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1. Description of Electronic Filing

Electronic Filing is a paperless document delivery process of filing documents electronically with
the Clerk of Courts using the internet. Documents are created on the filer’s local computer or
network and then securely sent over the internet to the Clerk of Courts. The Clerk of Courts
receives and processes the filing with much the same result as if the filing had been mailed or
presented in person.

2. Requirements for Electronic Filing

A. A personal computer with:

1. Microsoft Windows 95, 98, or NT 4.0 with Service Pack 3 or later
OR

Mac OS version 7.5.3 or later (on an Apple Power Macintosh or compatible)

2. Access to the internet

3. A word processing application, such as Microsoft Word, Corel WordPerfect Word or
OpenOffice Writer

4. A software application to convert word documents to portable document formats, such
as Adobe Acrobat version 4.05 or greater (full version) or PaperPort

B. A valid American Express, Discover, MasterCard or Visa credit card and

C. An E-Filing user account with the Clerk of Courts.

3. Getting Started

You will need to set up an E-Filing User Account with the Clerk of Courts. The Internet
Electronic Filing Registration and Credit Card Authorization Forms are available online on the
efiling page under Electronic Filing Forms. Either send these by U.S. mail or bring them in
person to the E-Filing Coordinator, Clerk of Courts Office, Room 315, Hamilton County
Courthouse, 1000 Main Street, Cincinnati Ohio, 45202. Call (513) 946-5612 for additional
information about how to set up an E-Filing User Account.

Once you have an E-Filing User Account and your computer system meets all of the requirements
listed above, you are ready to begin e-filing.



4. How to Prepare Documents for Electronic Filing

There is a list of document types that can be filed electronically on the e-filing web page.

Documents should first be created in a word processing application.

To enter a signature on the document, a digitally scanned signature can be placed on the
document as a "picture" file or graphic. Or the source document can be signed and then scanned
into the filer's system. One may also "sign" a document by keying in /s/ and the filer's name on
the signature line above the required attorney information. The filer's name must be keyed on the
line next to the /s/. The /s/ alone is not sufficient. We suggest when using the last method that the
signature be in bold font and larger than the rest of the document's type.

A document can have references within itself, but the links must be only to itself. Because a
source address may change over time external links are prohibited.

Exhibits are to be appended to the document they support and filed together as one document.
Documents can be up to 35 MB in size. Larger ones might not upload completely.

When a document is finalized, it should then be converted to PDF format using a software
package that converts documents to the portable document format. Always check the page count
of the converted document because sometimes the pdf formatted version is larger than the
original. You will need to enter the number of pages of your filing during the efiling process.

If you are filing in Municipal Civil Court and want the Clerk to do Service for you a Service
Notification Form must be included as the last page of your filing.

If you are filing in Common Pleas Civil Court and want the Clerk to do Service for you then file a
Written Request for Service indicating what is to be served and how to serve it. Usually Service is
done by the filer, except on new cases, and the service certification is on the filing document.

If you are filing in Common Pleas Criminal Court the Service is done for you. This is the ONLY
time service is done without it being requested by a written form.



5. Logging In

From the Clerk of Courts homepage, www.courtclerk.org, click “Services” or “Quick Links”, then
“Electronic Filing.”

You may want to bookmark this page or place it in your “favorites” for quick access in the future.

If you have forgotten your userid or password click on the line below the Login box that says
“Forgot your e-filing userid or password?”, enter your e-mail address and click the Submit box.
This information will be e-mailed to you.

Click the “E-Filing Login” box.

B * -T]-acy—

Winkler

CLERK OF COURTS

4 Court Records

4 Home 4 Court Date 4 Forms

Electronic Filing

The Hamiton County Clerk of Courts accepts certain types of documents for fiing with the Clerk via electronic
tranamizzions. Internet Electronic Filing iz the process of electronically submitting documents with the Clerk of
Courts via the internet. Documents are created on the filer's local computer or network and then securely sent
over the internet to the Clerk of Courts. The Clerk of Courts receives and procezses the fiing with much the same
resutt as if the filing had been mailed or presented in person. Kie a paperless document defivery methed. The
Hamilton County Clerk of Courts alzo accepts Fax Filings that conform to the specifications in the local rules listed
below,

For more information, please contact Lynn Streck at (513) 945-5612 or Lstreck@ems.hamilton-co.org
Convenience Fees Schedule

The Rules of Superintendence reqarding the filing of records containing personal information
has changed.

