TO FILE A PROOF OF CLAIM

Click Bankruptcy on the CMECF Main Menu bar.

The Bankruptcy Events screen appears as shown below.

Bankruptcy Events

AnswerFesponse. .
Appeal

Claim Actiohs

Creditor Maintenance.

WotionsfApplicatons
Motices

Chpen a BE Case
Other
Flan

CazelUpLoad

Click File Claims

The Creditor Search screen appears as shown below.

Search for Creditor

Case Mumber ||

MName of creditor I

Type of creditor |Credit0r =l
Mext | Clear |

* Enter the case number in the Case Number box.
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Search for Creditor

Casze MNumber |03-10630
Mame of creditor

Type of creditor | Creditor w

NOTE: If you do not know exactly how the creditor’s name is
registered in the database, it may be best if you do not
enter the creditor’s complete name in the Name of
Creditor field.

* To search for the creditor in the case’s database,
you could either:

a) Enter a portion of the creditor’s name in the Name of
Creditor box and click Next.

OR

b) DO NOT enter anything in the Name of Creditor
box and just click Next.
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Proof of Claim r1002

If you typed a letter or portion of the creditor’s name as shown
in the Creditor Search screen shown below.

Search for Creditor

Case Mumber 13-10630
Mame of creditor |M

Type of creditor | Creditor v

The Type of Creditor field default is “Creditor™.
Do not change the default in the Type of Creditor field.
Click Next.

The Creditor Selection screen appears as shown below with the
creditor’s name highlighted or with a list of creditors that meet
your search criteria.

Select a Creditor for Claim

Case 032-10630; Penelope Pearson
1

12342 - Manazine Antiques - 6060 Magazine Street Bay St Louis, MS 30394

If your creditor is in the drop-down list, select the creditor.
Click Next and proceed to Page 14.8.

If the creditor is not in the case’s database, proceed to
Page 14.5.
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If you do not enter anything in the Name of Creditor
box, click Next.

The Creditor Selection screen appears as shown below.

Select a Creditor for Claim

Cage 03-10630: Penelope Pearson

ABC Credit, Inc. - 12

Jrleans, LA 70130 v

Add Creditor

NOTE: IF the creditor is in the case’s database, it will be included
in the drop-down list.

* Click the down arrow in the Creditor Selection screen and
a list of creditors in the case will appear as shown in the
screen below.

Select a Creditor for Claim

Case 03-10630: Penelope Pearson

n . L
- Hibemia Mational Bank - 313 Carondelet Street New Orleans, LA 70112
12339 - Macy's - F 0. Box 30303 Mew york MY 10012

12342 - Magazine Antiques - BOBD Magazine Street Bay St Louis, MS 30934
12341 - Mational Bank of Cornmerce - 200 Baronne Street MNew Orleans, LA 70112
12337 - Tax Collector/Shetift - Parish of Jefferson PO Box 327 Gretna, LA 70053

* Select the creditor.
* Click Next and proceed to Page 14.8.

If the creditor is NOT in the case database, the following
screen will appear.

Select a Creditor for Claim

Case 03-10630: Penelope Pearson

W

Add Creditor
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Click the Add Creditor button.
When you click the Add Creditor button, the Case Number
screen appears.

Verify the case number then click Next.

The Add Creditor screen appears as shown below.

Add Creditor{s)

Case 02-10222 already contains creditors!
Case number 02-10222 Bradley Brown

MName ||
Address 1|
Address 2 |
Address 3 |
Address 4 |
Address 5 |
Type ICreditor j

Creditor committee ® ITo © Yes
& Continue To Enter © Last Entry

M Clear |

Type the creditor’s name and complete mailing address.

In the Type box, accept the default of Creditor.

At the Creditor committee prompt, accept the default of No.

The default is Continue to Enter (other creditors). Change the
default to Last Entry.

Click Next.
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The Add Creditor screen appears as shown below
advising that you’re adding one (1) creditor.

Add Creditor{s)

Total Creditors Entered 1

* Confirm the addition and click the Submit button.

The Creditor Receipt screen appears as shown below
verifying the addition of one (1) creditor to the
database of the case.

Creditors Receipt

|Case Mumber [01-10015
‘Total Creditors Added to Database ‘1

Eile & Proof Of Claim

Eeturn To Creditor Mamtenance IMem

You may now proceed to file your proof of claim.

