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Filing a Proof of Cl = S“de 1

, H Proof of Claim

Florida Southern Bankruptcy Court

Notes: Welcome to the training module on Filing a Proof of Claim. This module walks you through filing a proof of claim
with an attachment.

Slide 2

6 Objectives
3 _

After completing this module, you should be

able to:

QO Locate the File Claims event

QO Understand how this event functions

O Add attachments

Notes: After completing this module, you should be able to locate the File Claims event within CM/ECF, understand how
this event functions, and add attachments to the proof of claim being filed. When you are ready to begin, click START.
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Page > Safety~ Tools~ @ 1 N )

Click Bankruptcy

U.S. Bankruptcy Court

Southern District of Florida
Official Court Electronic Document Filing System

Welcome to the Florida Southern Bankruptcy Court Train data base
owE

CF VERSION 4.3
OTICE:

On Mondays the CAVECF and PACER servers will be unavailable from 13:01 AM 1l 12:30 AM.

13 fsc ity 15 for Ofcrat 2 oy Actviny 1o ohis 23 10 Faderal Rule 11 and.
e 1 law anforcement officials under 1SUSC 152 and

Notes: From the Main Menu bar, click Bankruptcy.
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courts.gov/<qi-bin/DisplayMen. pliBsnkruptey EventsSids 2996

m ~ Page~ Ssfety~ Took~ v |

Select File Claims

Notes: The Bankruptcy Events list will appear. Select File Claims from the list to file your proof of claim.

Slide 5

Click Next

Notes: The Search for Creditor screen will appear. Generally, you should leave the Name of Creditor and Type of Creditor
field blank so all case related creditors can appear in the results screen. Verify the Case Number and click Next to
continue.

Sefety + Took~ &~

Select a Creditor for Claim

Case 12-11174-RAM: Zac M Zamors and Zoe Zamore

Click Options

Notes: The Select a Creditor for Claim screen will appear. CM/ECF requires all claims to be associated with a creditor
record for the case in which the claim is being filed. Click the Options arrow to view a list of creditors associated with this
case.
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©/33:+ s Speings FL 33130 . 160303 (Credtion

Select EastCoast Home Insurance

Notes: Search for your creditor from the list provided. If the creditor is not listed or is not an exact match you would click
Add Creditor. For this tutorial, we are filing on behalf of the creditor EastCoast Home Insurance. Select EastCoast Home
Insurance from the list.
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train f13b.uscourts,gov/ cgi- bin/FilingClairmys. pi?287290883909026-L 1 0.

@ - Poge~ Setey~ Took~ @~ ) @)

Select a Creditor for Claim Claiams filad o beRalf of croditer
Case 12-11174-RAM: Zac M Zamore and Zoe Zamd EastCoast Home Insurance
Eanc. Inwur 1E 11 51 w6 Miami 5f H11E 11 Stus6

Miami Springs FL 33130

1234
1 e the correc cradior

Ee=

Click Yes

/ Trusted sites | Protected Mode: OFf a v Resn  ~

Notes: A window will open that will advise whether the selected creditor has previously filed claims in this case. For this
tutorial, the information shown is an exact match for our creditor. Click Yes to continue.
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wscourtz.gov) <gi-bin T

W - Pagew Sefety~ Took~ @~ | N [

Proof Of Claim Information For
150262 - EastConst Home Insurance

1111 11 Se 456
i Springs FL 33130

Case Number 1L1I1T4RAM ARG Fieas
Last Date To File: Date Filed: 12182012
Last Date To File(Govt) Click Options
Claimed
AT CRE S Pody
I o0 | —
e — ey

priartey, s th prioviy ot
Pt ptpting

Notes: The Proof of Claim Information screen will appear for the selected creditor. If filing an amended claim, enter the
original claim # in the Amends Claim # field. For this tutorial, leave the Amends Claim # field blank.