Your userid and password work for either system.
( E-Filing Login for Old 2001 System |

[ E-Filing Login for New 2011 System I
Forgot vour e-filing userid or password?

SIGN UP NOW FOR ELECTRONIC FILING!

Starting January 3, 2012, most Common Pleas Civil “A” case fiings are to be filed via slectronic means,

To do 0 an attorney must sign up to fie electronically (2fie) by completing the two paged Electronic Fiing
Application and Credit Card Authorization Forms below and linked here: Electronic Filing Registration and
Credit Card Authorization Forms. A $100.00 deposit for copy costs is requirsd for each account at set up
and can be paid by check or credit card. The Clerk accepts American Express, Discover and Master Card. A
credit card must be on account to pay statutory fees Ike Cross Claims. Multiple people can use the same credit
card, but each attorney needs their own individual account. When an account has been =et up the userid and
password wil be emailed to the account holder.

Pictorial User Guides are available below and training can be arranged by caling 513-848-5612. We urge
attorneys to sign up starting now as it takes time for each account to be setup.
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| 1. Why E-File? A PowerPoint Presentation
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HAMILTON COUNTY CLERK OF COURTS

Hamilton County Clerk of Courts: Electronic Filing
Login
User ID and

rID: [I—
—

@
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Enter your User ID and Password and click “ok”.

A secure connection will be established and you will be taken to the next page, where you will
select which box you what.

Upon Login read the “Efiling Notices.”
Reminders or new information about electronic filing will be posted here.



6. Filing A New Case In Appeals Or Common Pleas

HAMILTON COUNTY CLERK OF COURTS

Hamilton County Clerk of Courts: Electronic Filing

User Information User EFilings Submitted

Efiling Notices

Document size limitation is 20 MB for uploading.

For Common Pleas new cases you must file the Initial Filing (the Complaint] and a Classification Form.
You must key in the filer's NAME ne o the the signature lina.

Service to the Prosecutor is ided a matically on Common Pleas Criminal (B) cases ONLY.
Include an Exhibit with its filing as one

Pleas a k can be filed along with the other case originating

Read the Efiling Notices.
Reminders or new information about electronic filing will be posted here.

Click "New Case".
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Filing Type:

Now click on Appellate or Common Pleas Civil Filings in the Case Type Field
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HAMILTON COUNTY CLERK OF COURTS
Hamilton County Clerk of Courts: New Case F

TR COMMON PLEAS CIVIL FILINGS %

IMITIAL FILINGIIM COUNTY) WITH JURY DEMAND

INITIAL FILIMGIIN COUNTY) WITH MO JURY DEMANC
INITIAL FILING(OQUT OF COUNTY) WITH JURY DEMAND
INITIAL FILIMG(OUT OF COUNTY) WITH MO JURY DEMAND
INITIAL FILING (FORECLOSURE-IN COUNTY)
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® Internet

Choose a Filing Type and click "OK".

The Filing Type is determined by the location of the Plaintiff.
If the Plaintiff lives in Hamilton County then it's an IN COUNTY filing. Otherwise, if the Plaintiff
does not live in Hamilton County, then it's an OUT of COUNTY filing type.



HAMILTON COUNTY CLERK OF COURTS

Hamilton County Clerk of Courts: New Case Fi
nore dos yoes and enter the number of pages for

pe, hold down the Ctrl key
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&) Done 2 @ Internat
Enter the number of pages for the Initial Filing (Complaint).

Click on each additional document type that is being filed along with the Initial Filing
and enter the number of pages for that document type.

You must hold down the "Ctrl" key to select more than one.

