ADOPTION
e-Filing
INSTRUCTION MANUAL



On the Court’s homepage select the "Departments" option located in the middle of the blue bar then choose
"Adoption" from the drop down menu.
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This will take you to the Adoption department page. Click the Franklin County e-Filing System link located
underneath the "Notice To Attorneys".

June 15, 2020 Covid-1g Court Order Certain Post-Placements to Occur Via Videoconferencing

June 15, 2020 Covid-1g Court Order Temporary Procedures for Home Visits by Probate Court Assessors

""NOTICE TO ATTORNEYS ON PROCEDURES FOR VIDEO-CONFERENCE ADOPTION HEARINGS

The Probate Court has exclusive jurisdiction to finalize adoptions in Franklin County. Those wishing to adopt are required to submit to a

personal and home investigation to in 5 are confidential by law

2arng and

All Adoptions must be e-Filed througiighe Franklin County c'ﬂ-‘F-lin-g System in compliargge with the requirements of the Ohio Revised

Code and Local Rules governing adoy

WHEN E-FILING A PROPOSED ENTRY SETTING HEARING YOU'LL NEED TO SELECT A HEARING DATE THROUGH THE
E-HEARING LOCATOR.




Using your account credentials log in to the e-Filer’s interface. Alternatively, If you do not have a
login select "Request Account " to set up your account.
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Franklin Counry
wafiing

Terms of use  Payment policy powered by eFlex from Tybera
LogIn

Enter your User Name and Password.

User Name: | jmsmith

Password: |ssssssessl

WELCOME to Electronic Filing in Franklin County, Dla!

Whether you are an attorney or a pro se filer (representing yourself without representation from legal
counsel) we provide information to assist your experience in e-Filing.

Included in the followsng link are current motices and updates, helpful guides, instructions and contact
information, This Clerk of Court’s role is to provide assistance, without offering any legal advice from which
we are specifically prohibited to provide. However, we will offer our best in service to you, with the result
that your filing is successfully submitted to either this county's Court of Commaon Pleas or 10th District
Court of Appeals,

e-Filing Resources by Division



Choose New Case
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Electronic Filing

user: MICHAEL L. MILLER

File new case
File subsequent document to existing case
Check the status of filings

List of my cases

Motifications (28) Review Notifications

online help | terms of use | privacy policy | payment policy | support | about Tybera Development Group, Inc. | contactus
& 2001-11 Tybera Development Group, Inc. All rights reserved.

m | »




Choose Probate Court, Court of Common Pleas
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user: MICHAEL L. MILLER

Home =2 New Case Filing: Court

Court

Description
DOMESTIC RELATIONS AND JUVENILE, COURT 0F COMMOM PLEAS
GEMERAL DIVISION, COURT OF COMMON PLEA
FROBATE COURT, COURT OF COMMOM PLEAZ
TENTH DISTRICT COURT OF APPEALS
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Choose Adoption/
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Electronic Filing

user: MICHAEL L. MILLER

Home =2 NewfCase Filing: Court =& New Case Fiing: Case Types

Case Types

Description
Adoption
Civil

Mental Health
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Choose the Description of the Adoption you are going to file. For this example, we are going to choose
Agency.
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Electronic Filing

user: MICHAEL L. MILLER
Home 2 New Case Filing: Court 2 New Case Fiing: Case Types 3¢ Case Subtype

Case Subtype

Description
Adoption Custedian
Adult Adoption
Agency
Foreign
Grandparent Adoption
Guardianship
Petition for Release of Information
Pre-Placement
Relative
Step-Parent
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Begin by entering the Adopting parents first. Choose Add My Partie/s
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Electronic Filing

user: MICHAEL L. MILLER

Home =2 New Case Filing: Court 2 New Case Fiing: Case Types 3/Case Subtype =2 Case Initiation

Case Initiation: Agency

Filer Reference No (Enter your office reference number - if applicable)

Add Other Parties

Add My Parties

Add Case Participants
Participant Name Role Attorney(s) for Party
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Under Add My Parties, list the Male Petitioner first. If there is no Male Petitioner, then start with the
Female Petitioner.
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user: MICHAEL L. MILLER

Home =2 New Case Filing: Court 2 New Case Fiing: Case Types 2 Case Subtype =2 Case Initiation 2» Add a Party

