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File a Claim

« Read and follow instructions as outined in each page of the lesson. Procedural instructions appear in
white call-outs

« Information that appears in the header is for informational purposes orly.

o Each page is timed. Ifno response is made within the allotted time period, the page may time ot
(response times vary). Use the navigation bar to restart the lesson

Click here to Continue

U.S. Bankruptcy Court
‘Western District of Washington

Official Court Electronic Document Filing System

(This facility is for Oficial Court Business only. Activity to and from this site is logged. Document filings on this system
are subject to Federal Rule of Civil Procedure 11 and Federal Rule of Bankruptcy Procedure 9011, Evidence of |
thorized or criminal activity will be forwarded to the appropriate law enforcement officials under 18USCI52 and.

‘elcome to the U.S. Bankruptcy Court for the Western District of Washington Electronic Document Filing System. This
ice is for attorneys and firms participating in the clectronic fling system.
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Read and follow instructions as outlined in each page of the lesson.   Procedural instructions appear in white call-outs. Information that appears in the header is for informational purposes only.  Each page is timed.  If no response is made within the allotted time period, the page may time out (response times vary).  Use the navigation bar to restart the lesson.
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This sereen displays after you have successfully logged onto ECF. The blue bar across the top provides menu options
from which to choose. Most categories and filing events are found under the Bankruptcy menu option.

+ Adversary - Query + Reports + Utiities + Logout

Click the Bankruptey menu option

Click Bankruptey

U.S. Bankruptcy Court
‘Western District of Washington

Official Court Electronic Document Filing System
(This facility is for Oficial Court Business only. Activity to and from this site is logged. Document filings on this system

are subject to Federal Rule of Civil Procedure 11 and Federal Rule of Bankruptcy Procedure 9011, Evidence of |
thorized or criminal activity will be forwarded to the appropriate law enforcement officials under 18USCI52 and.

‘elcome to the U.S. Bankruptcy Court for the Western District of Washington Electronic Document Filing System. This
service is for aftorneys and firms partcipating in the electronic fling system.
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Text Captions: Click  Bankruptcy

This screen displays after you have successfully logged onto ECF.  The blue bar across the top provides menu options from which to choose.  Most categories and filing events are found under the Bankruptcy menu option.   

Click the Bankruptcy menu option.
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The Bankruptey Events screen displays. This sereen provides a list of categories from which to choose. Most categories
contain related events. The Other category is a catch-all for events that do not fit into one of the oher categories. The
ECF HELP DESK link displays the Seattle and Tacoma help desk phone numbers.

Bankruptcy - Adversary + Query - Reports - Utiities - Logout

Answer/Response Declaration...  ECF HELP DESK
Appeal

Claim Actions

Confirm/Strike/Continue Hrg

Creditor Maintenance
[File Claingik fox

lick the File Claims hyperlnk
Notices

'Open Involuntary Case
Open Voluntary BK Case
Other

Plan Selectthe File Claim link

Case Upload
Judge/Trustee Assignment
Quick Event Finder

Q@ et oo~
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Text Captions: Select the File Claim link

The Bankruptcy Events screen displays.  This screen provides a list of categories from which to choose.  Most categories contain related events.  The Other category is a catch-all for events that do not fit into one of the other categories.  The ECF HELP DESK link displays the Seattle and Tacoma help desk phone numbers.

Click the File Claims hyperlink.
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The Search for Creditor screen displays. Enter the appropriate case number in the XXX000O format. The creditor's name
may be entered in the Name of credifor field. Leaving the field blank allows all creditors to be displayed. It is suggested
that the field be left blank. The Type of creditor is Creditor by default.

BanKTUPLCy |+ AGVersary = Query = Keports s UUNUes +  LOGOUT

For this example enter 07-10018 in the Case
Number field.

Then click the Submit button.
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Enter 07-10018

The Search for Creditor screen displays.  Enter the appropriate case number in the XX-XXXXX format.  The creditor's name may be entered in the Name of creditor field.  Leaving the field blank allows all creditors to be displayed.  It is suggested that the field be left blank.  The Type of creditor is Creditor by default.

For this example enter 07-10018 in the Case Number field.

Then click the Submit button.
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The Select Creditor screen displays. All creditors in the case will display when the Name of creditor field was left blank in
the previous screen. Click on the name of the creditor to select it. When the creditor is listed with an incorrect address,
select the creditor. File a change of address for the creditor with the court. Clerk staff will change the address for the

creditor.