Click "Submit" when you are ready to proceed.
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HAMILTON COUNTY CLERK OF COURTS
FILING

Hamilton County Clerk of Courts: New Case F
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Enter the information for the first plaintiff.

If the plaintiff is a company, enter the entire name in the Plaintiff First Name field
and click on the "Check if Plaintiff is a Company" box.

If there are mistakes click the Clear button and key in the correct information.

Click "Submit" when you are ready to proceed.
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HAMILTON COUNTY CLERK OF COURTS

w Case Filing

Continue! to

&) Done 2 @ Internat
If the information you entered is incorrect, click "Back" and re-enter the information.
If there are more plaintiffs to enter, click "Add Plaintiff".

If you are done entering plaintiffs, click "Continue".
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HAMILTON COUNTY CLERK OF COURTS
FILING

1000 VINE STREET

APARTMENT 100

CINCINMATI
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&) Done 2 @ Internat

Enter the information for the first defendant. If the defendant is a company,
enter the entire name in the "Defendant First Name" field
and click on the "Check if Defendant is a Company" box.

Click each type of service that you are requesting for the defendant and enter the number of
addresses for each type of service checked.
(You cannot enter the number of addresses for Special Process Server or Waiver of Service.)

If the defendant entries you have keyed in are incorrect
click the Clear button to enter the correct information.

Otherwise click the "Submit" button when you are ready to proceed.
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HAMILTON COUNTY CLERK OF COURTS
ELECTRONIC FILING

Case Filing
.7.71

1000 Y STREET
SRTMENT 100

Add Defendant

By -
.',I': & X

@ Dane 2 @ Internet

If the information you entered is incorrect, click "Back" and re-enter the information.

If there are more defendants to enter, click "Add Defendant".

If you are done entering defendants, click "Continue”.
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(i

45202
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If your credit card is not on file, enter the card number, type and expiration date.
You must also furnish the billing address of the credit card.

The credit card is not charged until processing.
If the filing is rejected the credit card is not charged.
The convenience fee is NOT displayed nor included in the amount on the screen.

You may wish to print screen this page and save it for your bank statement reconciliation.

When all the information is correct, click "Submit" to proceed.
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HAMILTON COUNTY CLERK OF COURTS

& 2 @ Internet

Check the information entered.
Click "Continue" when you are ready to proceed.

You may wish to print screen this page and save it for your bank statement reconciliation
if you did not do one of the previous page.
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(Sl[H:\Electronic Filing' Training Dacs Folder,CPYSuit.|ss sig.pdf

il ctranic Filingh Training Cocs FolderGPYSlassificationFarm, pdf

114l ctranic Filingh Training Docs Folder,CRYardin

Hi\Electronic Filing) Training Docs Folder,CPAWR SCart, pf

ectronic Filing4 Training Docs Folder,CPyWRSProcess Server. pdf

@ Dane 2 @ Internet

Enter the pathname of the document(s) that you will be filing
in the box next to that document type.

You may want to use the "Browse" feature to more easily locate the document(s)
and place the pathname in the box.

Be certain you have selected the portable document format version to upload.
Note. All documents must be in the portable document format and have the extension ".pdf".

Click "Upload" when you are ready to send the document(s).

17



- QNAAEII RS

HAMILTON COUNTY CLERK OF COURTS
ELECTRONIC FILING

Hamilton County Clerk of Courts: MNewr Case Filing

ver for future reference, Click "Continue

Continue

Record the Confirmation Number for future reference.

You could also make a screen print of it, paste it to a word processing document, and key in
information pertinent to you, such as the client's name and the type of filing.

Click "Continue" when you are ready to proceed.
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HAMILTON COUNTY CLERK OF COURTS

Hamilton County Clerk of Courts: Electronic Filing

© @

COMTIMUE FILIMG

Click "Continue Filing" if you want to file more documents,
or "Log Out" if you are finished.
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7. Filing A Document For An Existing Case
In Appeals or Common Pleas

HAMILTON COUNTY CLERK OF COURTS

ronic Filing
o file documents on an existing case.
must keep this CURRENT.