The Filed By field defaults to Creditor. Click the Options arrow in the Filed By field to view a list of filer types.
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Sefety + Took~ &~

Proof Of Claim Information For
150262 - EastCoast Home Insurance

1111 E 11 Se#56.
i Springs FL 33130

Case Number: 12-11174RAM s (o]

Last Date To File: Date Filed: 121872012

Last Date To File(Govt)

Claimed Select Creditor
Amount Claimed. Secured Priority

B o ot it r

i a of Does Gt Fied e 1ot socured v Siorle oner e e ot

(et secired, prority gemra o 4 omclatm) (B § o ciaim)
ey

Amend options:  Clear all Amounts

Nast] [Cloac]

Notes: Select the role of the party filing the proof of claim. For example, the Trustee can file a proof of claim on behalf of a
creditor and would select Trustee from the list. For this tutorial, the claimant, East Coast Home Insurance, is a creditor in
this case. Select Creditor.
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Sefety + Took~ &~

Miami Springs FL 33130

mands Claim & o

Case Number: 12-11174RAM -~ Filed By
Do NOT enter dollar signs ($), col -

mmas
Last Date To File: (1,000), or decimals (100.00] in these fields.

Last Date To File(Govt)

Claimed
Amount Claimed Secured Prionity

i a of Does Gt Fied e 1ot socured v Spisrls ones e e et
(et secired, prority gemra Bon 4 omclatm) (B o ciaim)
) .

Notes: In the Claimed section you have several fields available to enter the claim values. Do not enter dollar signs,
commas, or decimals in these fields. For this tutorial, the total amount of the claim is $800, including secured and
unsecured amounts.
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Proof Of Claim Information For

150262 - EastCoast Home Insurance
1111E 11 Se#86

Miami Springs FL 33130

G =

NI Amends Clan Fuedny
T R FRE N

Last Date To File(Govt):
Claimed
Secured Prionty

e ot acured s rietc patr he prorcs amount
potpeort

| Amend options:  Clear all Amounts

|[ o] [Ginae]
Click Next

Notes: The Description and Remarks fields are available to add additional detail about the proof of claim. Any information
entered in these fields will appear on the Claims Register. For this tutorial, leave these fields blank.

The Amend options radio button is not selected. Since we are not amending a previously filed proof of claim we will
accept the default. Verify all information entered on this screen for accuracy and click Next to continue.
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(Case 12111 74-RAM
Filename

| Bowse
[Attachments to Document: + Na[:E'I

lHxve you redacted?
Select Yes

amt | (Ciome |

Notes: The PDF selection screen will appear. Please note the prompt: Have you redacted? Pursuant to Federal Rules of
Bankruptcy Procedure 9037, ensure the attached PDF files do not contain personal identifiers. Because the proof of claim
we are uploading exceeded our 10 MB file limit, it was saved as two separate PDF files. Besides file size limitations, this
feature can also be used to attach exhibits, affidavits and other supporting documents. Since it was saved as two
separate PDF files, at Attachments to Document, select Yes.

Slide 14

Notes: Click the Browse button to locate the first PDF file of your proof of claim.
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8 Choose File to Uplosd.

<« COMMON (G » 1 Case Document ts 14 | »

48 Computer
& os(c
S APPS (F)

G4 COMMON (G)

S PenaD (\\fisbnal\flsb\MIAUSERS) (5:)

File name:

Notes: The Choose File to Upload dialogue box will appear. Navigate to the directory where your PDF document is
located.
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Slide 16

£ Choose File to Uplosd

C)Aepe | - « COMMON (G) » 1 Case Documents

| Organize v New folder
B Desktop
& Downloads
L Recent Places

5 Pictures
B Videos

% Computer
& os(c)

& APPS (F)
% COMMON (G)
S PenaD (\fisbnal\flsb\MIAUSERS) (5)

File name: 11 Proof of Claim

Notes: Before uploading, verify the correct PDF file is selected and has been redacted. For this tutorial, we will not
simulate reviewing the document. Double-click the PDF file.

