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Probate Court e-Filer’s Civil Litigation Interface 

• e-Filer goes to the Electronic Filing webpage for Franklin County
• Request Account
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Read User Agreement 

After you have read the User Agreement and if you accept the terms then select the 
acceptance and click ‘Submit’. 
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Select your ‘Role’ 

Click ‘Next’ 
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From ‘Existing’ click on the down arrow and check to see if your company is already 
registered. If your company appears in the list, select your company. Click ‘Submit’. 

If your company is not in the ‘Existing’ list, select ‘New’ and type in your company name. 
Click ‘Submit’ 
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Fill in your information. 

• User names can be any length and be both alpha and numeric or alpha only or
numeric only.

• Passwords must be at least 6 characters in length and cannot match the user
name.

Click ‘Submit’ 
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Verification page of request: 
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When you account request has been processed and approved you will receive an email. 

You are now ready to login and e-File! 
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Enter you User Name and Password. Click ‘Log In’. 
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e-Filer’s Homepage. Choose ‘New Case’
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Choose ‘PROBATE COURT’: 
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Choose ‘Civil’ 
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Choose Case Sub Type 

13 | P a g e



   

  

 

  

    
    

    
  

   
    

     
  

  

 

Version Date - 11/01/2011 

Case Initiation with Base Case Number 

If you assign tracking numbers in your office to keep track of your cases you can enter 
your number in the ‘Filer Reference No’ field. This field is alpha-numeric. 

Civil Action cases have a ‘Base Case Number’ requirement. You must know the base 
case number that has already been established on the Court’s Case Management 
System (CMS) and must enter this number prior to proceeding.  This is usually an 
Estate or Guardianship case. 

If you do not know the base case number - go to the Court’s website and use the 
General Case Search index to locate the case number.  

Enter Case Number and Last Name of Case. 
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Case Initiation without Base Case Number 

If there is no base case number, click on the ‘No’ radio button and enter the first, middle 
and last name of the case name. 
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Click ‘Add My Parties’:  

This takes you to the Plaintiff information screen.   

Plaintiff names will sometimes have Titles.  You will  want to enter  their  Title information   
in the ‘Title’  field.  This  field will hold up to 50 characters.    

Title examples:  

• Guardian of the Estate of John Doe
• C/O Reliant Capital Solutions
• Franklin County Treasurer

The ‘Last Name: or Business Name’  field is a required field.  
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If a Party is a business as shown below you will not enter anything in the ‘First Name’ 
and ‘Middle Name’ fields. 

The ‘Last Name or Business Name’ field only holds up to 35 characters. You may need 
to use both the ‘Last Name or Business Name’ field and the “Title’ field to enter the 
entire name of the party if the party name is longer than 35 characters. Always start 
with the ‘Last Name or Business Name’ field then move to the ‘Title’ field to enter the 
rest of the name. 
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Click Next 

Party added shows up with a hyperlink.  Click on the + to expand and see more detail. 

You can click the ‘X’ to  delete,  or click on the name hyperlink and edit.  If you have more  
plaintiffs to add,  click  the  ‘Add My Parties’ tab  and repeat until  all  Plaintiffs have been  
entered.   
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Click on ‘Add Other Parties’ to add defendants. 

Defendant names will sometimes have Titles. You will  want to enter their Title 
information in the ‘Title’ field.  This  field will hold up to 50 characters.   

Title examples: 

• Guardian of the Estate of John Doe
• C/O Reliant Capital Solutions
• Franklin County Treasurer

The ‘Last Name: or Business Name’  field is  a required field.  

If you have more defendants to add, click the ‘Add Other Parties’ tab and repeat until all 
Defendants have been entered. 

19 | P a g e



   

  

 

  
   

 
   

  
 

    
 

 

 

Version Date - 11/01/2011 

The ‘Last Name or Business Name’ field only holds up to 35 characters. You may need 
to use both the ‘Last Name or Business Name’ field and the “Title’ field to enter the 
entire name of the party if the party name is longer than 35 characters.  Always start 
with the ‘Last Name or Business Name’ field then move to the ‘Title’ field to enter the 
rest of the name. 

Two samples below: 

 

 
 

   

Here we had a full name with a title. 