User Information User EFilings Submitted

Efiling Notices

Document size limitation is 20 MB for uploading.

ommon Pleas new cases you must file the Initial Filing (the Complaint) and a Classification Form.
You must key in the filer's NAME next to the /s/ on the signature lina.
Service to

Include an E

Read the Efiling Notices.
Reminders or new information about electronic filing will be posted here.

Click "Existing Case".
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Case Mumber:

4 https:ffwww.courtclerk.org -... C

HAMILTON COUNTY CLERK OF COURTS

2 & nternet
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Enter the case number for the document you are going to file.

Click "HELP" if you need help with the case number format.
Scroll down on the help box to find the division information you are seeking.

Click “Clear” if you wish to re-enter a number.

Click "Submit” when you are ready to continue.
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HAMILTON COUNTY CLERK OF COURTS
FILING

Hamilton County Clerk of Courts: Existing Case Filing

MNumbe

LLEN RIDENOUR MICHELLE L LUHMN

WRITTEN REQUEST FOR SERVICE (CERTIFIED MAIL) %

WRITTEN REQUEST FOR CERTIFIED SERVICE OF AMENDED COMPLAINT
UPCN DEFENDANT

B/
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&] Dane

2 @ Internat

If the correct case is not displayed, click "Go Back" and re-enter the case number.

If the correct case is displayed, select the filing type from the drop down list,

enter the number of pages of the document to be filed and
key in the document’s title or name as it appears on the filing.

This information keyed in will become the docket entry for this filing.

Click "Continue".
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HAMILTON COUNTY CLERK OF COURTS
ELECTRONIC FILING

Hamilton County Clerk of Courts: Existing Case Filing

&) Done 2 @ Internat

If additional information is needed another screen will appear, such as the above one.
Complete what is requested.

Then click “Continue” to go forward.
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Hamilton County Clerk of Courts: Existing Case Filing
| th

FIFTH THIRD MORTGAGE COMPANY vs. JOHN DOE
Total it
lumber:
[CEEE—

1000 MAIL STREET

CINCINNATI

(o |
o0 |
=

it

] Done S @ Internet

If the document type that you are filing requires an additional deposit,
this payment entry screen appears.
Otherwise you will go directly to the "Upload Files" screen.

If your credit card is not on file, enter the card number, type, expiration date and billing information
for the card.
During processing your card will be charged the amount shown on this screen,
unless the filing is rejected.
You may wish to print screen this page and save it for your bank statement reconciliation.

When all the information is correct click “Submit”.

24



-0 HRG APk 2L UES

HAMILTON COUNTY CLERK OF COURTS

ty Cle
Nt infio

payment
the filing

Case: A 0400001
FIFTH THIRD MORTGAGE COMPANY vs. JOHN DOE
Tr it $7.00

&) Done 2 @ Internet
If you did not print the last screen you may wish to print this one.

Click “Continue” when you are ready to proceed.
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HAMILTON COUNTY CLERK OF COURTS

ilton County Clerk of Co : Existing Case Fili

X

Look in; I =cP

My Recent ‘E.Answer.\ss sig.pdf
Biciants T ClassificationFor m.pdf
@ [ Iss signature.bmp
\MDtiDndUc
Diesktop ®Mation.lss sig.doc
= Motion. lss sig.pdf
T ordinary mailwaiver pdf
‘T papersserved. pdf
‘T Suit.ClassificationForm. PC.pdf
1@Su|t.doc
®Suit.lss sig.doc

i |T/Suit.lss sig.pdf

My Dacuments

x| = EckEr
A ) argwer.doc |8 Thurribs,
) d ) Thumbs.db
Q_g B arswer, 55 sig.doc T

T WRSProcess Server.pdf

B test Suit.doc
My Metwork — File name: WRSCert pdf hd Cpen |
Places 1 _]
Files of type: ]AI\ Files (%.7] Lj

Cancel

e
"l = & X

Enter the pathname of the document you will be filing in the box next to that document.

