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Introduction 
 
As part of the court’s CM/ECF system, e-Orders allows the direct upload of proposed 
orders which court staff and judges can quickly review, sign and docket. Additionally, e-
Orders allows attorneys and trustees to check the status of proposed orders uploaded 
to the ECF system. 

 
Technical Requirements 
 
Proposed orders uploaded in CM/ECF must be submitted in PDF format.  No security 
should be applied to the PDF file.  It is highly recommended that orders be created 
using a word processing application such as Word or WordPerfect and saved to PDF 
rather than scanning a printed copy of the document.  This not only makes the order 
more legible, but also results in a text-searchable document. 

Formatting Requirements 
 
1. 8 ½ x 11 standard paper size. 

 
The ECF system will not accept a PDF document with one or more pages exceeding the 
standard page size limit. The ECF system will return a failure message ending the upload 
process. 
 
“FAILURE: Your PDF document has one or more pages that exceeds the standard page size 
limit, and cannot be accepted until fixed.” 
 

2. Margins First Page 
Top 3” 
Bottom 1” 

Subsequent Pages 
Top 1” 
Bottom 1” 

3. End of Order: 
 
• Include an ending notation signifying the entire body of the proposed order 

is included.  Below the last paragraph: 
 

o Insert one blank line 
o Insert ##END OF ORDER## and center it.    

 
• Do not include the text “So Ordered”   

 
• Do not include judge’s signature line (See example on next page). 

 
4. Proposed order and all exhibits must be uploaded as one PDF document. 

 
5. PDF document size must not exceed 5MB. 
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Example 
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Trustee Order Upload Options 
 
*Single Order Upload: Proposed orders related to a document / pleading filed in a 
case. 
 
Batch Order Upload: Proposed orders having the same order type, description and 
hearing date (if applicable). 
 
Sua Sponte Order Upload: Proposed orders not related to document / pleading filed in 
a case. 
 
Pay Order Upload: Wage Orders. 

 

 
*Use Single Order process when the proposed order is the final order concluding 
litigation filed in a case.  
 
Use Sua Sponte Order process when a proposed order relates to litigation filed in a 
case, but is not the final order.  
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Single Order Upload 
 

• Available under Bankruptcy and Adversary menus. 
• Requires the proposed order be related to a matter/pleading filed in a case. 
• Use when the proposed order is the final order concluding a related 

matter/pleading filed in a case 

 
1.  
 
Select 
Bankruptcy > 
Order Upload 
 
Adversary 
proceeding select 
Adversary > 
Order Upload 

 

 
 

 
2. 
 
Select Single 
Order Upload 

 

 
 

 
3. 
 
Input case 
number; click 
Next 

 

 
 

 
4a. 
 
*Input related 
document 
number; click 
Next. 
 
*If unknown leave 
blank 
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4b. 
 
A related 
document number 
is required. The 
search screen 
displays when 
Step 4a is blank. 
 
*Select a 
document 
category; click 
Next 
 
*If the category is 
unknown select all 
categories. 

 

 
 

 
4c. 
 
*Check the box 
next to the related 
document; click 
Next 
 
 
*Select one entry.  
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5. 
 
Select Order 
type 
 
Input a hearing 
date and time 
when the Order 
type is Hearing 
Scheduled or 
Hearing Held 
 
Click Next 

Example with hearing information 

 
 
Example without hearing information 

 
 

 
Order types 
 
 

 
Agreed Order – Proposed order signed by all parties and a 
hearing was not scheduled or held. 
 
Hearing Held – Proposed order resulting from a previous 
hearing. 
 
Hearing Scheduled – Proposed order requiring a hearing. 
 
Other – Any other type of proposed order. 
 

 
6. 
 
Click Browse to 
attach proposed 
order; click Next. 
 
*Do not upload attachments 
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7. 
 
The order upload 
confirmation 
screen displays 
the Order Id # 
assigned to the 
proposed order.  
 
To view the 
proposed order 
click the order ID 
number. 
 
To upload 
another order 
click Upload 
another order?  
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Replacing or Uploading an Additional Order 
 
Occasionally you may need to replace a proposed order or submit a second order.  The 
replacement and add another order process is similar to the standard upload process 
with an additional step outlined below.  

 

 
Single Order 

Upload 

 
After the related docket entry is selected (Step 4 above) and 
when a proposed order already exists related to the same entry, 
the screen below displays.  
 

 
Select Upload 
another order or 
Replace the 
order(s) selecting 
proposed order(s) to 
replace; click Next 

 

 
 

  
 

Sua Sponte 
Order Upload 

 
The below screen displays after inputting the case number. 
Although the Upload another order and Replace the order(s) look 
slightly different, the basic operation is the same. 
 

 
Select Upload 
another order or 
Replace the 
order(s) selecting 
proposed order(s) to 
replace; click Next 
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Batch Order Upload 
 

• Available under Bankruptcy menu. 
• Used to submit proposed orders having the same: 

 
o Order type 
o Order description 
o Hearing Date (if applicable) 

 
1.  
 
Select 
Bankruptcy > 
Order Upload 
 
 

 

 
 

 
2. 
 
Select Batch 
Order Upload 

 

 
 

 
3a. 
 