Slide 17

£ Choose File to Upload

<« COMMON (G) » 1 Case D

New folder

Name

% Vol. Petiton
44 Recent Places B >

-
B videos

& Computer PR,
& os(c) 2

G2 APPS (F)
% COMMON (69
% PenaD (\flsbnal \Isb\MIAUSERS) (50

File name: 11 Proof of Claim

-
Click Open

Notes: Click Open to associate the file to the case.
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Click Next

Notes: The PDF Selection screen will appear again with the file path populated. Click Next to continue.
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126, uscourts.gov, cgi-bin FibngClaims pl7i0 62704-L 1 3-1

& ~ Pagev Sefety~ Toos~ @~ 0 @l [N

‘one or more attachme
(Case 1211174 RAM

1) Select the PDF document that contatns the attac hment.
Fllename
[t

|2) it on the pretas beiow Click Browse

Category

}3) 4 the fiename to the list box below. fyou have more attachments, go back to Step 1. When the list of fllenames I complate, click on the Next button.

Ramove bom Lt

Notes: The Select one or more attachments screen will appear since we had selected Yes to Attachments to Document
earlier. Click the Browse button to locate the attachment to your proof of claim.

Slide 20

MON (G:)
\fisbnal\flsb\MIAUSERS) (5:)

Notes: The Choose File to Upload dialogue box will appear. Navigate to the directory where your PDF document is
located.
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& Choose File to Uplosd —

« COMMON (G) » 1 Case Documents v [y || s o »

New folder #= v (A @

complete, click on the Next button.

W Computer
& os

& APPS (F)

£ COMMON (69

S PenaD (\\fisbnal \fisb\MIAUSERS) (5:)

Double-click the PDF file

File name: |

Open_|¥] [ Concel

Notes: Before uploading, verify the correct PDF file is selected and it is complete and legible. For this tutorial, we will not
simulate reviewing the document. Double-click the PDF file.
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Slide 22

6 Choose File to Upload ——

| croenie - niewrciaer E——— 53

! Security Number

complete, click on the Next button

-
& os)
G APPS (F)

S COMMON (G9)
* PenaD (\\flsbnal \flsb\MIAUSERS) (5:)

File name:  Attachment to Proof of Claim ~ [Anies ¢ -
EwkrBox || Cancel
Click Open

Notes: Click Open to associate the file to the case.
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ain. 1sh, USCOURS.goV/<gi-biry FlingClairms pi7106167928062704-1 1 3-3

o - Page~ Sefety~ Toow~ @~ | I ]

2) F1ll n the flelct balow
Category. and’or Desc
= Gick Box

1) Adid the filencme to the lizt box below. Iyou have more atta the list of ilencames is complete. click on the Next button

Click in the Description
field.

Notes: The Select one or more attachments screen will appear again with the file path populated. A description of the
attachment is required. Under category, you can select from a pre-defined list or enter a manual entry under Description.
For this tutorial, click in the Description field.

Slide 24

1 flsbuscourts.gov/ cgr-bin FilingClaims 710616792

wh - Pagew Safetyw Toolsw

Select one or more attac]
ase 12-11174-RAM
1) Select the PDF document that contatns the attachment.

Tlename
Gt Case Documentsastachment + [ Browse... |

andior

2 it in the platds betow
Category Des.

1) Add the filename to the ltst box below. ifyou have more attac) 11 s the list of filencmes ts complete, elick on the Next button

Ramove hom Lt

Notes: Type POC 2 of 2 and press Enter.

Page 8 of 14



Adobe Captivate CR_Module7

uscourts.gov, cgi-bin il

#o v Pagew Safety

1) Sslsct the PDF document that contatns the attachment
Filename

G1 Cave Documants Attachment + | Browse,

|2) 10t tn the petais betore

Category and'or Description

1) Add the filename to the list box below. If you have more attachments, go back to Step 1. When the lizt of fllencmes is complete, click on the Next button

fe—
Click Add to List.

=

1) Select the PDF document that contains the attachment
Filename

Bowse

) Fill in the flelds balow
Category and'or Description

) Add the filencme to the list box below. If you have more attachments, g0 back to Step 1. When the list of fllenames ts complats, click on the Next button.

