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Introduction to e-Filing

The Supreme Court of Ohio e-Filing Portal and this User Guide
are for filing cases with the Supreme Court of Ohio ONLY.

The e-Filing process requires you to:
¢ Comply with the Supreme Court of Ohio Rules of Practice.
¢ Create an e-Filing account with the Supreme Court of Ohio.
* Follow the steps in this User Guide.

You can review the relevant Rules of Practice at the following
link: www.supremecourt.ohio.gov/docs/LegalResources

practice/rulesofpractice.pdf.

The Supreme Court of Ohio also provides a Filing Guide
that provides general information about the basic steps and
procedures for filing with the Supreme Court. You can find the

Filing Guide at this link: www.supremecourt.ohio.gov/docs/

Publications/filingGuide.pdf.



https://www.supremecourt.ohio.gov/docs/LegalResources/Rules/practice/rulesofpractice.pdf
https://www.supremecourt.ohio.gov/docs/LegalResources/Rules/practice/rulesofpractice.pdf
http://www.supremecourt.ohio.gov/docs/Publications/filingGuide.pdf
http://www.supremecourt.ohio.gov/docs/Publications/filingGuide.pdf
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Creating an Account

You can access the e-Filing web page from the Home screen of the Supreme Court at:
www.supremecourt.ohio.gov.

¢ Go to “Public” tab, click “E-filing”, “E-filing As An Attorney” dropdown, “Account
creation.”

Cases & Courts & Judicial A
A e
Opinlons Rules EE DA Officers Forms Bublic Abaut
America 250 Find an Aoy £ Commient an Propased Rules B
Arificial i“'lf-i::h"lc"'" e Resource Find I'.":.- Cowrthouse {-'r.d:.gt:'

iberary wplaints About Altorneys &

Find a |udge = \
Contact the Supreme Court of ) =
Ohio Job Opportunities Lawyers' Fund for Client
¢ L Grant Opparumities Protection
Case Docket E bt o '
Procurement Opportunities Reports & Publications
Lawyer Referral & Information Virtual Public Access to Ohio
Services/Prepaid Legal Plans Court Proceadings
Veberans Summit Visiting the Moyer Judicial Center

Chic Education Programs

The e-Filing Portal requires the use of a
modern browser such as Microsoft Edge
or Google Chrome. Please note that the
browser settings for JavaScript and cookies
must be enabled for the portal to function
properly. Some functions of the portal may
be difficult to view on a mobile device due
to the small screen size, so we recommend
using a desktop or laptop computer.

Getting Started

Select the “E-File As An Attorney”to open a drop-down menu and select e-Filing Portal.

E-File As An Attorney

= e-Filing Portal User Guide

e-Filing Portal



http://www.supremecourt.ohio.gov
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Signing In for the First Time

Select whether you wish to log in as an Ohio
Registered Attorney or a Pro Hac Vice Attorney.

¢ Ifyou are an Ohio Registered Attorney, enter
your Attorney Registration Number and Attorney
Services password and click the Sign In button.

¢ [fyou do not remember your Attorney Services
password, click “Forgot Password?” to reset it.

Please

Help

sign in

Ci Hogistored Afomey W

Alomay Regeiration
RS WO

Forgot Password?

¢ Ifyou are a Pro Hac Vice Attorney, enter your PHV number, not including the year,

and PHV password and click the Sign In button.

¢ Ifyou do not remember your PHV password, you can reset it at
https://www.supremecourt.ohio.gov/ProHacVice /#/login.

Your e-Filing Account

The first time you log in, you will be asked to enter

a password, e- mail address, and security question
and answer. The information you enter here will
apply only to e-Filing, and will not be applied to your
Attorney Services account.

Fill in all the information on the screen and click
Confirm.

You are now ready to log in.

Flaass 10 Elling Account ininrmaton

e Pauuward

LES S TR T )

EFga dpateds

baciemy Cussnon

ARLurey Anraar

If you have difficulty logging in or need other technical assistance, you can contact the
e-Filing Help Desk at 614.387.9980. The Help Desk is available from 8:00 a.m. to 5:00

p-m. on Court business days.

For general questions about filing with the Supreme Court of Ohio, please call the Office

of the Clerk at 614.387.9530.