You may want to use the "Browse" feature to more easily locate the document on your computer

Be certain you have selected the portable document format version to upload.

to place the pathname in the box.

Note. All documents must be in the portable document format and have the extension ".pdf".
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FILING

ilton County Clerk of Co : Existing Case Fili
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The selected document will now appear in the white box.

Click "Upload" when you are ready to send the document.

27
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ELECTRONIC

Hamilton County Clerk of Courts: Existing Case Filing

FILING

our file has been racaived,

Caze! A 0 1

FIFTH THIRD MORTGAGE COMPANY vs, JOHN DOE

ffiling i= i
i mail ta

. Please record thiz number for future reference. Click "Continue" when

Continue

Record the Confirmation Number for future reference.

You may also wish to “Print Screen” this page and paste it to a word processing document.
You can then key in pertinent information about the filing such as the type of filing it was.

Click "Continue" when you are ready to proceed.
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Hamilton County Clerk of Courts: Electronic Filing
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CONTIMUE FILIMG

Click "Continue Filing" if you want to file more documents, or "Log Out”.
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8. Filing a New Case in Municipal Civil.

HAMILTON COUNTY CLERK OF COURTS

Hamilton County Clerk of Courts: Electronic Filing

User Information User EFilings Submitted

Efiling Notices

Document size limitation is 20 MB for uploading.

For Common Pleas new cases you must file the Initial Filing (the Complaint] and a Classification Form.
You must key in the filer's NAME ne o the the signature lina.

Service to the Prosecutor is ided a matically on Common Pleas Criminal (B) cases ONLY.
Include an Exhibit with its filing as one

Pleas a k can be filed along with the other case originating

Read the Efiling Notices.
Reminders or new information about electronic filing will be posted here.

Click "Existing Case".
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Filing

Hamilton Co Clerk of Courts: New C
Type and Filing Type and click

Select th
4 PVCHR O RARO N PLEAS CIWIL FILIMGS -
COMMON PLEAS CIVIL FILIMGS
PELLATE FILIMGS |

Filing Type:

Choose Municipal Civil Filings in the Case Type and click "OK".
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HAMILTON COUNTY CLERK OF COURTS

Hamilton County Clerk of Courts: MNewr Case Filing
Municipal

reach zelection, To chooze more than one selection type,

yantity

Selection Type:

Choose the document(s) type(s) you wish to file and enter the quantity for each.
When entering more than one document type,
hold down the "Ctrl" key when clicking on the Document Type
and release it to enter the quantity.

Click "Submit" when you are ready to proceed.
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HAMILTON COUNTY CLERK OF COURTS »

Hamilton County Clerk of Courts: Mews Case Filing
Municipal Civil
s, and Service quantities in the appropriate section for each new case being filed, Click

CINMIL SUIT

Case Caption stricted Registered Waiver

Pa
[osANTIVILLE COUNTRY [REMMATTHEW GRECO
EVICTION  Scheduls Date:

Za aption
Pa

LORETTA BRIMSON PEN|MELL GUMTHRIE 2
EISC&N HOME DEVELOPM REESIF EREC CA BR GO R

SMALL CLAIM  Schedule Date: |ERgelgeiliE ]

Mumber

Case Caption stricted Registered Waiver

Pa ; 3 5
EMHA DELF o

Subrnit

Enter the Plaintiff and Defendant (case caption) and the number of pages for each suit being filed.
Include the Service Notification Form in your page count.

Enter the number of Services for each type chosen in the appropriate box.
If you wish that no Service be issued, click on the "Do Not Serve" box.
If you would like an Ordinary Mail Waiver, click on the waiver box.

For Evictions and Small Claims cases, you must pick a "Schedule Date".

Click "Submit" when you are ready to proceed.

33



-9 QG QDS B I EEE

HAMILTON COUNTY CLERK OF COURTS

- CERTIFIED

Total Amount:
Credit Card Humber:
Credit Card Type:
Expiration Drate: [m

Submit

If your credit card is not on file, enter the card number, type, and expiration date.
You may wish to print screen this page and save it for your bank statement reconciliation.