Party Type: Male Petitioner = Attorney(s) for this Party

First Hame: JOHNM Last Name Supreme Court No. Delete

Middle Name:  ALAN MILLER 000025561 x

Last Name: * DOE Last Name:™

Suffix: Supreme Court Mo.:™

Phone: * 614-555-5555 M 3
Email:

Physical or Last Known Address:

@ Domestic

Address Line 1: * 1234 MAIN ST
Address Line 2:

City: * COLUMBUS

State: * Ohio -

Zip [ Postal Code: *® 43215 -

Does this party need a court appointed assessor? Mo -




After entering the male petitioner’s information, click on the Next button at the bottom of the page.
This will take you back to the Case Initiation page. Choose Add My Parties again to enter the female
petitioner’s Information. Be sure to change Party Type: to Female Petitioner. The female petitioner’s
address must match exactly to the male petitioner’s address.
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Electronic Filing

Home eFile Cases My Profile Log Out user: MICHAEL L. MILLER

Home =2 New Case Filing: Court 2 New Case Fiing: Case Types 2 Case Subtype =2 Case Initiation 2» Add a Party

Party Type: Female Petitioner ~ Attorney(s) for this Party

First Hame: JAMNE Last Name Supreme Court No. Delete

Middle Name: ANN MILLER 000025561 X

Last Name: * DOE Last Name:™

Suffix: Supreme Court Mo.:™

Phone: * 614-555-5555 =
Email:

Physical or Last Known Address:

@ Domestic

Address Line 1: * 1234 MAIN ST
Address Line 2:

City: * COLUMBUS

State: * Ohio -
Zip [ Postal Code: *® 43215 -

Does this party need a court appointed assessor? Ho | 4




Choose the Next button at the bottom of the page to be taken back to the Case Initiation screen. Once
the petitioners have been added to the case, it is time to add all other parties. First, if there is an agency
involved, choose Party Type: Agency. In the Agency drop down box, choose the agency involved with

this case.
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Log Out

Home =2 New Case Filing: Court 2 New Case Fiing: Case Types 2 Case Subtype =2 Case Initiation 2» Add a Party

Farty Type: Agency -

Agency FRANKLIN CO CHILDREM SERVICES -
First Name:
Middle Mame:
Last Name: * FRANKLIN CO CHILDREM SERVICES
Suffix:

Phone:

Email:

Physical or Last Known Address:

@ Domestic

Address Line 1:

Address Line 2:

City:

State: -

Zip [ Postal Code: -

Does this party need a court appointed assessor? Ho

Attorney(s) for this Party
Last Name Supreme Court No.
Last Mame:™

Supreme Court No.:™

Electronic Filing

»

user: MICHAEL L. MILLER

m
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Choose the Next button at the bottom of the page to be taken back to the Case Initiation screen. At this
time you must add the birth parents for the child being adopted. If there is more than one child being
adopted you must add all birth parents for each child. Choose the Add Other Parties button, choose
Party Type: Birth Mother or Unknown Birth Mother. Enter all information you have for the birth
mother. Again, if there is more than one child being adopted, enter all parents of all children.
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Electronic Filing

Home eFile Cases My Profile Log Out user: MICHAEL L. MILLER

Home =2 New Case Filing: Court 2 New Case Fiing: Case Types 2 Case Subtype =2 Case Initiation 2» Add a Party

Party Type: Birth Mother - Attorney(s) for this Party

Agency - Last Name Supreme Court No. Delete

First Hame: SALLY Last Name:*

Middle Name: SUE Supreme Court No.:*

Last Name: * SMITH Add )
Suffix: .
Phone:

Email:

Physical or Last Known Address:

@ Domestic

Address Line 1: 9876 BROAD ST
Address Line 2:

City: COLUMBUS

State: Chio -

Zip / Postal Code: 43213 | - 1

Does this party need a court appointed assessor? Mo -




Choose the Next button at the bottom of the page to be taken back to the Case Initiation screen. At this
time, you will need to add the birth father. Choose the Add Other Parties button and enter as many
fathers as are known, such as Biological Father, Legal Father, Putative Father or Unknown Biological
Father.
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Home eFile Cases My Profile Log Out user: MICHAEL L. MILLER

Home =2 New Case Filing: Court 2 New Case Fiing: Case Types 2 Case Subtype =2 Case Initiation 2» Add a Party

