
E-Filing Proof of Claim Instructions

Once you click the E-Filing Proof of Claim button from the Welcome page or the E-File a 
Proof of Claim link from the Electronic Filing (E-Filing) of Proof of Claim page (in the Filing 

Without and Attorney drop down menu), the Electronic Filing Proof of Claim page appears.   

Enter the Case Number.

Enter the Name of the Creditor.

Select the party in the Filed by box to identify your role.

Click the checkbox to indicate you have read and understand the redaction responsibility.

Click Next.

The proof of claim form is presented to you for completion. 
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E-Filing Proof of Claim Instructions
Accessing Instructions 

Certain fields have instructions available. To access and view the instructions, simply 
click on the “See instruction” link shown next to the field: 

Attaching Supporting Documents 
You may attach supporting documents to your claim form, if necessary.

Click the Yes bullet in answer to the question “Do you wish to attach supporting
documentation?” A browse screen appears.
Browse and attach supporting documents.

Please note that any attached document must be a PDF. 

2 



E-Filing Proof of Claim Instructions
Signing and Submitting the Claim 

To sign and submit the claim: 

Enter Your signature, title, company, and contact information requested.
Enter the verification code,
Click the Submit button,

When you have submitted the claim, 

The court’s claim number appears with a link to the electronically file-stamped proof
of claim.
The claim is file stamped as of the entry date.
Print or save the claim at this time.
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E-Filing Proof of Claim Instructions
Amending a Claim 

To amend an existing claim, check the box (Item 4. on the form) to indicate that the claim 
amends a previously filed claim.  

You can then enter the: 

Court claim number and/or
Date of the previous claim.

box (Item 4. on the f

the previous claimm.
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