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Objectives

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

• Upload Exhibits successfully in EESA 
• Edit Exhibits
• Save Exhibits to your computer
• Copy/Move Exhibits
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MANDATORY USE OF EESA

• On August 1, 2012, the U.S. Bankruptcy Court for the Middle District of 
Tennessee made the submission of evidence electronically mandatory for all 
evidence used in trial, hearing, or contested motions in the motion docket.

• Electronic evidence must be submitted using the “Electronic Evidence 
Submission Application,” known as “EESA”.

• The EESA application is accessed through CM/ECF.
• In conjunction with EESA, the Court approved procedures known as “E-

Evidence Procedures” (cited as “EEP”).
• You can view this information in more detail at:
https://www.tnmb.uscourts.gov/electronic-evidence-submission-application-eesa
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General Information – 1 of 3

• EESA is intended to be intuitive for those accustomed to using the paperless, 
filing system known as CM/ECF.

• Similar to loading documents for filing to CM/ECF, the EESA application will 
require that nearly all documentary evidence be converted to one of the 
allowable formats indicated in EEP.

• EESA will allow the user to either “Browse” for the exhibit(s) or “Drag and 
Drop” the exhibit(s).

• Make sure all exhibits are converted and saved on your computer with proper 
naming conventions and file formatting observed before submitting those 
exhibits.

• PLEASE make sure to read the EEP as those procedures indicate how 
documents should be named and numbered.  EESA will assign numbers to the 
uploaded exhibits based upon the party role indicated by the submitter.
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General Information – 2 of 3

Supported Web Browsers
• Edge
• FireFox
• Chrome
(other browsers may work, but only the above 
are supported by the Court for technical issues)
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General Information – 3 of 3

Current recommended maximum individual PDF Size:

35 MB 

No Password protection/restriction can be on the file.
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Avoiding Common Errors – 1 of 2 

Sharing Filing Accounts

Users should not be sharing ECF account information, i.e. a paralegal using their 
attorney’s log in credentials.  When multiple people use the same login credentials 
on different computers, the “cookies” used by EESA are not always where the system 
thinks they are, and this can cause errors during EESA submission.

This is not only good practice for EESA, but for CM/ECF and PACER in general.  

8



U.S. Bankruptcy Court
Middle District of Tennessee

Avoiding Common Errors – 2 of 2 

Improperly Named Files

Files must be properly named for final submission into EESA.  The full EESA 
rules and examples are contained in the EEP in Section 4.3 Identifying 
Exhibits.  EESA will number your exhibits for you during submission to the 
system.  

The next page will give you a summary of the naming guidelines, but parties 
should take the time to familiarize themselves with the full EEP.

Password Protected or Restricted Files

Files must not be password protected or otherwise “restricted.”  Check your 
files before attempting to upload.  Oftentimes, documents downloaded 
directly from state court dockets are restricted and will not upload properly.
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Naming Conventions Nutshell

Naming Requirements for Exhibits: The file name of any electronic exhibit must contain a 
brief description of the exhibit.  Upon uploading exhibits to EESA, a number will be assigned 
to each exhibit based upon the selections made by the party.   

Exhibit names must not include any Personally Identifiable Information (PII), confidential 
information, or proprietary information.  

File names can include the following letters, numbers, and punctuation marks:

UPPPERCASE, lowercase, 12345, p.e.r.i.o.d.s,  s p a c e s, h-y-p-e-n-s, and un_der_scores, 
(parenthesis), and [brackets] are all OK. 

