
Uploading Individual Orders - Order 
(Standing Trustee)

1. Log in to the NDNY Electronic Document  Filing System;.

2. Batch orders confirming plan are uploaded via:
Bankruptcy<>Order Upload<>Upload Single;

3. Enter Case Number;

4. At the related document scree(shown below) you may enter the related document
number (if you know it) or click Next. 

5. At the select category screen, enter the category to which your order relates.  You
may also choose all categories by holding your control button down.  If you are filing
an: 

Amended Order Choose Order as your category 
Order of Dismissal from a  Choose Plan 
Confirmation Hearing
Order Granting a Motion Choose Motion 

Click ‘Next’



6.  At the next screen, choose the event to which your order relates

7. At the order information screen, select the following criteria. 

Field Select
Order Type: Chapter 13 Trustee Orders Only (hearing held)

or Chapter 13 Trustee Orders Only (no hearing
held);

Hearing Date: If appropriate, enter a hearing date; 
File to Upload Enter the pdf file of the order; 

Click ‘Next’

8. You will then receive a message that the file was upload and routed successfully,
see below:  



This screen allows you to view the order that was uploaded.  If you have no further
orders to upload, simply exit the program. Otherwise, you may say “Do it again”
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