JOHN D. DOES, GUARDIAN OF THE PERSON 
AND ESTATE OF CAROL DOE 
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Here is the business title with a c/o: 

HAMPTONS AT NEW ALBANY PARK 
CONDO ASSN C/O JANE DOE STATUTORY AGENT 

21 | P a g e



   

  

 

  

   

 

  

Version Date - 11/01/2011 

Click Next   

Each additional Party will populate in the list as shown below:  

Click Next.  This will take you to the ‘Add a Document’ page. 
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‘Add a Document’ 

Acceptable File Format(s) 
Proposed Entries must be submitted in editable PDF format or in Word format 
(*.doc,*.docx). 

Special editable PDF forms for e-Filing are provided through the Court’s website: 
http://www.franklincountyohio.gov/probate/forms/eForms/ 

All other documents can be submitted as *.PDF or Word (*.doc,*.docx). 

When you change the option at ‘Document Category’ please wait until the page re-
loads. 
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‘Document Category’ - Choose a category from the dropdown list.  Since this sample is 
Civil Case Initiation, the first choice needs to be ‘Complaint’. 
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‘Document Category’  choice of ‘COMPLAINT’ narrows  your  option of ‘Document  Type’.   
eFlex knows this is a Civil Action subtype Land Sale and only provides the ‘Complaint   
for  Land Sale’ option.     

‘Additional Text  Field’ –  You  can write a note to the Court/Clerk.   This  note does not   
become part  of the record.     

‘Browse’ to document.  

You will need to enter the ‘Page Count’ if you upload document  formats of: .doc or  .docx   

Click ‘Add’  
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The Complaint for Land Sale has been uploaded. 
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The next item to upload would be the ‘Request for Issuance of Summons’. 
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Once you have uploaded your documents, click ‘Next’. 
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Review and Approve page 

‘Change Case Data’ takes you back to the initial screen where you can change the base 
case number, edit party data, etc. 

‘Add/Remove Documents’ takes you back so you can delete uploaded documents 
and/or add additional documents.  

‘Special Filing Instructions for the Clerk:’ Enables you write a note to the Court/Clerk. 
This does not become part of the docket record. 

‘Move to Draft’ enables you hold the submission.  This saves the data and the uploaded 
documents for later submission. 
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At this point, you will need to select ‘Pay by Credit Card – Estimated Fees:’ 

Click ‘Submit the Filing’ 
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Click on OK and you will be directed to the payment page 

Complete all the information required on this page.   

Click on the green button –  Review and Pay   

Read the yellow highlighted paragraphs and click on I Agree.  
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Click on the green ‘Submit Payment’ button to finish your credit card transaction. 

PayGov will pre-authorize the costs and place a hold for this amount on your card. You 
will receive an email verifying that the pre-authorization/hold has occurred. No charges 
will appear on your credit card or bank statement until acceptance by Franklin County. 
You will receive final confirmation in your eFlex receipt. 
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Your Filing has been submitted. 

Click on ‘Filing Status’ to see the status of the submittance. 

35 | P a g e  



   

  

 

 

 

 

   
 

 

 

Version Date - 11/01/2011 

AMENDED COMPLAINT 

When submitting an Amended Complaint, from the ‘Add a Document’ page you will click 
on ‘Next’.  
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Uploading an Amended Complaint prompts the below page where you are able to add 
additional plaintiffs or defendants if your Amended Complain contains parties in addition 
to the parties reported on the Complaint. If there are no additional parties to be added, 
simply click ‘Next’.  
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If you have more documents to submit, click on the ‘Add/Remove Documents’ button 
and continue adding documents for submission. Otherwise click ‘Submit the Filing’. 
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HOME PAGE 
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FILING STATUS 

Choose ‘Filing Status’ from the Home Page  

You can see a list of cases you have submitted/filed.     

Under ‘Status’ click on the hyperlink ‘Awaiting Approval’.  
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You can see what documents were uploaded and additional information.  
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EXISTING CASE 

Across the top of each eFlex page you have additional functions such as ‘Existing 
Case’. This is found under ‘eFile’. 
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At the bottom  of this page, you will see a listing of your e-Filing cases.    
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If you have a long list of cases listed, you have the option to narrow your search by 
clicking on ‘Search My Cases’. 

