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e-FILING INSTRUCTIONS 

 

 

MISCELLANEOUS CASE SUBTYPES 

Disposition of Bodily Remains 

Ohio Transfer to Minors Act 

P.O.A. Jurisdiction 

H.I.V. Testing 

Designation of Heir 

Insurance Company / Power of Attorney 

Structure Settlement Transfer 

Enforcement of Subpoena 

Lottery Proceeds 

Nomination of Guardian 

Joint Declaration 
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Log into the e-Filing System 
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For this instruction manual we will choose New Case.  If there is already a case number 
established you would choose File to Existing Case.   
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Choose Probate Court, Court of Common Pleas 
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Choose the Case Type you are going to file to. 
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From the Case Initiation page, choose Add My Parties to enter a petitioner, if petitioner 
is different from the person filing. 
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Enter all required information for the petitioner. 

 

Choose the Next button 
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From the Case Initiation page, choose Add Other Parties to enter a Father, Mother, etc. 
only

 

 for Ohio Transfer to Minors Act case types. 
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From the Case Initiation page, choose Add Other Parties to List the Father, Mother, 
Respondent or Unknown Father or Unknown Mother only

 

 if you are e-Filing to an Ohio 
Transfer to Minors Act case type. 

Choose the Next button 
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From the Add a Document page, choose Document Category:  Petition 
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Choose Document Type:  Petition for Approval of Transfer of Structured Settlement 
Payments Rights* 
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Choose the Browse button to find where your document is stored on your computer.  

 

Choose the Add to Submission button 
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When you click on the Add to Submission button you will be taken to a docform to enter 
the name of the person asking for approval of the Transfer of Structured Settlement, 
even if name is the same as the e-Filer. This becomes the case title.  

 

Choose Next 

Continue this process until you have uploaded all your documents 
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Use the e-Hearing Locator to choose a hearing date on the Court’s calendar.  From the 
Court’s website there is a link to the e-Hearing Locator and to an instruction booklet. 

When you upload a *Proposed Entry Setting Hearing or Proposed Entry Continuing a 
Hearing, you will be taken to a docform requiring you to enter a proposed date and time 
of the hearing. 

 

Choose Next button 

*For Structured Settlement Transfers, you will need to choose and upload two (2) 
Proposed Entries Setting Hearing, one for a Status Conference, and one two weeks 
later on the same day of the week for the actual hearing for the Structured Settlement 
Transfer. 

 

http://www.franklincountyohio.gov/probate/iframe.cfm�
http://www.franklincountyohio.gov/probate/assets/pdf/OT%20iFrame%20Instructions%20-%20Filer%20and%20Clerk%2002%2010%202012.pdf�
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Once you have uploaded all documents, you will see them listed below the blue line on 
the Add a Document page. 

 

Choose Next button 
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You are taken to the Review and Approve Filing page.  You can look at the documents 
you uploaded to make sure they are correct.  You may write any Special e-Filing 
Instructions to the clerk in the box provided. 

If you are ready to submit your documents, check the Payment Method: at the bottom of 
the page.  Make sure the radio button has been checked for the Pay by Credit Card 
Estimated Fees: The dollar amount will appear here. 

 

Click on Submit the Filing 
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The below window will pop up 

 

When you choose OK you will be taken to PayGov.US to enter your credit card 
information. 

 

Choose the green Review and Pay button 
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You must read the 2 paragraphs in yellow, check the box in front of “’I Agree’ then 
choose the green Submit Payments button. 
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After submitting your payment through PayGov.US you will get the below page.  If you 
click on the blue Filing Status button you will be able to see the status of your 
submission. 
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At the current time, the status shows this submission is Awaiting Approval of the Court. 

 

The status will update as the documents proceed through the Court.  

 

 

 

 

 

 


