse... | TEST_PDF.pdf

Attachments to Document: * No  Yes

Attention!! Submitting this screen commits this transaction. You will have no further opportunity to modify
this submission if you continue.

Have vou redacted?

Next Clear |
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STEP 13 The Notification of Electronic Filing Screen appears. The claim
has been assigned a “number’ which is a hyperlink to the actual
document. The filing of the proof of claim has now been
completed. Return to the CM/ECF Blue Menu Bar to continue
filing other documents or choose Logout.

EECF Bankruptcy Adversar; Query Reports Utilittes Search Logout

United States Bankruptcy Court
Eastern District of Texas
Notice of Electronic Claims Filing
The following transaction was received from testattyb on 5/17/2018 at 11:.07 AM CDT

File another claim

Case Name: Tommy Lee Test
Case Number: 18-10013
Bank of America
Creditor Name: 1234 Broadway
Tyler, TX 75957
Claim Number: 1 Claims Register

Amount Claimed: $4567.00
Amount Secured:

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

Document description:Main Document
Original filename:TEST PDF pdf
Electronic document Stamp:
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