When all the information is correct, click "Submit" to proceed.
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HAMILTON COUNTY CLERK OF COURTS

Hamilton County Clerk of Courts: Municipal Civil Filing

ate the file on your computer, Slick "Upload” after all

Upload Files:

CIMIL SUIT (IEERAS=t==2=1s11= Flllng\Tralnlng Docs Folded MW SUIT-F-Lasantiville-Greco to

ANTIVILLE COUNTRY CLUB WS, MATTHEW

EVICTION |IEESEt==2=1s11= Flllng\Tralnlng Crocs Folded, MoV, SUIT-G-Brinson-Guthrie to F

LORETTA BRI { WS, MELL GUNTHEIE

I¥N|H \Electronic FilingyTraining Docs Falder\MCWSUIT-G-Merey Francisican-Br

FRAMCISCAM HOME DEVELOPMENT VS, RERBECCA BR

SMALL CLAIM [[RERYE==Tl F|I|ng\Tra|n|ng Docs Foldet MW SUIT-5C-Delp-Bradham to F

EMMA DELP IO AMD SHARCH BRADHARM

[ =)
—

Enter the pathname* of the document(s) that you will be filing in the box next to it.
You may want to use the "Browse" feature to more easily locate the document(s) and place the
pathname in the box.

Be certain you have selected the portable document format version to upload.
Note. All documents must be in the portable document format and have the extension ".pdf".

Click "Upload" when you are ready to send the document(s).
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HAMILTON COUNTY CLERK OF COURTS
ELECTRONIC FILING

>i

Hamilton County Clerk of Courts: News Case Filing

cord this number for future reference, Click "C

Continue

Record the Confirmation Number for future reference.
You may also wish to “Print Screen” this page and paste it to a word processing document.
You can then key in pertinent information about the filing such as the type(s) of filing it was and
the plaintiff and defendant information.

Click "Continue" when you are ready to proceed.
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HAMILTON COUNTY CLERK OF COURTS

Hamilton County Clerk of Courts: Electronic Filing

© ®

CONTIMUE FILIMG

Click "Continue Filing" if you want to file more documents.

"Log Out" if you are finished.
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9. Filing on an Existing Case in Municipal Civil.

HAMILTON COUNTY CLERK OF COURTS

ase’ to fil , i
Vi chan inf i fi ion' must keep this CURRENT.
To get a listing of & d'.

User Information User EFilings Submitted

Efiling Notices

Document size limitation is 20 MB for uploading.

For Common Pleas new cases you must file the Initial Filing (the Complaint] and a Classification Form.
You must key in the filer's NAME next to th vn the signature line.

Service to the Prosecutor is provi utomat on Commeon Pleas Criminal (B) cases ONLY.
Include an Exhibit with its filing as one document.

In Commeon Pleas a Mc

Read the Efiling Notices.
Reminders or new information about efiling will be posted here.

Click “Existing Case”.
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Hamilton County Clerk of Courts: Existing Case Filing

3 https:/iwww.courtclerk.org

i

o focsrs |

=i ) Internet

wall-deli.., | 8% Guids 2010 EF Haniltor 2o, @ Novell Gre

Enter the case number for the document you are going to file.
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HAMILTON COUNTY CLERK OF COURTS
ELECTRONIC FILING

Hamilton County Clerk of Courts:
It ente fp

ALIAS SUMMONE

AMENDED COMPLAINT

ANSWER

CERTIFICATE OF JUDGMEMT FROM A FOREIGH COURT
COUMTER CLAIM

CROSE CLAIM

FILING

JURY DEMAND FEE

Filing Type: PRAECIPE FOR CERTIFICATE OF JUDGMENT
- . PRAECIPE FOR EXEMPLIFIED COPY

PRAECIPE FOR GARMISHMENT MOTICE
PRAECIFE FOR ORDINARY MAIL
PRAECIFE FOR TRANSCRIPT
RENT ESCROW COMPLAINT FILED BY PLAINTIFF
SMALL CLAIM QUESTICOMNAIRE
SMALL CLAIM TRANSFER
SUPPLEMENTAL/ INTERVENER COMPLAINT
THIRD PARTY COMPLAINT

Quantity:

CERTIFIED MAIL
STERED MAIL (INTERMATIONAL DESTINATIONS)

" CERTIFIED MAIL

Greg Hartmann, Hamilton County Clerk of Courts @ 2010,
all rights reserved.