NO OTHER SYMBOLS ALLOWED:   $ ^ # @ %
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Uploading an 
Exhibit
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Uploading Note

Please note that some of your ECF and EESA 
screens may differ from the images 
presented, as the Court uses a staging 
environment to simulate ECF for testing and 
creating training materials.  
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Uploading – 1 of 39

13

Enter your 
Username & 

Password 
and then 

click 
“Login.”
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Uploading – 2 of 39
Enter your 
Multifactor 

Authentication

Check the 
redaction notice 

and then click 
“Continue”
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Uploading – 3 of 39
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Uploading – 4 of 39

Select 
“Exhibits”
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Uploading – 5 of 39

Enter your case 
number using the 

short or long 
format of xx-xxxxx,  

x:xx-bk-xxxxx, or
x:xx-ap-xxxxx

Then select 
“Submit”
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Uploading – 6 of 39

Verify the correct 
case has been 

selected and click 
“Submit”
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Uploading – 7 of 39

This is the landing page 
for EESA.  Click the 

“Upload Exhibits” button 
to upload exhibit files.
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Uploading – 8 of 39

Click the “Select a hearing..” 
menu to display a list of 
hearings for this case.
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Uploading – 9 of 39

Select the hearing 
for which you are 

uploading exhibits.

21



U.S. Bankruptcy Court
Middle District of Tennessee

Uploading – 10 of 39

Verify the correct 
hearing was 

selected and click 
“Next.”
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Uploading – 11 of 39

Select the party 
for whom you 
are uploading 

exhibits.
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Uploading – 12 of 39

After selecting your 
party, click “Next.”
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Uploading – 13 of 39

Select which 
parties in the case 

to share your 
exhibits with.  

Only those 
selected will be 

able to view your 
exhibits.  
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Uploading – 14 of 39
You can select individual 

parties/attorneys.

Or you can grant access to 
all parties currently 

involved in the case by 
selecting “All Parties.”
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Uploading – 15 of 39

Click “Next” once 
you have selected 

all of the 
appropriate 

parties to share 
your exhibits with.
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Uploading – 16 of 39

On this screen you will 
be able to either drag 

your exhibit files to this 
upload box, or you can 

click “browse” to 
attach them.  The next 
instructions will show 
the dragging method.
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Uploading – 17 of 39

Select the 
appropriate Number 
Identifier based upon 

your party’s role in 
the hearing  (i.e., 

Movant/Plaintiff uses 
Number 1).

You can click this link 
for a short summary 

of the exhibit 
identification 
procedures.
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Uploading – 18 of 39

Go to where your exhibits are stored on your local computer.  This may be in a folder or 
your desktop.  
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Uploading – 19 of 39
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Uploading – 20 of 39

After dragging the files, you will see 
them displayed in the upload box.  

EESA will have automatically 
assigned them exhibit numbers 

based upon your earlier selection.   
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Uploading – 21 of 39

If you want the exhibits to 
be labeled in a different 
order, drag the files one 
at a time into the upload 
box from your computer 
in that order, or you can 
use the arrows to move 
files up or down in the 

listing until the numbers 
match the desired order.
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Uploading – 22 of 39

Click the pencil icon to 
rename the file if 

desired. 
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Uploading – 23 of 39

The trash can icon can 
be used to delete a file 

from the submission 
before completing the 

upload .  
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Uploading – 24 of 39

Once the exhibits are 
showing as numbered and 
named correctly, click the 
“Submit & Notify Court of 

Upload” button.  If additional 
exhibits are uploaded for this 

hearing by this party later, 
the numbering will continue 

with the next number, i.e.
1005 in this example. 
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Uploading – 25 of 39

You will see the below confirmation that your exhibits we successfully 
submitted to the EESA program.  The Court and selected parties will receive 

an email that your exhibits are in the system. Click “Close” to close the 
confirmation announcement.
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Uploading – 26 of 39

The uploaded exhibits will now 
be displayed for the case.  

