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Filing a Request for Entry of Order 
 
Before reading this, you should be familiar with our local practice on submitting a Request for Entry of 
Order by reviewing Local Rules 9013-1 (B) and 9072-1.   
 
We will be representing a creditor where we have previously filed a Motion for Relief from Stay and 
Abandonment.  The Notice of Opportunity Time has passed with no response from the debtor. 
 
This will go over the screens of how to file a Request for Entry of Order.  You will need to verify any 
information that needs to be redacted is redacted in the Request for Entry of Order.  Then please print 
your Request for Entry of Order document into PDF format (which flattens the document). NOTE: Do not 
just save the word document as a PDF because that does not flatten the document and may allow for 
editing to occur.   
 

1. Click on Bankruptcy. 
 

 
 
 

 
 
 

https://www.oknb.uscourts.gov/court-info/local-rules-and-orders
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2. Click on Miscellaneous/Other in the bankruptcy events screen to file a Request for Entry of 
Order. 

 

 
 
 

3. Enter the Case Number that the Request for Entry of Order will be docketed in, and then click 
Next. 
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4. You can search for a key word such as req.  Any events with the word req will appear.  You see 
that Request for Entry of Order is the 5th event on the available events list.   

 

 
 
 

5. Click on Request for Entry of Order.  After selecting Request for Entry of Order the event will 
show under Selected Events.  We have no other events we need to add and are ready to 
proceed.  Click Next. 
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6. We are being asked if we are filing this jointly with another attorney.  We are not, click Next. 
 

 
 
 

7. We now need to select a party on whose behalf we are filing this pleading.  The system has 
presented us with a list of current parties for this case.  Our client is Local Mortgage Lender.  
Select Local Mortgage Lender and click Next. 
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8. We are now ready to Browse… to find the document that we created and saved as a .PDF file.  
Click on Browse…  Navigate to the folder where your file is located.  Before selecting the 
document, right click to view and verify you have selected the correct document that is 
complete and ready to file.  

 

 
 

9. After selecting, viewing, and then opening the file, it shows that your document has been 
selected.  You can proceed by clicking Next. 
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10. You are now presented with warnings in red text from the court.  These warnings are there to 
assist you with filings with the court.  This warning reminds us to verify that we have only 
uploaded the Request for Entry of Order and not to include or attach the proposed Order as part 
of the Request for Entry of Order.  If you have attached or included the proposed Order with the 
Request, please stop, remove the order, and start again. 

 
It is also states if you are filing a Request for Order Setting Deadline for Filing Objections to 
Confirmation of Chapter 13 Plan, you need to stop, and use Set Deadline (Chapter 13) found 
under Motions/Applications. 

 
We have not included nor attached the proposed Order in the Request.  We are not trying to file 
the Request for Order Setting Deadline.  Click on Next to proceed.  

 

 
 
 

11. If you need an actual order signed by the Judge pursuant to Local Rule 9072-1 (B), you should 
check the box that a proposed Order is being emailed to Chambers.  We will demonstrate that 
step in the next few screens.  If you need a text only order, you can skip this selection and click 
Next.  We are going to walk through the process of sending a proposed Order to Chambers.  
Click on the checkbox beside Proposed Order emailed to chambers. 
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12. Click on Next after clicking on the box. 
 

 
 

13. You sometimes run across screens like this where the system is preforming something in the 
background.  Just click on Next to continue. 
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14. You are now being asked to select the category for which your Request for Entry of Order 

relates.  If you are unsure of what category to choose, you could select the entire list.  However, 
we know this is a Request for Entry of Order that relates to a Motion that was filed.  Click on the 
Scroll Bar to find Motion.  Once you have found the category Motion, click on it, and click Next. 
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15. The system will find any pending motions in the case.  In this case, there is only one pending 
motion.  The system has already selected it for you.  If there is more than one pending motion, 
you will be able to review and select the appropriate event.  After verifying the correct event is 
selected, click on Next. 

 

 
 
 

16. This screen is reminding you that proposed orders and judgments shall be emailed to the 
assigned Judge’s email box and not attached to the Request for Entry of Order.  There is a link to 
the email box for the Judge assigned to the case.  You may click on that link now to email the 
proposed order or you may complete that step once you have completed the Request for Entry 
of Order.  We will not click on the link to the email for this training document.  You can proceed 
by clicking on Next. 
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17. The system is asking if our filing contains a Certificate of Service or a Request for Expedited 
Hearing.  This document contains neither.  Click on Next to continue. 

 

 
 
 

18. The system is now asking if this is a corrective or amended filing.  It is not, so you will leave the 
default set to No.  Click on Next. 
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19. The text for our docket entry now appears.  You are able to modify the text if you would like.  
Let’s review the information we already have.  We see we are filing a Request for Entry of Order, 
that our proposed order was emailed to chambers, and we have related our request to the 
Motion for Relief from Stay and Motion to Abandon. 

 
Going back to the top of the event, we see there are drop down boxes and text boxes to help us 
further identify the document you are filing.  At this point, we do not need to add anything 
additional to the event.  Click on Next to continue. 

 

 
 
 

20.  You now see the final text for our filing.  The system is warning us that clicking on next will 
commit this filing to the court’s database, and you will have no further opportunity to modify 
this filing.  It also reminds you to redact any personal identifiers as outlined in the Federal 
Bankruptcy Rules and Procedures 9037.  After reviewing the text and you are ready to proceed, 
click on Next. 
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21. The document has now been filed with the court.  The Notice of Electronic Filing, or NEF, that 
appears on the screen is the confirmation of filing.  Please review the NEF to familiarize yourself 
with this receipt of filing.  It will show the date and time of filing, the case number is a link to the 
docket sheet, and the document number is a link to the document that has just been filed.  At 
this point, you would need to email your proposed order to chambers since that step was not 
completed during filing.  To find the email addresses to send any proposed orders, you can look 
at Section XIII of the CM/ECF Guide to Administrative Policies and Procedures. 

 

 
 
 
If you have any questions regarding filing in the CM/ECF system, you can contact the CM/ECF Helpdesk 
using one of the following methods. 

Phone: 918-699-4072 
Email: cmecf@oknb.uscourts.gov 

 