Select a Creditor for Claim

Case 07-10018-SJS: John Doe Smith and Jane Doe Smith

Alegis Group - 9700 Bissonnett Ste 2000 Houston, X 77036 - 32207

Alegis Group Bissonnet

‘Allied Interstate - PO Box 361477 Columbus, OH 43236 - 32208

American Medical Response - PO Box 3429 Modesto, CA 95353 - 32209
BankFirst - C/o Arrow Financial Svcs 5996 W Touby Av Niles, IL 60714 - 32210
BankFirst Visa - 2600 W 49th St Sioux Falls, SD 67106-6575 - 32211

BP/Amoco FCU - 580 Westlake Park Blvd Houston, TX 77079 - 32212

Capital One - PO Box 86520 Intemal ZIP 12030-016 Richmond, VA 23285 - 32213
Capital One Bank - PO Box 85015 Richmond, VA 23285 - 32214

Capital One Bank Accounts - FQ Box 85049 Richmond. VA 23256 522

(CBE Group - PO Box 2635 V| Click on Capital One Bank Accounts - to select it

|Bank Accounts - PO Box 85048 Richmand,

(Centerpoint Energy - ATTN: R_Farrar. 6t FIr PU 5o 70U o
Citibank SD/Shell - PO Box 6003 Hagerstown, MD 21747 - 322|

VA 23286 - 32215 item

City of Houston - Emergency Medical Svcs PO Box 4945 Houston, TX 77210 - 32220
Comcast - 900 132 nd S t SW Everett, WA 98204 - 32221
(Credit Protection Assoc - 13355 Noel Rd Ste 2100 Dallas, TX 75240 - 32222

Dynacare Lab NW - PO Box 11698 Tacoma, WA 98411 - 32224
Eastem Collection Corp - 1626 Locust Av Bohemia, NY 11716 - 32225

Foley's/Macy's S #2 - C/O NCO PO Box 13570 Philadelphia, PA 19101 - 32229
GEMBIJC Penney - PO Box 981131 El Paso, TX 79998 - 32230
(Greater Houston Emer Phys - PO Box 200211 Houston, TX 77216 - 32231

Direct Merchants Bank - C/O Credigy 3950 Johns Creek Ct St Suwanee, GA 300241296 - 32223

Fingerhut/Axsys Nat Bank - C/O Pallino Rec/lsland Nat 6851 Jericho Tumpike #180 Syosset, NY 11791 - 32226
First Nat Bk Marin/CACH LLC - C/O Bronson & Migliaccio 415 Lawrence Bell Dr Willamsville, NY 14221 - 32227
FMS Investment Corp - 869 E Schaumburg Rd PMB 264 Schaumburg, IL 60194-3654 - 32228

\GTE Wireless/Verizon - 1 Verizon PI MC GA381 1HR Alpharetta, GA 30004-8510 - 32232
Harborview Reg Med Ctr - Patient Financial Svcs 9735 3rd Av NE Seattle, WA 98115-2024 - 32233







	Slide 5

Text Captions: Select the Capital One Bank Accounts - PO Box 85049 Richmond, VA 23286 - 32215 item.  The Select Creditor screen displays.  All creditors in the case will display when the Name of creditor field was left blank in the previous screen.  Click on the name of the creditor to select it.  When the creditor is listed with an incorrect address, select the creditor.   File a change of address for the creditor with the court.  Clerk staff will change the address for the creditor.  Click on Capital One Bank Accounts - to select it.  
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The Select Creditor screen displays. All creditors in the case will display when the Name of creditor field was left blank in
the previous screen. Click on the name of the creditor to select it. When the creditor is listed with an incorrect address,

select the creditor. File a change of address for the creditor with the court. Clerk staff will change the address for the
creditor.

Select a Creditor for Claim

Case 07-10018-SJS: John Doe Smith and Jane Doe Smith

utton
Click the Submit button.
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Text Captions: Click the Submit button

Click the Submit button.
The Select Creditor screen displays.  All creditors in the case will display when the Name of creditor field was left blank in the previous screen.  Click on the name of the creditor to select it.  When the creditor is listed with an incorrect address, select the creditor.   File a change of address for the creditor with the court.  Clerk staff will change the address for the creditor. 
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The Proof of Claim information screen displays. This screen allows for the addition of claims information. Enter
information in all applicable fields. When the claim is amended enter the Amends Claim field. A Description and Remarks
may also be entered.

Tl BanKTUPLCy |+ AGVersary = Query = Keports s UUNUes +  LOGOUT

Proof Of Claim Information For

32215 - Capital One Bank Accounts
PO Box 85049
Richmond, VA 23286

Amends Claim #: Filed By:

Case Number: 07-10018-SIS Creditor v

Last Date To File: Date Filed: 02/23/2007

Last Date To File(Gov):

Unsecured Secured Total (Display Only)

For this example enter 2500.00 in the Unknown field.

Then click the Submit button.

Enter 2500.00 in the Unknown field.
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Enter 2500.00 in the Unknown field.

The Proof of Claim information screen displays.  This screen allows for the addition of claims information.  Enter information in all applicable fields.  When the claim is amended enter the Amends Claim field.  A Description and Remarks may also be entered.

For this example enter 2500.00 in the Unknown field.

Then click the Submit button.
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‘The PDF Attachment screen displays. This screen allows for the upload of the Proof of Claim into ECF. The Proof of
Claim must be saved to PDF format prior to upload.