Enter a part of the ‘Case Title’ or complete case number as search criteria. If you leave 
the right case number field blank but enter a case number into the left field, all case 
numbers greater than or equal to the case number entered will be returned. If you leave 
the left case number field blank but enter a case number into the right field, all case 
numbers less than or equal to the case number entered will be returned. 
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DATE DATA / SETTING HEARINGS 

You need to find and confirm your hearing date selection before you submit a 
Proposed Entry Setting Hearing or a Proposed Entry Continuing Hearing 

For instructions on how to select and confirm an available hearing date and time 
please refer to the iFrame Instructions first. 

Once you have found and confirmed a hearing date and have uploaded a hearing 
document you will be directed to the below page. 

Enter the date and time of the hearing. 

Click Next. 
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ADDITIONAL DEPOSIT 

If you get to the Review and Approve Filings page and there are additional costs due 
you will see an ‘Error’ message in red font informing you that a MINIMAL ADDITIONAL 
DEPOSIT IS REQUIRED. 

If an additional deposit is required: 

• Select the ‘Back’ button
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Then select: 

• ‘Document Category’ of DEPOSIT CODES
• ‘Document Type’ of Additional Deposit
• Click ‘Add’
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Enter the deposit amount. 

Click ‘Next’  

This will take you back to the Review and Approve Filing page.   
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FILING AN ANSWER 

When you upload an Answer, you will be sent to the below “Notice of Appearance’ 
page. 

• Select the name of the defendant(s) you are representing

This will associate you to the case and will add you as the attorney for the party or 
parties selected. 

Click ‘Next’ 
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APPEND TO DOCUMENT INSTRUCTIONS 

Docket Type: Append to Document (code ‘atd’) 

If a filer has a large document to file, such as a 1,200 page Complaint, it may be too large to upload in 
eFlex in a single submission. You will need to break the document down into several smaller filings and 
upload them separately. 

The size restrictions under the Probate Court e-Filing Administrative Order VI (A) are: 
A.  Size of Filing.  All submissions must be done according to Local Rules and all submissions shall 

be limited to five megabytes (5MB) in size.  No combination of PDF files in one transmission may 
accumulate to more than 25 megabytes (25MB) in size.   

Example:  

‘Add a Document’: 

Document Category: Complaint  
Document Type: Complaint to Determine Heirship  
Additional Text (optional):   Part 1 (does not go on the Court’s docket but provides  

 a note to the Court/Clerk only)   
Document Location:  Upload Complaint Part 1   
Click:  Add   

...............................
......................................

.......................
................................................................

................................
........................................................
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Document has been uploaded: 
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Document Category: Append/Attach Document  
Document Type: Append to Document  
Additional Text (optional): Part 2  
Document Location: Browse  
Click: Add  

...............................
......................................

.......................
................................

........................................................
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You will then be directed to a Document Form (docform) as shown below.  Select the document you wish 
to attach the Append to Document code to. 

Click Next  
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Append to Document  will  be indented under  the main document  and your  ‘Part  2’  will  be  
associated/attached to the Complaint.   

Repeat adding the ‘Append to Document’ until the entire document has been uploaded. 
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NOTICE OF APPEARANCE 

If you are not filing an Answer but are representing a defendant you will need to file a 
‘Notice of Appearance’ in order to add yourself to the case as a party. 

From the ‘Home’ page click on ‘File to an Existing Case’. Enter the ‘Case Number’, 
Court and enter the last name of the case in the ‘Case Title’ field. Click ‘Submit’. 
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• ‘Document Category’ choose ‘MISCELLANEOUS M – P’
• ‘Document Type’ choose ‘Notice of Appearance’
• Upload your Notice of Appearance document
• Click ‘Add’
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Select the party or parties you are representing. Click ‘Next’. 
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If you have no other documents to add click ‘Next’. 
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PRO SE FILER 

If you are a pro se e-Filer you will need to associate yourself to the case in order to 
receive NEFs (Notice of Electronic Filing). 

• Choose Document Category ‘NOTICE OF CASE ASSOCIATION’
• Chose Document Type ‘NOTICE OF CASE ASSOCIATION’
• Click ‘Add’

Click ‘Next’ 
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Select your name. 

Click ‘Next’  

Do not add any filings at this  time.   

Submit the Filing  

Once the NOTICE OF CASE ASSOCIATION is approved by the clerk, you will get   
NEFs through the e-Filing System  for any documents  filed on this case.   
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