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Objectives

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

• Upload an Exhibit successfully in EESA 

• Save Exhibits

• Copy Exhibits

• Edit 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 at 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

https://www.tnmb.uscourts.gov/electronic-evidence-submission-application-eesa
https://www.tnmb.uscourts.gov/electronic-evidence-submission-application-eesa
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Things to Know

• 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 any and all documentary evidence be converted to one of the 
allowable formats indicated in EEP.

• EESA will prompt the user to “Browse” for the exhibit(s) and attach them.

• Make sure all exhibits are converted and saved on your computer or laptop 
before submitting those exhibits.

• PLEASE make sure to read the EEP as the procedures indicate how documents 
should be named before submitting any electronic exhibits.  Failure to use 
correct naming conventions will give you an error message and not allow you 
to continue and submit exhibits.
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Supported Web Browsers

• Edge

• FireFox

• Chrome
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General Information

Current recommended maximum PDF Size:

35 MB 
No Password protection/restriction can be on the file.
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General Information

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 get mixed up and can cause 
errors during EESA submission.

To clear your internet browser cache, normally the command of control+shift+delete 
can be used.  
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Naming Conventions Nutshell

Naming Requirements for exhibits: Movant files must start with “1001.” and Respondent 
starts with “2001.” The file name should describe the contents of the PDF.  Please note the 
period directly after the number is required.  A file name of “1007 contract.pdf” will 
generate an error.  A file name of “1007.contract.pdf” should not.

Examples:
Plaintiff/Movant:   1001.Petition.pdf    or    1002.Amended Schedule C.pdf
Defendant/Respondent:  2001.Original Title for 2014-truck.pdf   or   2002.HOA_doc-
Riverbend.pdf

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 are 
all OK.

NO SYMBOLS! $^#@%() 



U.S. Bankruptcy Court

Middle District of Tennessee

701 Broadway, Room 170, Nashville, Tennessee 37203

CM/ECF
STEP-BY-STEP INSTRUCTION

 

Upload an Exhibit
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STEP 1

When interfacing with CM/ECF please know that there are required hardware and software.

Enter your 
Username & 

Password
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STEP 2
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STEP 3



U.S. Bankruptcy Court

Middle District of Tennessee

STEP 4
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STEP 5
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STEP 6
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STEP 7
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STEP 8
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STEP 9
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STEP 10
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STEP 11
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STEP 11 (if you shorten parties name)

For the 
purposes of 

this 
example, 

we will not 
be 

shortening
a party’s 
name.
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STEP 12
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STEP 13
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STEP 14a

Click Here for 
shortcut to Clerk’s 
EESA webpage for 
more information

https://www.tnmb.uscourts.gov/electronic-evidence-submission-application-eesa


U.S. Bankruptcy Court

Middle District of Tennessee

STEP 14b



U.S. Bankruptcy Court

Middle District of Tennessee

STEP 14c
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STEP 15
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Step 16
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Step 17a

To print 

To Exit
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Step 17b

Once all of your 
exhibits have been 
uploaded individually 
or by zip file, you can 
check the box for 
stipulated 
admissibility (if 
applicable) under the 
“Edit Exhibits” section
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STEP 18 (to Exit)
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Step 19a (to Print)
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Step 19b

Open file
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Step 19c

Now, print or save to 
print later 
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Save Exhibits
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STEP 1
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STEP 2
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STEP 3
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STEP 4
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STEP 5
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STEP 6
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STEP 7
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STEP 8
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STEP 9 
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STEP 10
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Copy Exhibits
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STEP 1 
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STEP 2 
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STEP 3 
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STEP 4 
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STEP 5 
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STEP 6 

Part 1 – 
Select 

the 
exhibit 
to copy 

Part 2 – 
Select 

the 
Copy 

Exhibit 
button
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STEP 7 
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STEP 8 

Review 
info
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STEP 9 
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STEP 10  
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STEP 11 
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Edit Exhibits
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STEP 1  
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STEP 2  
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STEP 3 



U.S. Bankruptcy Court

Middle District of Tennessee

STEP 4 
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STEP 5  
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STEP 6 
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STEP 7 

You can 
delete 

Exhibit, if 
needed & 

then Submit 
Another 
Exhibit

Note: Submitting 
Another Exhibit will 

take you back to 
Submit Exhibits 

screen

You have the option 
to Delete All
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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)

If you call the Clerk’s office for assistance, you will be asked these two questions first, 
so go ahead and verify that you have, as these fix your issue most of the time.  
 
• File name conventions not being followed and file size 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 they will attempt to assist you with EESA and do some 

preliminary troubleshooting.  They will identify if it is a software problem and can escalate 

you to the IT department or a Court Room Deputy as appropriate.

ECF Filers and Users are highly encouraged to become familiar with the Local Bankruptcy 

Rules, ECF Procedures and EESA Procedures before committing any transaction in ECF. 
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