- Utiities + Logout

Bankruptcy - Adversary + Query « Reports

ase 07-10018-SJS
Select the pdf document (for example: C:1199cv301-21.pd).
Filename

IETT

Attachments to Document: © No O Yes Click the Browse
Click the Browse button





Slide 8

Text Captions: Click the Browse button

The PDF Attachment screen displays.  This screen allows for the upload of the Proof of Claim into ECF.  The Proof of Claim must be saved to PDF format prior to upload.

Click the Browse button.
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The Choose file screen displays. This screen allows for the navigation through drives, folders and files for the Proof of
Claim. The Proof of Claim must be saved to PDF format prior to upload.

Bankruptcy - Adversary + Query - Reports - Utiities - Logout

5 Docs (==

S TS e=Tm—— T o1-20150rtchvg oo
D Svenraer = o1-20150propord pdf
MyRecent = pdf T 01-24272R00.pcf
Documents 570 0000000P, pdick Box 02-014350R0 pif

@ e & 00-0000000PS.

Deskiop

pif

Fo1-0142CRILGEAP pa Fzaaziic.pd
F01-014250R0. T 104330,
Fot-13526MML T 10563Mandste. o
Fot-135B6MML 01 16BINTRANS

g! To1-141820ML pof 05- 1335 1RES pef-

My Docurents

F01-1761RETURNED Flo-141945ERY.pif
Fot-219motdam ok Tl 14528 TRANS pi

(g )

My Network — File pame: I
Places

My Computer

Filesof type: [AlFies )
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Text Captions: Select the 00-00000OOPS.pdf item

The Choose file screen displays.  This screen allows for the navigation through drives, folders and files for the Proof of Claim.  The Proof of Claim must be saved to PDF format prior to upload.

For this example select 00-00000OOPS.pdf.
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The Choose file screen displays. This screen allows for the navigation through drives, folders and files for the Proof of
Claim. The Proof of Claim must be saved to PDF format prior to upload.

Bankruptcy - Adversary + Query - Reports - Utiities - Logout

5 Docs (==

(S06-13524transdoc_fies Fo1-20190mtchrg
(Sew Folder For-20190propord.pa
My Recent T 01-24272RU0.pcF
Bie s F02-014350R
@ " 00-00000PET pof = 02-01647trana.pdf
Floo-0230MML Floz01647teart. o
Deskion 00-10608MML e F02-183600R0
T 01-01425CRTERR pe Floz23671LTR o
T 01-01425CRTMLGBAP pe Fozs21miCpd
F01-014250R0. T 104330,
Fot-13526MML T 10563Mandste. o
- Fot-135B6MML 01 16BINTRANS
g! = 1-14182MML pd T 03-13351RES o
My Computer | L IS76IRETLRNED Flo-141945ERY.pif
Fot-219motdam ok Tl 14528 TRANS pi
Q
Mytur i gane 000000000P5 pat

My Docurents

Filesof type: [AlFies )
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Text Captions: Click the Open button

The Choose file screen displays.  This screen allows for the navigation through drives, folders and files for the Proof of Claim.  The Proof of Claim must be saved to PDF format prior to upload.

Click on Open.
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The PDF Attachment screen displays again. The path and document name displays in the Filename field. Review the

information for accuracy.

o S e
ase 07-10018-SJS
Select the pdf document (for example: C:1199cv301-21.pd).

Filename
Docs\00-0000000PS pi (Browse. )

Attachments to Document: © No O Yes

Click the Submit button

Click the Next button.
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Text Captions: Click the Submit button

The PDF Attachment screen displays again.  The path and document name displays in the Filename field.  Review the information for accuracy.

Click the Next button.
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The Creditor Receipt screen displays. This sereen provides the date and time of filing and the Claim Number assigned the
claim. It is suggested thata copy be printed for your records.

ZECF e - avorsy - ooy + mopors - uiver

US. Bankruptcy Court
Western District of Washington
[Notice of Electronic Claims Fiing
e following transaction was received from Aftorney-Ross, Theola on 2/23/2007 at 3:13 PM PST
Case Name: Jobhn Doe Smith and Jane Doe Smith

07-10018-575
Capital One Bank Accounts
PO Box 85049
Richmond, VA 23286
1 Claims Register
Total Amount Claimed: $2500.00

e following document(s) are associated with this transaction:

[Document deseription:\laia Document

[Electronic document Stamp:

[STAMP WAWBStamp_ID=070851926 [Date=2/23/2007] [FileNumber=1689802-0]
[27c139bb04213f0d8994£54 1 ca36cde] da683798 TPed1ad6 2607417 1c53a5157de
c9b1a23Secch7eaat19d9ecbSe63c6e75366b870b08338a3d6bebe3fe85]]

File another claim
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Text Captions: The Creditor Receipt screen displays.  This screen provides the date and time of filing and the Claim Number assigned the claim.  It is suggested that a copy be printed for your records.
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Select the View menu in Word for alternate viewing/printing formats