Parties will be able to view all 
exhibits to which they have 

been granted access.
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Uploading – 27 of 39

The headings can be 
clicked to sort the 
exhibits for a case.
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Uploading – 28 of 39

The exhibit links can
be clicked to view 

the underlying 
document.
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Uploading – 29 of 39

After discussing with other 
parties as appropriate, 

exhibits can be marked as 
“Stipulated.” 
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Uploading – 30 of 39

The previous instructions demonstrated what the first party in a 
matter to upload exhibits will experience.  The following screens 

illustrate what subsequent parties will see.  Most of the procedures 
are identical. However, once more than one party’s exhibits are 

uploaded, it is necessary to navigate between all parties' exhibits. 
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Uploading – 31 of 39

When another party enters EESA they will see all exhibits that have 
been shared with them. The following will illustrate a different party 

uploading exhibits for the same 1/20/2026  hearing.  The party 
must click the Upload Exhibit(s) button and follow the same 

procedures in the proceeding instructions “Uploading 7 - 15 of 39.” 
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Uploading – 32 of 39

The Respondent/Defendant 
should use Number 2 to 
identify their exhibits.

Previously uploaded exhibits 
for the selected hearing will 

appear here. 
44

*Note: remember that parties may upload their 
exhibits in a different order than the designated prefix 

number (i.e. Respondent/Defendant may upload 
before the Petitioner/Plaintiff who uses Nr. 1).  Always 

select your Prefix Base Number based on your party 
ROLE in the hearing or trial.   
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Uploading – 33 of 39
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Uploading – 34 of 39

After dragging the files over, 
you will see them displayed 
in the upload box.  EESA will 
automatically assign exhibit 

numbers based upon the
earlier selection (2 in this 

example).   

You will be able to move, rename, and delete if 
desired.  Click “Submit & Notify Court of Upload” 

to complete the upload.
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Uploading – 35 of 39

You will see a 
confirmation 
screen.  Click 

“Close” to 
proceed.
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Uploading – 36 of 39

The new exhibits will be 
listed with all other exhibits 
to which the user has been 

granted access.  
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Uploading – 37 of 39

To limit which exhibits are 
displayed, use the “Filter by 

hearing/trial” bar.  If multiple 
parties have uploaded exhibits 

for one hearing, the hearing will 
appear multiple times in the list.  

Select each hearing entry to 
bring up just one party’s 

exhibits. 
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Uploading – 38 of 39

Keep selecting different 
entries to find the party’s 
exhibits you are trying to 
locate for that hearing. 
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Uploading – 39 of 39

The first option can be 
selected to return to a 
complete listing of all 
exhibits uploaded in 
the case for with the 

user has been granted 
access.
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Creating an Exhibit List
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Exhibit List – 1 of 4 

To create an Exhibit List, 
select the hearing entry for 
the exhibits desired.  Then 
check which exhibits are to 

appear on the list.
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Exhibit List – 2 of 4 

Click “Print Exhibit List” 
and a .pdf file will be 
created and saved to 

your browser’s default 
download location.
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Exhibit List – 3 of 4 

The exhibit list will be 
accessible in the computer’s 
download folder, or through 

the browser download shortcut 
as pictured.
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Exhibit List – 4 of 4 

An exhibit list can be 
helpful to keep track 

of the exhibits 
uploaded. 
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Editing Exhibits in EESA
(Edit access)
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Editing – 1 of 4 

Check the box next to 
any exhibits you wish 
to edit.  Then click the 

“Edit” button.
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Editing – 2 of 4 

You can change the party 
for whom the exhibits 
have been submitted.  

This can be helpful when 
copying exhibits to a 

different case or a 
different hearing. (See 

“Copying Exhibits”
below.)
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Editing – 3 of 4 

You can adjust which parties 
will be able to view your 
exhibits inside of EESA.

After making 
your choices, 

click “Save 
Changes.”
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Editing – 4 of 4 

You will receive a 
confirmation notice 
that your exhibit(s) 
edit was successful. 
Click “OK” to exit.
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STEP-BY-STEP INSTRUCTION

Downloading Exhibits from 
EESA
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Downloading – 1 of 4 

Select the hearing 
from which you want 
to select exhibits or

select from the main 
screen for all exhibits 

in a case. 
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Downloading – 2 of 4 

Check the exhibits 
you wish to 

download to your 
computer and then 
click “Download.”
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Downloading – 3 of 4 

The selected exhibits will be 
compressed into a .zip file and 

saved to your computer’s default 
download location.  
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Downloading – 4 of 4 

The files in the .zip file can then 
be extracted or the file opened,
and the exhibits can be viewed. 
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Copying Exhibits to other 
Hearings
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Copying – 1 of 17

Exhibits can be copied to a different hearing in the same case
(see “Copying – 3 of 17” et seq.).  