Editing or Modifying Profile

You may edit or modify your profile by accessing the drop-down
menu next to your name and selecting the Profile option.

Your Profile is automatically populated with information from
your Attorney Registration. Your name and mailing address
cannot be changed here. To update or correct this information,
call the Registration and Continuing Legal Education (CLE)
Section at 614.387.9320 between 8:00 a.m. and 5:00 p.m. on

Court business days.

Help John Public~

Administrative Request

Activity Log
Logout



https://www.supremecourt.ohio.gov/ProHacVice/#/login
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From this screen you can:

¢ Edit/Update the e-mail address associated

with your e-filing account (this will not affect — i
the e-mail associated with your Attorney — [ [ ]
Registration). ST € LSRR ==

¢ Change your default case activity notification
settings.

¢ Change Password.

¢ Change Security Questions and Answers.

Edit/Update Email

To edit or update your e-mail, click

the Edit button and type in your new
information.

Bmali | johnoublic@scohio.gov

Email: john.g_publici@sc.ohio.goy

Click the Save button to keep your changes.

NOTE: Changing your e-mail in the e-Filing portal does NOT change your e-mail for other Attorney

Services communications.

Case Activity Notifications

The Case Activity Notification slider can be toggled on or off using the Yes/No button.

Changing this setting will not change the notification settings for existing cases, it will

only affect the default setting for future filings.

You may view and adjust notification settings for cases you have already filed individually
in the My Cases tab. Note that changing this setting affects only cases you have e-filed and
does not affect any subscriptions created through the Case Notification system.

cases submitted through the e-Filling Portal.

Case Activity Notification: ) Flease seiect "YES® f you would Iike to recelve Case Activity Notifications for

Changing Your Password/Security Question

You may select the Change Password option in the profile
menu.

NOTE: Changing your Password in the e-Filing portal does
NOT change your Attorney Services portal password. All profile
changes made through e-Filing apply only to the e-Filing system.

You may change your Security Question and Answer in
the profile menu. Be sure to click the Save button when
you are done.

Phedri ol Fe [T

Bt Sty CAMEShion and Answt
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Creating a New Case

Overview: Once you are logged in to the e-Filing portal, you will see a screen with the
following navigation buttons at the top. To file a new case that has not already been filed
with the Supreme Court of Ohio, click the option to Create New Case.

Filing b Eninting Cans | Craats M Cass

If you decide to cancel your filing at any time during the process,

click the Delete Draft button. This will delete all data that you Delete Draft
have entered on all screens and is not reversible.

If you have questions about case filings, contact the Clerk’s Office at 614.387.9530.

For technical assistance, contact the e-Filing Help Desk at 614.387.9980. Assistance is
available from 8:00 a.m. to 5:00 p.m. on Court business days.

Filing o b Exinting Cans Crats M Cass

[ R

Case Information

Adding Case Information —
On the Case Information screen, Kol e _
use the pull-down menus to select: o Po—
* Action Type e
¢ (Case Type e
[ ] nn e m—p———
¢ (Case Category T
¢ County o

¢ Jurisdiction
You must also add the Case Caption, Prior Decision Date and Prior Case Number if
applicable.

You may add multiple prior case numbers by clicking the + button. Make sure you fill out
the form completely or you will be unable to proceed.

Click the “Save and Continue” button to advance to the

next screen.
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Fllir‘lg Lty Cates  in IExieling Case Croafe New Casa

Casd Informabion m AT Linking Filirgs

Parties - Adding and Editing Parties
Adding Parties

On the Parties screen, you will e
need to add all parties involved in
the case, not just the parties you

represent. For each party, identify:

* Party type

e Pro Se (Yes/No)

¢ Party Name

e Party Title (if applicable)

¢ Entity name (if applicable)

PR S B R i B e
Parties Added:
Appellee -
Joshua McCrea U~

Click Save and Add Party and the party will appear in the “Parties Added” list at the left

side of the screen.

Repeat the process until all parties to the case are added.

Editing Parties

If you need to edit a party after you add them,
select the party from the Parties Added list and
edit their information. When you are done
editing, click Save and Add Party.

To delete a party that you have added click the
trash can icon.