Party Type: Biological Father - Attorney(s) for this Party

Agency - Last Name Supreme Court No. Delete

First Hame: JOSEPH Last Name:*

Middle Name: Supreme Court No.:®

Last Name: * JOMES 1
Suffix: .
Phone:

Email:

Physical or Last Known Address:

@ Domestic

Address Line 1: 4321 STATE 5T
Address Line 2:

City: COLUMBUS

State: Chio -

Zip [ Postal Code: 43215 - | 4

Does this party need a court appointed assessor? Mo -
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After entering the father(s) of each child, choose the Next button at the bottom of the page. This takes
you back to the Case Initiation screen. You can view all parties that you entered. If you click on the plus
sign (+) before each name you can view all information entered to make sure you have it correct.
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Electronic Filing

user: MICHAEL L. MILLER

ference No (Enter your office reference number - if applicable)

Add Case Participants Add My Parties Add Other Parties
Participant Role Attorney(s) for Party
X JOHN ALAN DOE Male Petitioner MILLER

7 & [ JANE ANN DOE Female Petitoner  MILLER.
Phone: 6145555555 Bar #:000025561
Address:1234 MAIN ST
COLUMBUS, OH 43215

X FRANKLIN CO CHILDREN SERVICES Agency
X oow SALLY SUE SMITH Birth Mother
Xy JOSEPH JONES Biological Father

Save to Draft Mext

online help | terms of use | privacy policy | payment policy | support | about Tybera Development Group, Inc. | contactus
@ 2001-11 Tybera Development Group, Inc. All rights reserved.

If you need to make any changes to the participant’s information, click on the link to that person’s name
and you will be taken back to the page to make any corrections to the name, address, etc.



If all information is correct, it is time to start submitting your documents. Choose the Next button at the
bottom of the Case Initiation screen. This will take you to the Add a Document screen.
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Franklin County
eFiling

eFile Cases My Profile Log Out user: MICHAEL L. MILLER

Home

Home 2 Mew Case Filing: Court 2 New Case Fiing: Case Types =» Case Subtype 2 Case Initiation 2» Add a Document

Case Subtype : Agency

Document Category -

Document Type *
Additional Text
Acceptable File Format(s) (*.doc,*.docy,®.pdf)
Document Location
Fage Count

Add to Submission | BRG]

Document Name View Document  Edit Data Size  Pg Count Remove

Case Data form.xml E 0.01MB
Total Size: 0.0 MB

w Move to Draft M

online help | terms of use | privacy policy | payment policy | support | about Tybera Development Group, Inc. | contactus
& 2001-11 Tybera Development Group, Inc. All rights reserved.
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Choose Document Category: Petition and Document Type: Petition for Adoption of Minor Child. If you
want to send a note to the clerk, you may do so in the Additional Text box. This does not become part
of the docket. Choose the Browse button to upload the Petition that is saved on your computer.
Choose the Add to Submission button.
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Franklin County Mgl - U ~—
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eFile Cases My Profile Log Out user: MICHAEL L. MILLER

Home

Home 2 Mew Case Filing: Court 2 New Case Fiing: Case Types =» Case Subtype 2 Case Initiation 2» Add a Document

Case Subtype : Agency

Document Category PETITION -

Document Type * Petition for Adoption of Minor Child * -
Additional Text
Acceptable File Format(s) (*.doc,*.doo,*.pdf)
Document Location  K:\EFS - ADOPTION FORMS\Petition ePC-A-18.0.pdf
Fage Count
Add to Submission  |EEE]

Document Name View Document Edit Data Size Pg Count Remove

Case Data form.xml E’ 0.01MB

Total Size: 0.0 MB

Move to Draft Next
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This will take you to the Adoption Application page to enter the child’s birth name, adoption Name, date
of birth and sex, and to associate the child to the biological parents.
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Franklin County
@#Fi
user: MICHAEL L. MILLER

Home eFile Cases My Profile

Home =2 New Case Filing: Court =& New Case Fiing: Case Types 2 Case Subtype =2 Case Initiation 2» Add a Document 2» Adoption Application

Petition for Adoption of Minor Child

Birth Name:
First Name:

Middle Mame:
Last Name: *

Suffix:

m

Adoption Name:
First Name:

Middle Name:
Last Name: *
Suffix:

Date of Birth: *
(mm-dd-yyyy)

