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                 Claims Information 
 
Claims Registers: 
     Chapters 7 & 11 cases:   CM/ECF contains the official claims register recognized 
by the court. 
     Chapters 12 & 13 cases:  Prior to February 1, 2007 - available through the web 
site of the assigned trustee. 
     Chapters 12 & 13 cases:  After February 1, 2007 - CM/ECF contains the official 
claims register recognized by the court. 
      
Claims Instructions: 
     Instructions for filing proofs of claim are attached to the end of this issue of the 
newsletter. 
 
 
 
Creditor Mailing Lists 
 
Query/Creditor Mailing Matrix – lists all creditors in a particular case.        
 
Utilities/Mailings/Mailing Labels by Case – lists all creditors, parties and 
attorneys in a particular case. 
 
 
Notice of Electronic Filing 
 
CM/ECF now generates a notice of electronic filing when a docket entry is 
edited by the court.  The notice of electronic filing will display as follows: 
 
     EditreceiptDocket Entry #no. updated – date/time 
     Date QC Changed from (month/day/year or blank) to month/day/year 
 
Additionally, it will display that the original docket text was modified from 
(original text) to (updated text).   
 
This information is generated in situations such as when an incorrect pdf 
attachment is being replaced with the correct pdf attachment, when a 
notation is being made by the court that the document has been 
amended by another filing or when other miscellaneous corrections are 
being made by court staff. 
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ECF Tips  
 
Clearing Cache-  When you login to CM/ECF with your attorney or 
trustee login and password, logout and login with your pacer login and 
password, then re-enter the system again using your attorney or trustee 
login and password, your computer can sometimes lose track of who’s 
logged in and what access rights that user should have.  This 
necessitates “clearing your cache”, which resets the “picture” of what 
your computer is currently seeing and allows the correct access 
capabilities. 
 
To clear the cache on your computer, click on Tools on your Internet 
Browser (ie: Internet Explorer, Netscape, Firefox), click on Internet 
Options, Delete Temporary Internet Files. 
 
 
 

QUESTIONS/ANSWERS: 
      
   Q.  Do I attach my proposed order to the motion upon filing? 

   A.  no, the proposed order should not be attached and filed 
with the motion.  The order should be uploaded via 
Bankruptcy/Order Upload or Adversary/Order Upload.  

    Q.  When filing a bankruptcy petition and the debtor(s) have a 
street address and mailing address, which one do I use? 

    A.  Only the mailing address for the debtor(s). 

 

ECF Contacts: 

Carolyn Baker 
Telephone Number: 252-237-0248 ext 164 
E-Mail Address: Carolyn_Baker@nceb.uscourts.gov 

Tina Roberson 
Telephone Number: 919-856-4752 ext 102 
E-Mail Address: Tina_Roberson@nceb.uscourts.gov 

 

 

 

 

 

U. S. Bankruptcy Court 
Eastern District of 

North Carolina 
 

__________ 
 

1760-A Parkwood Blvd. 
Wilson, NC  27893 

Tel. 252-237-0248 
 

__________ 
 

300 Fayetteville St.         
Room 209 

Raleigh, NC  27602 

Tel. 919-856-4752 
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Proof of Claim 

These instructions will guide you through the process of filing a Proof of Claim and
adding a creditor to a case. 

STEP 1 - Click on the Bankruptcy hyperlink on the CM/ECF Main Menu Bar. 
STEP 2 - The BANKRUPTCY EVENTS screen displays. 

• Click on File Claims hyperlink. 
                                                                            



STEP 3 - The SEARCH FOR A CREDITOR screen displays. 

• Enter the correct case number using a hyphen between case year and case
number, leaving the Name of creditor field blank.

• Click the [Next] button. 
NOTE: If the system prompts that you have entered an invalid case number, click
the browser [Back] button to try again.  Additionally, be sure to choose the
correct case if several cases are displayed for selection.

STEP 4 - The SELECT A CREDITOR screen displays. 

• Click the down arrow to scroll through the list of creditors which are listed in
alphabetical order. 

• Click the creditor’s name to select it. 
• Click the [Next] button. 

NOTE: If the creditor is not listed, or if they are listed but with a different address,
skip to STEP 8 for instructions on how to add a creditor.  You do not have access
rights to the Edit Creditor Feature.



STEP 5 - The CLAIM INFORMATION screen displays. 

• Fill in the Proof of Claim information as follows:

• [Amended Claim #] If the original claim was filed with the court, insert the claim
number listed on the court’s claim register.  If not or you are unsure, leave blank
and add amended claim information in the [Remarks] Field. 

• [Filed By] The default is Creditor.  Modify if applicable.

• Fill in the Amount Claimed information by inserting claim amounts in the
[Unsecured], [Secured], [Priority] or [Unknown] fields as applicable.  
NOTE: Amounts must be entered without $ signs or commas. Use periods to
denote decimals. The amount will be displayed in the [Total (Display Only)] field.

• Fill in the [Description] and [Remarks] fields with additional comments to describe
the claim, if applicable.  
NOTE: Use the [Description] and [Remarks] fields to note information such as,
“Amount shown plus interest”, “Amount unknown”, “Amount cannot be
determined”, etc.

• Click the [Next] button. 



STEP 6 - The SELECT PDF screen displays. 

• Select the .pdf file to associate with this event, beginning with Official Form B10,
Proof of Claim.   Add additional attachments, such as supporting documentation,
as applicable.  Skip to STEP 12 on instructions on adding additional attachments
if necessary.

• Click the [Next] button. 

 

STEP 7 - The NOTICE OF ELECTRONIC CLAIMS FILING screen displays. 

• This is the verification of the date and time the claim was filed. It is recommended
that you print this screen for your records.

 
USE THE FOLLOWING STEPS IF THE CREDITOR IS NOT LISTED IN STEP 4
ABOVE 

STEP 8 - Do the following at the SEARCH FOR A CREDITOR screen at STEP 3. 

• Select [Add Creditor]. 



STEP 9 - The ADD CREDITOR(S) screen displays. 

• Enter the creditor’s name and address in the following format. 

• Name and Address: John Henry Doe
          1412 Anywhere Street

                  Wilson, NC 27896

• Leave the [Type] field at the default - Creditor. 

1. Click the [Next] button. 



STEP 10 - The ADD CREDITOR(S) screen displays with a total number of creditors
entered. 

• Click the [Submit] button. 

STEP 11 - The CREDITORS RECEIPT screen displays. 

• Click the [File a Proof of Claim] link and continue with STEP 4 above. 



USE THE FOLLOWING STEPS IF ADDITIONAL PDF ATTACHMENTS ARE TO BE
ADDED

STEP 12 - Adding Additional PDF Attachments.                                      

• After browsing and attaching .pdf file in STEP 6, Click Yes at Attachments to
Document.

• Click the [Next] button. 

• 1) Browse and attach pdf document.

• 2) Choose Type and/or Description as applicable.



3) Click on Add to List.  This step removes the file location from 1) (filename), to 3) (list
box).

• Click Next to proceed to STEP 7 above.