Parties Added:
Amicus Curiae -
John Doe o
Appelles
Joshua McCrea ¥~

When you have added all the parties, click the “Save and

Continue” button to advance to the next screen.
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Filing R Rr—

Cregio Mew Casa

i InfEe natien Parlisd Filsnga
Attorneys - Adding Attorneys
Verifying Your Information P .
As the logged-in attorney, your amorney Reg: | T3t [ oy Semn |

information will automatically be
added to the case and cannot be
removed.

You will be prompted to verify your
information. Make any necessary
changes, then click Save and Add
Attorney if there are other attorneys
to add to the case.

Atborney Nama:
Emplayar
Caiftry
Address Lims 1z
Addrass Line 2:
City. State Tip:
Phomis Numsbar

Job [+ ] Pulsdic SufMix

United States b

B5 & Front Streal

Pk dumonisc. ohio.gov

To switch between adding Ohio

Registered Attorneys and Pro Hac Vice attorneys, select the appropriate Attorney Type
from the dropdown at the top of the screen.

Searching for Attorneys

For Ohio registered attorneys, enter the
registration number and click Attorney
Search to prepopulate their attorney
registration information.

Attorney Reg.;

Aftorney Search

73137

Editing Attorney Contact Information

If necessary, you can edit the

contact information by typing in the
preferred information in the fields.
Your edits will only apply to the case
you are filing and will not affect the
attorney’s registration information or
contact information in other cases.

Attorney Type
Ay Fag.:
Attarrey Mama:
Emplayar:
Cauntry
Addraas Lima 1:
Addrass Line 2:
City. State Dip:
Phors Munsbar:

O Registand Allornay -

Jobe [+

a7

Pubic Suffix

United Stabes -

B5 & Front Stroat

mark dulonisc.ohio.gov
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Editing and Deleting Attorneys

If you need to edit an attorney after you add
them, click on their entry in the list and
edit their information. When you are done | BlluKe Tl

Attorneys Added

LI

editing, click Save and Add Attorney.

To delete an attorney after you have added them, click the trash can icon.

Saving Attorneys

WhCI.I you have added all the attorneys, click the “Save and
Continue” button to advance to the next screen.

Flllng Aly Camsa Fin to Fxisting Cans  Craste New Cass iy 1 Mubi =

UGG — -

Linking - Linking Parties and Attorneys

Selecting Parties

0 Step 1 Click a party fram the “Parties” kst fo salsct that party. Then go to Step 2

On the Linking screen, you will need After complating Step 2. rebum to this list 10 salect tha next pary and continue Lol
to link the parties to the attorneys S

who represent them. s

Follow the on-screen instructions to — Fars Typs

link each party to their respective po i

attorney(s).

i ] Step 2 For the selecied party indicate the représenting attormeys by clicking the
button lo change NQ o YES in the “Allorneys” st Also. indicate e "Counsel of
Racord™ by chichang e chackbox.

Selecting Attorneys

You must select one attorney as
the party’s counsel of record using
the checkbox to the right of the
attorney’s name, except for pro se
parties.

Alomays

Ropresents Counsal of Record

Verifying Links
Your linking selections will automatically generate a summary at the bottom of the page.

Follow the on-screen instructions to verify that all parties have been linked.

18 Final 5sp Roview e “Summany” betng o venly hal al Partes have bean astccaind weth ther Rapresening Alrmeys and that the comect Counssl of Racord Ras bean
walecing Dafore conbinung

Sernmarny

add acll ;. Appeliani
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Saving Links

When you are finished linking attorneys with parties, click

Mext Ste
the Next Step button to advance to the next screen. ¥

Filing Ly Canma s b Exiating Casn Craats New Casa
s Irdorrmarion Pt ATy Lrvking m

Filings - Adding Documents

The Filings screen is where you add
documents to your e- Filing case. The _ :

. . . ] d in Bugpart of Juiad wioman for StayMlation fer
page will automatically populate with | osiayessspea
a list of required documents for the S Mo o+ A 08
type of filing you are submitting. You | Hewmany sddsionsifiings doyeu have ta submit?

Ench filling shauld be uploaded s a singls POF that contairn sl

also have the option of adding supporting dacuments and exhibits.

Motice of Appeal = Add POF.

additional documents.