&, -
."I' : 4

%l

@ Dane 2 @ Internat

If the correct case is displayed, choose the Filing Type(s) of the document(s) you wish to file and

enter the number of pages for each.
Choose the service and enter the quantity of each service.
When entering more than one Filing Type or more than one Service Type,
hold down the "Ctrl" key when clicking on the types
and release it to enter the quantity.
If you wish that no service be issued, click on the "Do Not Serve" box.

Click "Continue" when you are ready to proceed.

If the correct case is not displayed, click "Go Back" and re-enter the case number.
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HAMILTON COUNTY CLERK OF COURTS

Utton.
Case: 10CV00123
UNIVERSITY HOSPITAL vs. NORMA GEORGE

FIFTIIGITITIO99R
MasterCard
03/13

By - 9 x
w -

] Done

2 @ Internet
If your credit card is not on file, enter the card number, type and expiration date.
You may want to “Print Screen” this to help to reconcile your bank statement.

When all the information is correct, click "Submit" to proceed.
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ilton County Clerk of Courts:
the documen o file "'II;]H'IE”‘"

able «

AB might timeout

d
H L Electronic Filingh Training Docs FaldedMSAMOTION, pdf
LMY EQRGE

Ao B @ irerret
Enter the pathname* of the document(s) that you will be filing in the box next to that document
You may want to use the "Browse" feature totynpoer.e easily locate the document(s) and place the

pathname in the box.
Click "Upload" when you are ready to send the document(s).

*Note. All documents must be in the portable document format and have the extension ".pdf".
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ELECTRONIC

Hamilton County Clerk of Courts: Existing Case Filing

FILING

Thank ¥ou, ¥ourfile has been received,
Casze! A 040
AMPAMY s, JOHM DOE

FIFTH THIRL
sent via e-mail to
. Please record this number for future reference, Click "Continue" when

r far this filing is

Continue

Record the Confirmation Number for future reference.

Click "Continue" when you are ready to proceed.
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HAMILTON COUNTY CLERK OF COURTS

Hamilton County Clerk of Courts: Electronic Filing

© @

COMTIMUE FILIMG

Click "Continue Filing" if you want to file more documents.
"Log Out" if you are finished.
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10. User Efilings Submitted

HAMILTON COUNTY CLERK OF COURTS

Hamllton County Clerk of Courts Electronic Filing

to file documents on an existing case.
5 on must keep this CURRENT.
et a |I5t|l‘||:| of efilings you have sent dick 'User Efilings Submitted’.

User Information User EFilings Submitted

Efiling Notices

Document size limitation is 20 MB for uploading.
ases you must file the Initial Filing ({the Complaint) and a Classification Form.
e /= on the signature line.
Service to the ysacutor is pre = atically on Common Pleas Criminal (B) cases ONLY.
Include an Exh with its filing as one ment.

In Commeon Pleas otion can be filed along with the other case originating documents.

The newest functionality for electronic filing users is a listing of electronic filings submitted for a
selected date range.

On the first screen after login, pictured above, select the box “User Efilings Submitted”.
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Hamilton County Clerl ngs Submitted

it Request” after making the time ion . or click "Cancel" if you den't vant te

€D Internst 100 v

Press a date selection option, and depress the “Submit Request” key.
A list of the following items will appear:

» the confirmation number,
» the date and time of the filing,
* the status of the filing,
« the case number on which the filing was made, if applicable,
* the type of filing description (such as an Affidavit) and
* the anticipated amount to be charged to the account credit card and
» the actual amount, if processed, charged to the account credit card.