Exhibits can also be copied to a different hearing in a different case
(see “Copying – 10 of 17” et seq.).
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Copying – 2 of 17

Click the exhibits to be 
copied to another 

hearing or case and 
then click “Copy.”
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Copying – 3 of 17

Select if you are copying 
the exhibits to another 

hearing in this case, or to 
another hearing in a 

different case. 

70



U.S. Bankruptcy Court
Middle District of Tennessee

Copying – 4 of 17

If moving the 
exhibits to another 
hearing in the same 

case, select the 
hearing to which the 

exhibits are to be 
copied from the list 
of existing hearings.
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Copying – 5 of 17

Be sure to select the 
appropriate number 
designation for your 

party’s role in the new 
hearing.  
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Copying – 6 of 17

The exhibits can be renamed 
and reordered before 

clicking “Copy” to copy the 
exhibits to the new hearing.
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Copying – 7 of 17

A confirmation window 
will appear.  Click “OK” 

to close. 
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Copying – 8 of 17

If the hearing your exhibits 
were just copied to does not 

appear in the hearing list, 
you will need to exit & re-

enter EESA so it can 
“refresh” the hearings.  Click 

Bankruptcy and then 
“Exhibits” to re-enter EESA.
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Copying – 9 of 17

The hearing with 
the copied exhibits 

should now be 
displaying.

The next instructions will cover copying exhibits to a hearing in another case. 

Don’t forget to select Edit after copying to adjust access if there are new or different 
participants in the new hearing. 
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Copying – 10 of 17

To copy exhibits 
to another case, 

click “Another 
case.”
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Copying – 11 of 17

Type the full, long-
form case number to 

which you wish to 
copy the exhibits.  An 

example of the correct 
format is provided.
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Copying – 12 of 17

Select the 
hearing in the 
new case to 

which you want 
to copy the 

exhibits.
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Copying – 13 of 17

Select which 
parties in the new 
case will be given 

access to the 
exhibits.  
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Copying – 14 of 17

Remember to select the 
appropriate number 
series for your party 
role in the new case.  
You can rename your 

exhibits and adjust the 
order in which they 

should be numbered.  
Click “Copy” when 

completed. 
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Copying – 15 of 17

You will see a 
confirmation box that 
the exhibits have been 
copied to the new case 

and hearing.  

To view the exhibits in 
the new case, access the 
case by going back to the 

“Exhibits” link on the 
Bankruptcy main page.

Enter the new case number and 
click “Submit.” 
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Copying – 16 of 17

The Exhibits will 
appear in the newly 

selected case.
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Copying – 17 of 17
You may need to 

editthe access to the 
exhibits that were 

copied to the new case.
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Troubleshooting 

Trouble with EESA? Self-help troubleshooting: 

• Are you using a supported browser?  Edge, Firefox, Chrome are supported.

• Have you cleared your internet browser’s cache lately? (ctrl+shift+delete shortcut 
will clear the cache on most internet browsers)

If you call the Clerk’s office for assistance, you will be asked 
these two questions first,  so please verify before calling as 
these are the most common problems.  

• The file naming conventions not being followed and the file size being too large 
are the next two most common errors.  
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If you are still unable to proceed with submitting files through EESA please call the Court
Clerk’s office at 615-736-5584 and we will attempt to assist you with EESA and do some
preliminary troubleshooting. The Clerk’s office will identify if it is a software problem and
can escalate you to the IT department or a courtroom deputy as appropriate.

ECF Filers are highly encouraged to become familiar with the Local Bankruptcy Rules, ECF
Procedures, and Electronic Evidence Procedures before committing any transaction in ECF
or EESA.
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