Prepare each document (and any associated exhibits) as a single PDF file. Do NOT
create a single PDF file containing multiple documents that you are submitting
for filing. For example, the notice of appeal and memorandum in support of
jurisdiction should be submitted as two separate PDFs.

The signature on e-filed documents can be either the scanned version of an
original signature or a signature line with a forward slash followed by an “s”
followed by the name in print (e.g. /s John T. Smith).

If you have questions about case filings, contact the Clerk's Office at 614.387.9530.
For technical assistance, contact the e-Filing Help Desk at 614. 387.9980.
Assistance is available from 8:00 a.m. to 5:00 p.m. on Court business days.

Selecting Documents

For each document you need to add, click the Add PDF +
button and navigate to the document you want to add to Add PDF...

the case. You may only add one document at a time.

Adding Documents

How marry addisonasl filings do you have 1o submir?

If you need to add additional Each filing should be uplosded uf a singés POF that contains all
AUpROrting decumants and axhibies,

documents, put the number of

documents you would like to add in

the field and enter the document

titles in the description fields.
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Loading Documents

You must upload all

i s =D, e
documents in PDF format. 2 [——
. . L L T B R L L m -:- ..---.-.-_.| veappnt o m
Your descriptions should — e
ief similar i i i [~ Woe ]
be brief, similar in length

to the descriptions of the

required documents. Descriptions cannot be edited after the document is uploaded.
If you need to modify a description, delete the associated document, enter a new
description, and upload the document again. You may add longer comments in the
Additional Comments box.

Adding Comments

If you are including documents from e T e T e
a different party in your filing, be e o et AT e A o e e

sure to add notes in the “Additional |, s sy
comments” section according to the
instructions.

Note: all documents will be deemed as filed by the parties represented by the attorney currently logged
into e-filing unless otherwise noted here.

Filing Affidavit of Indigence

If you are filing an affidavit of O oL B e ey s A L R o S M T Aot R i okl
indigence or an entry appointing [ ves @)

counsel in lieu of a filing fee, slide | Affdaritof indigence/Entry Appointing Counsel
the button to select Yes, and click
Add PDF to upload the appropriate document in PDF format. You will then be able to
submit your filing pending the approval of your affidavit or entry by the clerk’s office.

Submitting Filing

If you have added more rows for additional filings than you need,
it is not necessary to fill all available rows prior to submitting your

filing. As long as all of the required documents are uploaded, you will be able to submit
your filing. When you are ready to file, click the Submit Filing button.

Paying Filing Fees

After you click Submit Filing, a dialog box Credit Card Payment
will appear where you can enter your credit

. . . & viss, MasterCard, Armecican Express, and Disoover are scospled
card information to pay your filing fees. AN tes are rearea
The Supreme Court submits credit card nenon et | s mut appems on e
. . . Biilling Addrass TR
information directly to the processor and - smraeben
card numbers are not stored within the

) Billing Phons Mumber Phons Mufribs

e-filing system or elsewhere at the Supreme i
Court Of Ohio- Do nist Inciote spsdes o dashes incied number

Expiration Date P s H
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Your filing fee is automatically calculated and displayed in the red box at the bottom of

the filings page.

Your filing will not be processed without payment or appropriate documentation in lieu

of payment.

Confirming Filing

Once your payment is accepted, you
will see a confirmation screen and
receive an e-mail confirming receipt of
your documents and a separate e-mail
confirming receipt of payment.

Lma fbrmnuee Soalrrar e

Thar s o By Mgt B Pt Courtof Dby el ey Porlal Yo ebesyr e B e frrvss

i SRIT.

4 Pormpnrd e § L0 Pee B 3 ENAN el detwreiy mwl b sobewlied by 113898 p s ovel obeerred fires i S abkrsings Chin oo
L L T T e Y
ey Gy urdS e reod e dey. The Sovaresih wil b Dy il By vomwiy wilh B Bl oF Postinn o=l sers
mowrred of or Briore TR g o e dile Ty ey due,

o Tecmm ped Ganhy DR TUDpe 0 anfy Braees Wordey Hemugn Ty pioiuieg b sodnyn Drteee e o of 890
am. wed 100 pw wos chwerved lewe i Cobewibos. Ohia

- Myuaw ol fovument b complanos SN B Byl . = L8 e
Wiy e ke of Prachos Lerwd e scoepied b Bing.