Select Order 
type 
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Order Types 

 
Agreed Order – Proposed order signed by all parties and a 
hearing was not scheduled or held. 
 
Hearing Held – Proposed order resulting from a previous 
hearing. 
 
Hearing Scheduled – Proposed order requiring a hearing. 
 
Other – Any other type of proposed order. 
 

 
3b. 
 
Select Order 
description 

 

 
 

 
3c. 
 
Input Hearing 
date (if applicable) 

 

 
 

 
3d. 
 
Input case 
numbers; click 
Next 
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4a. 
 
Click Add main 
document to 
browse and 
upload the 
proposed order. 
 
Repeat step for 
each case 
 
 

 

 
 

 
4b. 
 
After all proposed 
orders are 
uploaded, click 
Next 
 
*Do not upload attachments 

 

 
 

 
4c. 
 
Redaction 
warning displays; 
click Next 

 

 
 



 

e-Orders Trustee Guide S.D. Miss. Bankruptcy 12 
 

 
5. 
 
Order upload 
confirmation 
screen displays 
Order Id # 
assigned to each 
proposed order.  
 
To view the 
proposed order 
click the order ID 
number. 
 
To upload 
another order 
click Upload 
another order? 
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Sua Sponte Order Upload 
 
Available under Bankruptcy and Adversary menus. 

The proposed order does not relate to a document/pleading filed in the case or the 
proposed order relates to a document/pleading filed in a case but is not the final order 
concluding the proceeding. 

 
1. 
 
Select 
Bankruptcy > 
Order Upload 
 
Adversary 
proceeding select  
Adversary > 
Order Upload 

 

 
 

 
2. 
 
Select Sua 
Sponte Order 
Upload 

 

 
 

 
3a. 
 
Select Order 
type 
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Order types 
 
 

 
Agreed Order – Proposed order signed by all parties and a 
hearing was not scheduled or held. 
 
Hearing Held – Proposed order resulting from a previous 
hearing. 
 
Hearing Scheduled – Proposed order requiring a hearing. 
 
Other – Any other type of proposed order. 
 
 

 
3b. 
 
Select Order 
Description 

 

 
 

 
3c. 
 
Input hearing 
date (if applicable) 
 
Input case 
number; click 
Next 
 

 

 
 

 
4. 
 
Click Next 
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5. 
 
Click Browse to 
attach proposed 
order; click Next 
 
*Do not upload attachments 

 

 
 

 
6. 
 
The order upload 
confirmation 
screen displays 
with the Order ID 
# assigned to the 
proposed order. 
 
To view the 
proposed order 
click the order ID 
number. 
 
To upload 
another order 
click Upload 
another order?  
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Pay Order Upload 
 

• Available under Bankruptcy menu. 
• Used to submit wage orders and release of wages. 

 

 
1. 
 
Select  
Bankruptcy > 
Order Upload 

 

 
 

 
2. 
 
Select Pay Order 
Upload 

 

 
 

 
3. 
 
Input case 
number 
 
Select Order 
description; click 
Next 
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Order 
Descriptions  

 
Release of Wages  
 
Wage Order – Debtor  
(Order directing debtor to make payments to trustee) 
 
Wage Order – Debtor – Amended  
(Amended order directing debtor to make payments to trustee) 
 
Wage Order – Employer 
(Order directing debtor’s employer to deduct payment from wages)  
 
Wage Order – Employer – Amended 
(Amended Order directing debtor’s employer to deduct payment from wages) 
 

 
4. 
 
Click Browse to 
attach proposed 
order; click Next 
 
*Do not upload attachments 

 

 
 

 
5. 
 
The order upload 
confirmation 
screen displays 
Order ID # 
assigned to the 
proposed order.  
 
To view the 
proposed order 
click the order ID 
number. 
 
To submit 
another order, 
click Upload 
another order? 
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Proposed Order Status 
 
The Order Query report is used to check the status of a proposed order uploaded to 
ECF.  Note: The status report displays proposed orders uploaded by the specific ECF 
user generating the report.  

 

 
Select Reports > 
Order Query 

 

 
 

 
Criteria Options: 
 
• Case Number  
• Submitted date 

range 
• Docket date 

range 
 
Select  options; 
click Next 
 

 

 
 

 
Order Query 
Options: 

 
Include proposed orders where no action was taken - 
displays replaced or rejected orders. 
 
Include proposed orders that have been docketed - displays 
orders that were signed and docketed. 
 
Include proposed order that are being processed - displays 
submitted orders awaiting review or signature and entry. 
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Report Information:   
 
Case Number 
Related Document  
Order ID # 
Order Type 

Order Description 
Date uploaded 
Name of Submitter 
Status 
 

 

 
 
 
Status Categories: 
 

• Being Processed 
 

• Docketed 
 

• No Action taken  
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Resubmission Notification 
 
When a new or revised proposed order is required the ECF system will generate an 
email to the individual that uploaded the proposed order to the ECF system. The 
resubmission notification is emailed the individual’s ECF primary email address 
associated with his/her ECF user account. 

Important: Any secondary email address associated with the ECF user’s account will 
not receive resubmission email notifications. 

As with all emails from the Court, ECF users are responsible for monitoring 
resubmission notifications; expeditiously taking action to satisfy the request; and making 
certain deadlines for submitting proposed orders are not ignored. 
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