* Click File a Proof of Claim.

The Creditor Search screen appears as shown below.

Search for Creditor

Case Mumber |[)3-10630
Name of creditor

Type of creditor | Creditar b
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Enter the creditor’s name and click Next
OR

Just click Next.

The Creditor Selection screen appears.

Select a Creditor for Claim

Case 03-10630: Penelope Pearson

12 ABC Credit, Inc. - 123 Magazine Street Mew Orleans, LA 7

Add Creditor

* Click the down arrow to the right of the box and make
the appropriate creditor selection.

* Click Next.

Continued on next page.
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NOTE:

Proof of Claim r1002

The Proof of Claim screen appears as shown below.

Proof Of Claim Information For

3407 - ABC Credit , Inc.
123 Magazine Street
New Orleans, LA 70130

r r

r = = = r -
Case Number Amends Claim # Duplicates Claim #: Filed By,

02-10262 Glktin B [ Credilor =
Status
Last Date To Fils L;‘j;(%::;;f" Dats Floc: 03/05/2002 | Late: [Na = —
Amount Claimed
Unsecured Secured Priotity Tnlenown Total (Display Ot
L Amount Allowed
Unsecured Secured Priority Unknown Total (Display O
Description: I
Remarks: “
Mext Clear

Change the Filed By box from Creditor to Attorney
by clicking on the down arrow and making the
selection.

When entering amounts in the Proof of Claim screen,
do not use $ signs or commas.
You may use decimals in entering amounts.

Enter the claim amount(s) in one of the box(es) marked
“Unsecured”, “Secured”, “Priority” or “Unknown.”

DO NOT enter an amount in the “Total” field as doing
so will cause the Notice of Electronic Filing to record
the claim amount as “0” (zero).

Enter the claimant’s information in the appropriate field(s).

When completed, click Next.
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The PDF Selection screen appears as shown below.

Case 03-10630
=elect the pdf document (for example: CA19%9cw301-21 pdf)

Filename

|

Attachments to Document: & Mo O Yes

You must locate, preview and associate the PDF file.
* Click the Browse button.
The File Upload screen appears as shown below.

* Click the down arrow to the right of the Files of type field as
shown.

File Upload

Look in: I@ My Documents j gl

Corel User Files
by Fictures

T T

File name: | Open I

Filez of tvpe:  |HT ML Files

HTHL Files
Test [*.tat]
Erecutable [*.exe

Cancel |

[+ |l

STTacIareIy

FutureSplash Player [*.zpl]

Mext (] Shockwave Flash [* swf]
Mext| g Al (]
AIFF [*aif,*. aiff]

WA [*wav]
MIDI [*.mid,*. midi] =2

* In the drop-down box, click on All Files(*.*).
* Locate the appropriate PDF file.
NOTE: Always preview a file before you associate it

with the docket entry.

* To preview the file, right click on the file.
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A drop-down menu as shown below will appear.

Choose file 20|
Look jn | 53 practice - =
seiect L. To— B summar
proposeddis elec | B transter |
o e
reaffimation | Fiint Ttanster
reply — Ttdisclai
Reschedule N Netiare Copy ed Dndizclai
Scan for Vinses
g AddtoZip I i
E S — l@ Add ta procfofelsim.zip —
. 3 Zip and E Maj proofofelaim zip =
Fiesof e | gong To , ~ Cancel
- = 4 v
Cut
Lopy I
Mext | Clea Create Shortcut
Delete
Rename
Properties

Click Open on the drop-down menu to view the file.

The following screen will flash as Adobe Acrobat Reader opens.

m s
[y T
M wfH R B N

on 1]
| [0 e e | s | as ey R e RN

The selected file will open with Adobe Acrobat Reader.

UNITED STATES BANKRUPTCY COURT
EASTERN DISTRICT OF LOUISIANA

PROOF OF CLAIN

Check the file to confirm that it is the correct one.

Close Acrobat Reader by clicking the X on the (dark blue) Adobe
Title Bar.

This will bring you back to the File Upload window.
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* Double click the PDF file or click the Open button as indicated in
the File Upload window below.

