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Claims Entry 

 
This will go over the screens of how to file a Proof of Claim.  Prior to starting the action, you will need to 
verify any information that needs to be redacted is redacted in your word document of the Proof of 
Claim. Then please print your Proof of Claim document into PDF format (which flattens the document). 
NOTE: Do not just save the word document as a PDF because that does not flatten the document and 
may allow for editing to occur.   
 
Click on Bankruptcy on the CM/ECF Main Menu bar. 
 

 
 
 
Click on File Claims. 
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Search for Creditor Screen: Do not change the Type of Creditor box, it should be left blank to search all 
types of creditors. The creditor type must match the creditor information.  When a matrix is uploaded 
into the system, the creditor type defaults to creditor. 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 Admin 
will not be found if the Type of Creditor field selected in Creditor.  If you leave the selection as the blank 
option, it will search all types. 

 

 
 
 
Enter the Case number.  You may also type in the Name of creditor to look for a specific creditor.  We 
are going to leave it blank to look for all creditors.  As stated before, we are going to leave the Type of 
creditor as the blank top selection.  Click on Next for a list of all creditors in this case.   
 

 
 
 
The Creditor Selection screen displays the creditor(s).  Per the directions:  
The creditor's name and address must match the name and noticing address provided on the Proof of 
Claim form.  
 
If there are no creditors or the creditor's name or noticing address as listed on the Proof of Claim form 
does not appear on the drop-down list below, select "Add Creditor" and enter the creditor's name and 
noticing address as provided on the Proof of Claim form. 
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Click on the drop-down arrow to display all the creditors.  Select the desired creditor by clicking on it 
with your mouse.  Verify the name and address of the creditor listed in the computer are the same as 
what is listed on the claim.  If the name and address on the claim is different than the CM/ECF, click on 
Add Creditor (see instructions below) and add the creditor with the correct name and address into the 
system. The creditor’s address listed on the claim supersedes what is in the computer per Bankruptcy 
Rule 2002(g)(1)(A).  In this case we are looking for Fred’s Fruit Stand, 6358 W Stand Way, Number 4, 
Fruity, ID 56801.  The address we found Fred’s Fruit, 6358 W Stand Way, Number 4, Fruity, ID 56801.  
Since it doesn’t match exactly, we are going to add a creditor. 
 

 
 
 
Click on Add Creditor hyperlink. 
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Verify the Case number and click Next. 
 

 
 
 
Enter the Name and Address.  In our scenario, leave the Creditor type as Creditor, Creditor committee 
as No, and do not mark Entity. 
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After all of the information is added and/or updated, click Next. 
 

 
 
 
The correct information has been added on the previous screen, and we do not need to redact anything 
from the address.  Click Submit. 
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The creditor has been added to the case.  Click on File a Proof of Claim. 
 

 
 
 
This time, we are going to enter information into Name of Creditor.  The system will search the exact 
information you type.  If you search PO Box and it is P.O Box, you will not find the address because they 
do not match.  We are just going to type in “Fred.”  The Type of Creditor will remain as it’s default 
selection.  Click on Next. 
 

 
 
 
Use the (select a creditor) drop down box to select the creditor that was just added. 
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Click Next. 
 

 
 
 
The Proof of Claim Information screen displays fields for each claim. When amending a claim, type the 
claim number in Amends Claim #: and click Find.  We are not amending a claim, so we will leave it blank. 
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In the Filed By field select either Debtor, Attorney, Creditor, or Trustee.  We are going to select Trustee. 
 

 
 
 
Amount Claimed should be the total amount of the claim and must be completed.  Secured is the 
amount of the claim that is secured.  Priority is the amount of the claim that is priority.  There may or 
may not be a Secured or Priority amounts claimed.  DO NOT include the dollar sign ($) or any commas 
(,) between the numbers.  The boxes should be only contain numbers. 
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The Description and Remarks fields will appear on the Claims Register. Both fields are 255 characters 
long.  They are optional and do not need to be completed.    
 

 
 
 
Click on Next. 
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Click Browse to navigate to the PDF of the Proof of Claim you created.  When filing in the live database, 
right click and view the document prior to selecting.  The PDF you attach will be officially filed with the 
court and cannot be deleted once it has been filed.  We have selected the Proof of Claim we had 
previously saved as a PDF.  Click Next.   
 

 
 
 
 
 
After clicking Next, you will receive a notice that you will have no further opportunity to modify this 
submission if you continue. If there are no modifications to be made to the docket text, click Next. If you 
need to modify the docket text, click on the Back button to the appropriate screen and make 
corrections.  We have entered the correct information and having nothing to redact, so click Next. 
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The Notice of Electronic Filing will appear.  The Notice of Electronic Filing screen display is the 
verification that the filing has been sent electronically to the court’s database.  Clicking on File another 
claim will take you back to search for creditors.   Clicking on the case number hyperlink will display the 
docket report for this case. Clicking on the document number hyperlink will display the PDF image of the 
document just filed.  Clicking on Claims Register will take you to the Claims Register. 
 

 
 
 
 
 
 
 
 
If you have any questions regarding filing in the CM/ECF system, you can contact the CM/ECF Helpdesk 
using one of the following methods. 

Phone: 918-699-4072 
Email: cmecf@oknb.uscourts.gov 

 