Sex: * M

Please select the parties associated with this adoptee:
For Party Name Current Role ||

JOSEPH JONES Biological Father
SALLY SUE SMITH Birth Mother

|
|
E=a

1 |




At the bottom of this page, it tells you to Please select the parties associated with this adoptee. If there
is more than one child being adopted youpwould choose only the parties for this particular child. When
you upload your second petition you will/choose the parties associated with that adoptee.
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Electronic Filing

Home eFile Cases My Profile Log Out user: MICHAEL L. MILLER

Home = Mew Case Filing: Court =» New Casg Fiing: Case Types =» Case Subtype =» Case Initiation 2» Add a Document =» Adoption Application

Petition for Adoption of Minor Child

Birth Name:
First Mame:  BABY

Middle Name: GIRL
Last Name: * SMTIH

Suffix:

m

Adoption Name:
First Name:  SAMANTHE

Middle Name: MARIE
Last Name: * DOE

Suffix:

Date of Birth: *
(mm-dd-yyyy) 0g9y2s8/2012

Sex: * Female -

Flease select jhe parties associated with this adoptee:

For Party Name Current Role
JOSEPH JONES Biological Father
SALLY SUE SMITH Birth Mother

m | »




Once you have filled in the information about the child and chosen the parties associated to that child,
choose the Next button at the bottom of the page.
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Electronic Filing

Home eFile

user: MICHAEL L. MILLER

Draft Filngs = Add a Document

Case Subtype : Agency

Document Category -

Document Type * -
Additional Text

Acceptable File Format(s) (*.doc,*.docy,®.pdf)
Document Location

Fage Count

Add to Submission | BRG]

Document Name View Document  Edit Data Size  Pg Count Remove
Case Data form.xml E 0.01MB
Petition for Adaption of Minar Child Petition ePC-A-18.0.pdf E 0.05MB 3 B

Total Size:  0.05MB

online help | terms of use | privacy policy | payment policy | support | about Tybera Development Group, Inc. | contactus
& 2001-11 Tybera Development Group, Inc. All rights reserved.
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The document is located under the light blue line across the middle of the page. Now it is time to
upload the rest of your case initiation documents; Proposed Entry Setting Hearing, Preliminary Account
and Birth Certificate.

If you need help in choosing a hearing date, please see the below link for e-Hearing Instructions. This
will take you through choosing an Adoption Hearing Date and Time.

http://www.franklincountyohio.gov/probate/assets/pdf/OT%20iFrame%20Instructions%20-
%20Filer%20and%20Clerk%2002%2010%202012.pdf



http://www.franklincountyohio.gov/probate/assets/pdf/OT%20iFrame%20Instructions%20-%20Filer%20and%20Clerk%2002%2010%202012.pdf�
http://www.franklincountyohio.gov/probate/assets/pdf/OT%20iFrame%20Instructions%20-%20Filer%20and%20Clerk%2002%2010%202012.pdf�

After uploading all Case Initiation documents, your screen should look similar to the screen below.
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Electronic ruing

user: MICHAEL L. MILLER

Draft Filings =» Add a Document

Case Subtype : Agency

Document Category -

Document Type * -
Additional Text

Acceptable File Format(s) (*.doc,*.docy, ™. pdf)
Document Location

Fage Count

m

Add to Submission

Document Name View Document Edit Data Size Pg Count Remowve¢
Case Data form.xml E :1;1
Petition for Adoption of Minor Child Petition ePC-A-18.0,pdf E E’Igs 3 B
. . . . . o 0.03
Proposed Orders for Hearing, Notice and Appointment of Investigator /Assessor Entry Setting Hearing ePC-A-13. 1e.pdf FJ ME i [—,‘x
) . - 0.04 -
Preliminary Petitioner's Account Preliminary Account ePC-A-18,9A.pdf ME 2 B
) . ) 0.01 -
Birth Certificate/Adoption Case BIRTH CERTIFICATE.docx B i B

Total Size:  0.13MB

w Move to Draft M
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Choose the Next button at the bottom of the page. This will take you to the Review and Approve Filings

page. You can open the documents you uploaded to make sure they are the correct ones. Any changes

need to be made now.
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Review and Approve Filing

Case Title : DOE, JOHN ALAN
Case Subtype : Agency

Generated Case Data:

