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Objectives

When you complete review of these instructions, you should 
be able to:

• Upload a proposed Order to the Court

• Locate your uploaded Order in the ECF system

• Replace an Order
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Form of Order

When you are drafting your Order for the Judge to sign you 
MUST have a 4 inch margin at the top of the page and a 1 
inch margin at the bottom.

4 
INCHES
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The Old Way

Pre E-Orders your option for filing a submitted Order looked like this:

1

2



U.S. Bankruptcy Court

Middle District of Tennessee

The New Way

Select Single Order Upload
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Enter your Case Number

Enter your case number for 
the Order you wish to upload.

Select “Next”
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Relation 

If you know the Docket Entry # 
for the Motion your Order 
relates to, enter it here.

If you leave the box blank and 
select “Next” you will be taken 
to a page where you can search 
or select from all options.

(We’ll leave blank for these 
instructions)
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Relation

You can select the 
type or use the ctrl 
or shift keys to 
select multiple 
types.

Click next to Proceed
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Relation

Select the entry 
that relates to the 
Order you are 
uploading to the 
court.  
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Relation

Please note that you 
MUST select only one 
event to relate to.  
The Order MUST 
relate to something.  

In the event the Order 
is a “stand alone” that 
has no pre-existing 
relation, select the 
Petition which should 
be at DE1.  This 
should not occur 
frequently.
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Describe your Order

You will now select your Order type from a drop down list (explained on next page) and enter the hearing 
date if your Order was the result of a court hearing.
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Order Types

Agreed Orders – 
 Proposed orders agreed to by the necessary parties
Expedited— 
 Expedited or Emergency proposed Orders
Hearing Held – 
 Proposed Order resulting from a hearing held or as 

the result of a Court Docket
No Objection – incl 9013 – 
 There was no objection to the motion during the 

objection period and may be granted w/o a hearing.
CH13 Form Order – Trustee Only – 
 For standard Trustee form orders (PRD/Pay orders, 

etc.  For Chapter 13 Trustee use only)
Other – 
 Anything that doesn’t fit in another category 

(should not be used often)
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Hearing Information

If there was a hearing held, what was the date and time of 
the docket?  If 9013 or no hearing held, you can leave this 
blank and hit Next.

If your order is the result of a hearing held, 
please enter the date and time of the docket 
on which it was heard.  
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Select Order Type
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Select Order Type 

For this example, we are going to be using a 9013 motion for which no objection was filed.  So there was no 
hearing held either.
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Select file to Upload

Select your order file to upload (must be in PDF format)

This is the same process for filing to the docket.  
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Select File to Upload

Select “Next” 
once the Order 
and any 
attachments are 
ready to be 
uploaded.

Verify you are 
selecting the 
correct order to 
upload.
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Select file to Upload

Warning!  This is the final screen of the upload!   Previously, you had an opportunity to look at how the 

docket text would appear and have a “last chance” notice before finalizing the submission.  Since the Orders 
don’t go on the docket, you don’t get that last chance to preview for orders anymore.  

After clicking Next, you will go to a confirmation screen.  
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Confirmation Screen

This is new.  This is the Order ID number.  This is 
NOT your Order’s docket number!  Your proposed 

Order has been uploaded to the Court, but not 
yet entered.  This number is a reference for the 

Order.  

If you have another order to upload, 
you can select “Do it again.”
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Do it Again? 

“Do it again” brings you back here. So, you can upload another 
order.
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Where’s my Order?

NO submitted orders will appear on the docket! 

With E-Orders, the order you just uploaded will 
not appear on the docket. 
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No submitted Order on the Docket!

Once the Judge signs your Order it will be entered on the docket. 
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Order Query Report

What’s my order status?  Did I upload that order or not?  

1. Click on Reports

2. Then select Order Query
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Order Query Report

You can use this report to search for your 
uploaded orders.  
You can limit your search to a particular:

• case
• date range
• orders where the Court declined to sign
• orders that have been docketed
• orders that are still being processed

Or any combination you need.
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Order Query Report

For this demonstration we will search for all orders 
currently being processed by the Court.

Note:  It will most likely be that searching by case 
number for order that are being processed will be the 
most common search.
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Order Query Report

Here, this user has 3 pending orders that have been uploaded to the Court, which are not yet docketed 
or rejected by the Court.  

Click to go 
to docket

Click to 
go to 

related 
motion

Click to see the 
uploaded order
(remember, this 

number is just an 
identifier, and NOT 
the docket number)

There are 3 Status Classifications:
Being Processed
No Action Taken

Docketed
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Order Query Report

No Action Taken:  The Judge rejected the order due to a deficiency, or has elected to prepare their 
own order in lieu of using the uploaded order.  The date reflects the day the Court elected to 
formally not use the order and clear it from the system.  If the Judge determines your uploaded 
order is deficient in some way, they will inform you as appropriate to the case.  

Being Processed:  The Court is in the process of reviewing and docketing the order. It may be 
pending review, in review, or signed awaiting entry, but the status will always show Being 
Processed.  The Clerk’s Office is not able to advise upon the current status of the Order. 

Docketed:  The Order has been docketed and when.
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Can I search for any Order?

One of the limitations of the Order Query report is that you 
can only search for orders that have been uploaded by your 
ECF account.  If you and another party negotiate an agreed 
order and the other party uploads it to the court, you will not 
be able to search for that order, as it is not connected to your 
ECF account.  
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Replace an Order Example

Motion to be Granted

Select your Order Upload 
(either is fine)

Case number

Type your related entry or leave 
blank to search
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Replace an Order

Select what you want to relate to and select Next.
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Replace an Order

If you are trying to upload an order 
related to an event that already has an 
uploaded order “Being Processed” you 

will come to this screen.
You can upload an additional order, or 

you can replace an existing order.

You can view the 
order related to 
the event you 

previously 
selected.
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Replace an Order

Select to Replace 
the Order(s), then 
select the order 

you want to 
replace and select 

Next.

You will now 
proceed using the 
standard upload 

procedure.
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Replace an Order
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APs and MPs

Prior to E-Orders, ECF was not too picky about whether you submitted an order from the 
Bankruptcy top tab, or the Adversary top tab.  

However, if you are trying to upload an order in an Adversary Proceeding or Miscellaneous 
Proceeding, you have to click on the Adversary Tab at the top

This user is in the BK tab, and 
even though they are using a 
valid AP number, E-Orders can’t 
find it.
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APs and MPs

Click on the Adversary Tab at 
the top and once on the AP 
screen, you can select “Order 
Upload”
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APs and MPs

Select Singe Order Upload

Your AP number 
should now work

And you can upload 
orders in your AP using 

the standard 
procedure
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Special Circumstances

Motion for Entry of Default by the Clerk
 File the motion with Event:  Entry of Default – Clerk- AP Motion
 File the proposed Default with Event:  Notice of Submitted Entry of Default (Clerk’s Signature)
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