Following Clerk’s Office review, you will receive another e-mail advising you of whether
your submissions were filed. If the submissions were not filed, you will receive a refund of

the fees.

Administrative Request

If you need to make an administrative request related to a case, click
the drop-down arrow next to your name and select Administrative
Request. Make sure you include the case number or tracking number

if a case number has not yet been issued.

Help Jahin Public-

Administrative Request
Profile

Activity Log
Logout

If you have questions about case filings, contact the Clerk's Office at 614.387.
9530. For technical assistance, contact the e-Filing Help Desk at 614.387.9980.
Assistance is available from 8:00 a.m. to 5:00 p.m. on Court business days.
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File to An Existing Case

To add filings or parties to an existing case already filed with the Supreme Court of Ohio,
click File to Existing Case.

[€)Filing

Eane Bumber;

Capion:

Sesich Clet

Finding an Existing Case

When you select File to Existing Case, the Cass Humber: 2021 |- 1234
search option will appear. Enter the Supreme
Court of Ohio case number which is the four-
digit year followed by the four-digit case
number.

Caption:

Seaich Ciear

If you do not know the case number, you may | ©ase Number:

enter a word or two from the case caption in
the Caption bar and click the Search button to
display the search results.

Caption: Chig

Search Clear

Identify the case you want to file to and click the Add Filing button.
Adding Parties

-I Afconeya Linking Flings Filng o cass 207150004 Siale of Chio v Raymond Berari m

Selecting Parties

If you have additional parties to add who have not previously been added to the case, you
will need to select a party type and add their information:

® Party type

® Pro Se (Yes/No) - m:.': :JW e

¢ Party Name I:-,,;:.. SFn ey

e Party Title (if applicable) MT:: 1o o ;

¢ Entity name (if applicable) i e W
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Adding Parties

Click Save and Add Party and the party will appear in the | [Newly Added Parties

. . Appsallant
Newly Added Parties list. Riiiinel B *

Repeat the process until all parties to the case are added. | Appelles
State of Ohio ]

To delete a party that you have added, you can click the
trash can icon to delete them. You can only delete parties that you have just entered — not
parties previously added.

Saving Parties

When you have added all the new parties, click the
“Save and Continue” button to advance to the next screen.

Adding Attorneys and Linking Parties

Follow instructions in “creating a new case” for adding attorneys and linking parties.
Adding Filings

[e)Filing
Marties Ao Linking F Tiirgn ‘ Filewg by casg, DM 50004 Sinle of Obin v, Ragmord Beiuss m

Describing a Filing

On the Filings screen, indicate whether or not your filing is a subsequent notice of appeal
or cross-appeal.

Next, indicate how many filings you want
to submit.

Provide a brief description in the
Description box. Descriptions should be T o e v e s
brief and related to the documentyou |

want to upload.

Prepare each document (and any associated exhibits) as a single PDF file. Do NOT
create a single PDF file containing multiple documents that you are submitting
for filing. For example, the notice of appeal and memorandum in support of
jurisdiction should be submitted as two separate PDFs.

The signature on e-filed documents can be either the scanned version of an
original signature or a signature line with a forward slash followed by an “s”
followed by the name in print (e.g. /s John T. Smith).

If you have questions about case filings, contact the Clerk's Office at 614.387.9530.
For technical assistance, contact the e-Filing Help Desk at 614.387.9980.
Assistance is available from 8:00 a.m. to 5:00 p.m. on Court business days.
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Adding a Filing

For each document you need to add, click the Add PDF

button and navigate to the document you want to add to =+ Add PDF...

the case. You may only add one document at a time.

Submitting a Filing

Repeat the process until all your documents are added.
When you are ready to file, click the Submit Filing button.

You will receive a confirmation notice with a reference number for your submission. You
will also receive an e-mail notification.

This confirms receipt of your filing, but
does not mean that your submission is
filed yet. Following Clerk’s Office review,
you will receive an e-mail advising you if
the submission was filed.

If you have questions about case filings, contact the Clerk's Office at 614.387.9530.
For technical assistance, contact the e-Filing Help Desk at 614.387.9980.
Assistance is available from 8:00 a.m. to 5:00 p.m. on Court business days.
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