Change Case Data

Document(s) to be Submitted: Add/Remove Documents

Document Name View Document

Petition for Adoption of Minor Child Petition ePC-A-18.0.pdf
Proposed Orders for Hearing, MNotice and Appointment of Investigator /Assessor  Entry Setting Hearing ePC-A-18. 1e.pdf
Preliminary Petitioner's Account Preliminary Account ePC-A-18,9A.pdf

Birth Certificate /Adoption Case BIRTH CERTIFICATE.docx

Special Filing Instructions for the Clerk:

Payment Method:
@ Pay by Credit Card
Estimated Fees: $169.00
) Government Agency

") Special Waiver

Move to Draft Submit the Filing

Cancel (Delete)

m




Now you are ready to submit your new case. Notice towards the bottom of the page under Payment
Method: the e-Filing System tells you the amount due. All fees need to be paid with a credit or debit
card. When you choose the Submit the Filing button, another window pops up and says Click OK to file
to the Court. Once you click on the “OK” button, you will be taken to the PayGov.US site to enter your

credit card information.
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Message from webpage @

| Click OK to file to the Court.

QK | I Cancel



http://PayGov.US

Below is the PayGov.US site where you will enter your credit card information.
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The following payments

Payment Information - Probate Court

PayGOV.Us

are accepted for your
transaction:

Cardholder First
Name:

_ . . Last Name:
@ Credit/Debit

o Address:

City:
State:

| Review and Pay -> Zip Code:

Billing Phone:

Your Email Address:

Optional

Payment Amount:

Card Type:

Flat Convenience Fee:
Card Number:

Payment Total: .
4 Security Code:

Expiration Date:

SSL Certificats

Select Card Type =]

Three or four-digit code printed on back of card

Select Month Iz‘ Select YearlZ‘

Copyright © 2009 PayGov, LLC  www.PavGov.US

4

1



http://PayGov.US

Enter all of the credit card information requested. After you enter your credit card information, click on
the green Review and Pay button
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PayGOV.US

The following payments Payment Information - Probate Court

are accepted for your
transaction:

Cardholder First testing
Mame:
i Last Name: testin
© Credit/Debit g
. Address: 373 s high st
City: columbus
State: gh

Review and Pay ->

Edit Payor Info

Zip Code: 43215

Billing Phone: §14-555-5555
Your Email Address:

It Fayment Amis

el and Go Back

[ Canc Optional

Payment Amount: £165.00
Flat Convenience Fee: 55.07

Card Type: |VISA B
............ Card Number: 4111111111111

Security Code: 123 Three or four-digit code printed on back of card
Expiration Date: |Oct |Z| 2016 Iz‘

SS1 Cerfificats
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This page will also allow you to review your information one final time. You can choose the button to
Edit Payment Info, Cancel and Go Back or check the box in front of the “I AGREE” above the yellow
paragraphs.
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Payment Information - Probate Court

Cardholder Name: testing testing
Address: 3732 s high st

By checking this box, I
agree to the flat
convenience fee or the
applicable percentage rate
as noted below. This fee is
NON-REFUNDABLE.

: columbus, oh
Credit Card: VISA g#=#=#=s===21111 exp 10/16

If you would like to make
any changes to the
information you have
entered, please select the
page from the buttons
below.

Payment Amount: $169.00
Convenience Fee: $5.07
Payment Total: $174.07

Copyright @ 2003 PaySov, LLC _ www.PayGov.US
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I Cancel and Go Back ]

Payment Amount: £165.00
Flat Convenience Fee: 55.07

Paymant Total: £174.07
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If everything is correct then choose the green SUBMIT PAYMENT box to complete the transaction.
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VI Agree Payment Information - Probate Court
By checking this box, I

agree to the flat Cardholder Name: testing testing

comvenience R G Address: 373 s high st
applicable percentage rate

as noted below. This fee is ¢ columbus, oh
P HEHLUDRCILE Credit Card: VISA 4==*=%=%=%==1111 exp 10/16

If you would like to make
any changes to the Payment Amount: $169.00
information you have

entered, please select the
page from the buttons Payment Total: $174.07
below.

Convenience Fee: $5.07

Copyright & 2003 PaySov, LLC  www.PayGov.US

[ <-Edit Paymentinfo |
Submit Payment ->
I Cancel and Go Back ]

Payment Amount: £169.00
Flat Convenience Fee: £5.07
Payment Total: £174.07
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