Click Next

Notes: Confirm the attachment file path populates in the Add to List field and disappears from the Filename field before
continuing. If there were multiple attachments, repeat the three previous steps until all attachments are displayed in the
Add to List field. Click Next to commit this transaction.
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wscourts.gov/cgi-bin FilingClaims pi7102857404426016-L 1 3-1

W - Pagew Ssfety~ Took~ v |

ent description:\ain Document
pinal filename:G: | Case Documents 11 Proof of Claim pdf
ent Stamp:

STAMP bkecfStamp_} 12/182012] [FileN 8.0

ent description: POC 2 of 2
Original filename: Attschment to Proof of Claim pdf
tronic document Stamp:

Notes: The Notice of Electronic Claims Filing screen will appear. The Claims Register link provides the opportunity of
running a Claims Register Report which shows the list of claims filed in a particular case including a final summary page.
Clicking on any of the links on this page will require a PACER login and published fees will apply.

Page 9 of 14



Adobe Captivate CR_Module?

Slide 28

Resources
]
)

For further information on filing a Proof of
Claim refer to:

= LR 3001: Proof of Claim

®m LR 3002: Filing a Proof of Claim in a
Chapter 7, 12, or 13 case

m LR 3003: Filing a Proof of Claim in a
Chapter 11 case

I m Electronic Proof of Claim form I

Knowledge Check

Notes: For further information, take a moment to review the listed resources available on our website. Additionally, an
electronic proof of claim may be filed using the form link provided on our website. This service is provided as an
alternative filing option for those parties not eligible to register for CM/ECF. The website contains an instruction guide,
FAQs, and the electronic Form. When you are ready, click Knowledge Check to continue.

Slide 29 - 36

Random Question

Linked To ProofofClaimKnowledgeCheck

Question 1 of 7

Notes: Knowledge Check

Slide 37

@ Summary
_

You should now be able to:

®m [ocate the File Claims event

®m Understand how this event functions

®m Add attachments

EXIT

Notes: Now that you have reviewed the learning module on Filing a Proof of Claim, you should now be able to locate the
File Claims event within CM/ECF, understand how this event functions, and add attachments to your filing. Click EXIT
when you are finished.
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G_

Thank you for viewing the module
on Filing a Proof of Claim.

Slide 38

Notes:
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Knowledge Check Question 1of7

When adding an attachment to a document, provide a descriptive
title for it within CM/ECF.

A) True
B) False

Notes:

Knowledge Check Question 2 of7

When selecting a creditor from the list to associate with the claim,
you should:

A) select the exact match

B) select the most similar match
C) Add Creditor

D) Add Common Creditor

Notes:

Knowledge Check Question 3 of 7

From the Bankruptcy Events list, what event do you choose to file a
proof of claim?

A
B
C
D

Other

Notices

Claims Actions
File Claims

—_— e

—

Notes:

Question 1

Question 2

Question 3
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Knowledge Check Question 4 of 7

If your proof of claim has already been reduced to the smallest
possible size but still exceeds 10 MB, you should:

A) reduce the file size and try again

B) split the PDF in to separate files and select YES for Attachments
Q) call the Help Desk

D) troubleshoot using the online resources

Notes:

Knowledge Check N S

When entering the claim values into CM/ECF do not forget to
include dollar signs, commas, and decimals.

A) True
B) False

Notes:

Knowledge Check Question & of 7

Complete the sentence below by filling in the blanks.

If the Trustee was filing a proof of claim on behalf of the creditor, select v from the Filed By

options.

Options: Creditor; Trustee; Debtor

Notes:

Question 4

Question 5

Question 6
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Question 7

Knowledge Check Quastion7 of7

Complete the sentence below by filling in the blanks.

The| -Select- |v/field in the proof of claim information screen is provided in order to select the

original claim number when filing an amended proof of claim.

Options: Amount Claimed; Amends Claim #; Filed by; Amend options

Notes:
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