This functionality allows you:
» to check if your filing has been received,
» to find a confirmation number on a filing,
* to see the amounts to be, or that have been, charged to your account credit card and
* to learn the processing status of the filing at the time the report was run.

Click “Cancel” to return to the home page.
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11. Changing Account Information

HAMILTON COUNTY CLERK OF COURTS

ronic Filing
o file documents on an existing case.
must keep this CURRENT.

User Information User EFilings Submitted

Efiling Notices

Document size limitation is 20 MB for uploading.

ommon Pleas new cases you must file the Initial Filing (the Complaint) and a Classification Form.
You must key in the filer's NAME next to the /s/ on the signature lina.
Service to

Include an E

Enter your User-Id and Password and click “ok” to LOGIN to Efiling.

Read the Efiling Notices.
Reminders or new information about electronic filing will be posted here.

Click “User Information”.
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HAMILTON COUNTY CLERK OF COURTS
ELECTRONIC EILING

w3 i s T
|=treck @cms. hamilton-co.arg

(rmm

797

1001 Main Street

Submit Changes

B/ -
."l' : 5 X

& Dorne ® Internet
Make any changes that you want on this screen.
Acceptances and/or Rejections are sent to the name and email address listed here.
Be certain you keep your credit card information current.
Click “Submit Changes” when you are finished making changes.

Click “Cancel” if you do not want to make any changes.
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HAMILTON COUNTY CLERK OF COURTS

ELECTRONIC FILING

Hamilton County Clerk of Courts: Information Updated

Your account inforr n has beern updated as follows:

:’.lr—ﬂx

a Done

Click the OK button to return to the main menu screen.
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12. Logging Out

5 BRNAEDI RS BN

HAMILTON COUNTY CLERK OF COURTS
ELECTRONIC FILING

Hamilton County Clerk of Courts: Log Out

THANK YOU

FOR USING

Whenever you select "Log Out" and are successful you will see this screen.
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13. Handling Rejections

If your transmitted filing is received but rejected by the filing clerk, you may retain the original date
and time of filing by submitting a corrected filing within 24 business hours of the time that the
notice of rejection was sent. Submit the corrected filing as an e-mail attachment. Send the email
to efilingclerk@cms.hamilton-co.org. Include the confirmation number in the body of the message
and state what change needs to be made. If you cannot submit a corrected filing by email within
24 business hours of the time that the notice of rejection was sent to you, then you must submit
the filing using the normal efiling process. Your date and time of filing will be based on the new
submission.

14. The Copy Cost Account

As explained on the Efiling Registration form there is a photocopying charge of $0.10 per page for
the production of paper copies of documents electronically filed that are needed for service on
parties, for the Court Index and for the case jacket. For Municipal Civil filings the account credit
card is charged during the processing of every filing made. For Appellate and Common Pleas
filings the copy costs are debited from the balance in the copy cost account originated at the
efiling account setup. Occasionally this account needs funds deposited into it. You will be
invoiced by email when the balance drops below $25.00 and requested to make a contribution to
it, usually in the amount of $100.00. This may be made in person using a check, a money order, a
credit card or cash or made by sending a check or money order with the efiling account number
referenced on it to the Issue Desk in Room 315 of the Courthouse. An email in response to the
billing email stating to charge it to the credit card on account is the usual payment method utilized
and a receipt number will be emailed back to you. You can track your own copy cost account by
logging onto www.courtclerk.org, select the Court Records tab and Search by Case Number and
using the format EF for electronic filing, 00 (zero, zero) for the year and your login number (usually
your Ohio bar number) for the “case” number. Examples are EF0012345 or for a four digit bar
number EF0004444. The Case Summary appears. Next to it, under Case Options, select Case
History. A listing of your copy costs will appear.

15. Where to Get Help

If you need help you can call (513) 946-5612 during regular business hours
(8:00 A.M. — 4:00 P.M. EST M-F). Ask for help with electronic filing.
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