Choose file EE
Look . | =3 practics: =l @ e
A fr— i
proposeddistribution Emnd 'Qtlansfer -
reaffimationagresment T schaii T ansier
reaffimationprase 'Qs\gnalule @tlansfer 9
reply simatriz B wcisclai
FescheduedMOC T summensexecuted T tucisclai
— I
Filepame:  [prooforclsm
Files of type |AH Files [*.%] | Cancel
v

This associates the PDF file with the docket entry as shown in the
screen below.

Case 02-10262
Select the pdf document (for example: CA19%cw501-21 pdf).
Filename

IL:\.practice\ proofofclaim. PDF Browse... |

Attachments to Document: * Mo © Tes

Mext | Clearl

* If there is an attachment to the file, select the Yes box to the
right of the *“attachment” prompt.

* Click Next and proceed to the next page.

* If there is no attachment to the proof of claim, accept the
default of No.

This is your final screen! Your last chance to make corrections
or to check information.

* If it’s correct, click Next.

The Notice of Electronic Filing appears as shown on Page 14.14.
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IF THERE IS AN ATTACHMENT TO THE PROOF OF CLAIM,

NOTE: The attachment will be a separate PDF file which contains, for
example, an invoice, promissory note or some other support
document.

An attachment will be identified in the docket text and the
attachment image will be accessible by clicking on the
hyperlink within the docket entry.

* If you selected Yes to the “Attachment” prompt,

The Attachment Selection screen appears as shown below.

Barkruplecy  +  Adversary  + Query o+ Re

File a Motion:

01-1001& Abraham Lincoln and Mary Liccln

Seloet ane or mare attachments,

1} Enter the pdfl decument that contams attackment (for example: Clappendoe paf)

| Browse... I
2) Az your option, select a docinent type andfor enter a description
Type Description

I 2|

T Add the Blename to the ket beot below IFven have more attachments. oo back to Sten 1 When the izt of flenames is

- Add to List |
o Faemow gom List |

|_phest |

You need to locate, preview and associate the attachment file.
* Click the Browse button.

* Locate, preview and associate the attachment file.
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After you have the attachment file associated with the entry, type a
brief description of the attachment in the Description box as
shown below.

Select one or more attachments.
Case 02-10262

1) Enter the pdf document that contains attachment (for example: Clappendiz pdf)

Filename

IL:\practlcE\ peattachment . pdf Browse...

2) At your opticn, select a document type andfor enter a description

Type Description

| =l [rovorce

3) Add the filename to the list boz below. If you have more attachments, go back to Step 1. When the st of filenames 1
complete, click on the Iext button.

= Add 1o List
Remove from List
| RemowfomList |

Mext

Click the Add to List button.

The file is added to the List box as shown below and the cursor
returns to Step 1 of the screen.

Selnet eme or mere attachmests,

1) Entes the pdf docurmest that costans attachament (for exasple O \appendse pol)

To include additional “attachment” files, repeat from Step 1 on the
screen.

This is your final screen - the “screen of no return.”

If it’s correct and all “attachment” files have been associated,
click Next.
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The Notice of Electronic Filing appears as shown below.

MNotice of Electrome Claims Filing

The following transaction was recetved from Crotty, Hered on 3/18/2002 at 10:08 AW CST

Case Name: Abraham Lincoln and Mary Linceln
Case Number: 01-10016
MMagazine Antiques
Creditor Name: 6060 Magazine St
Bay 5t Lows, M3 305954
Claim Mumber: 10

Total Amount Claimed: §1235.50
The following document(s) are associated with this transaction:

Document description: Ifam Document

Original filename:L./fpractice/proofofclam PDE

Electronic document Stamp:

[STAMP blectStamp [D=388663450 [Date=3/18/2002] [FileMNumber=34015-0]

01-10016 Notice will be electronically mailed to:

Haty Crotty  herotty@imail com
Hir Crotty  trerotty@world. com,
01-10016 Notice will not he electronically mailed to:

Joe Cocler
8888 O1d Glory Road
MNew Orleans, LA 70123

Allen Harvey

weale Daigle & Eoss
11750 Bricksome Awve.
Sute B

EBaton Eouge, LA 70816

Sherlock Holimes

3456 MNorth Causeway Blwd.
Ietaine, LA 70002
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