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The Supreme Court of Ohio User Guide for Attorney e-Filing 

 

 
 

 

Getting Started 

 

Before using the e-Filing portal for the first time, be sure to review the relevant Supreme 

Court of Ohio Rules of Practice related to filing: The rules of practice can be found at 

http://www.supremecourt.ohio.gov/LegalResources/Rules/practice/rulesofpractice.pdf  

 

This guide provides step-by-step instructions for using the e-Filing portal. On-screen tips 

are also provided on many pages to assist you. These tips can be turned off or on in your 

profile, described later in this guide. 

 

How to Access e-Filing 

 

To access e-Filing, go to www.supremecourt.ohio.gov and click on the e-Filing link in 

the right column, or select Clerk of Court & Case Information in the left column, then 

select e-Filing from the options that appear. 

 

The e-Filing Portal requires the use of a modern browser such as IE 10 and above, or 

Google Chrome. Please note that the browser settings for JavaScript and cookies must be 

enabled for the portal to function properly. 

 

Logging In For The First Time 

 

 
 

Your e-Filing user name is your Attorney Registration or Pro Hac Vice number. The first 

time you access the e-Filing portal, you will use the same password you use to access the 

Attorney Services portal. For assistance with your Attorney Services information, contact 

http://www.supremecourt.ohio.gov/
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the e-Filing Help Desk at 614-387-9980. You will then be prompted to change your e-

Filing password – changing your e-Filing password will not affect your Attorney Services 

portal password. You will also be prompted to enter a security question and answer of 

your choice.  

 

 
 

 

Logging In After The First Time 

 

Your e-Filing user name will always be your Attorney Registration or Pro Hac Vice 

number and cannot be changed. If you forget your password, click the Forgot Password? 

link to enter your user name  and have your password e-mailed to the e-mail address 

associated with your e-filing account.  

 

 

 
 

If your e-mail address has changed, click the Change Email button to answer your 

security question and reset your password.  
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For password-related questions and problems, please call the e-Filing help desk at (614) 

387-9980. 

 

My Cases 

 

 
 

The My Cases page allows attorneys registered in Ohio to see all cases in which they are 

involved on a single screen. You will automatically see the My Cases page every time 

you login to e-filing, and can return to the page anytime by clicking My Cases at the top 

of the screen. The My Cases feature is not currently available for attorneys appearing Pro 

Hac Vice. 

 

Pending 
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Cases and filings that have been submitted through the e-Filing portal but have not yet 

been accepted by the Clerk’s Office will appear in the Pending list. When a case is 

accepted and filed, it moves into the Cases list below.  

 

Cases 

 

 
 

Filed cases in which you are listed as an attorney appear in the Cases list, whether you 

filed the case yourself or it was filed by one of the other participating attorneys. Cases 

remain on the list until 180 days after they are disposed.  

 

Sorting Columns 

 

Column Headers 

 
 

By default, the most recent case numbers are displayed first on your list of active cases. 

To sort the list of active cases by case number, caption, or case status, click on the 

column header at the top of the column by which you would like to sort. Clicking again 

will reverse the order of the list.  

 

Case Activity Notification 

 

 
 

If you would like to receive an e-mail when activity occurs in a case, select Yes. You can 

change the default setting for notifications in your profile, as described later in this guide.  

 

Add Filing 

 

To file additional documents to an existing case from your list, click the Add Filing 

button on the appropriate row. Adding filings to cases with which you are not yet 

associated will be discussed later in this guide. 
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If you need to add parties or attorneys, click Yes. To upload documents to be filed by 

existing parties and attorneys, click No.  

 

 
 

The process of adding parties and attorneys is discussed in the new case creation section 

of this guide. Please note that it is not possible to modify existing parties and attorneys on 

a case through e-Filing. Depending on the type of change, you will either need to submit 

a filing or an administrative request for any necessary changes.  

 

 
 

For each document, enter a brief description (1), then click Add PDF (2) to select the 

document to attach. To remove a document, click Delete (3) next to its file name. Once 

you have added and described all of your documents, click Submit Filing (4) at the 

bottom of the screen. You can also view a summary of your filings or return to the 

previous step of adding parties and attorneys by clicking the appropriate buttons at the 

bottom of the page.  

 

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).  

1 2 3 

4 
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Create New Case 

 

 
 

To file a new case, click Create New Case at the top of the screen. This will allow you to 

add parties, attorneys, and documents to create a case that has not already been filed with 

the Supreme Court of Ohio. To add filings to a case that has already been filed with the 

Supreme Court of Ohio, even if it was filed by another party or attorney, use the File to 

Existing Case process described in the following section.  

 

Navigation Within New Case Creation 

 

 
 

During the process of creating a new case, you can move back and forth between Case 

Information, Parties, Attorneys, Linking, and Filings using the links near the top of the 

screen. Be sure to save your work on the current page using the buttons at the bottom 

before switching to a different page to avoid losing information.  

 

 
 

To cancel the creation of your new case at any point during the process and delete all 

information you have entered, use the Delete Draft button in the upper right corner. This 

will delete all of your entries from the entire case creation process. To delete individual 

parties, attorneys, or documents while preserving the remaining case information, use the 

delete buttons on the individual pages, described later in this guide.  

 

If you exit e-Filing during the case creation process, all information that you have entered 

and saved will be there the next time you log in. You must submit your current case or 

delete the current draft before you will be able to create another new case – only one new 

case can be created at a time.  
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Case Information 

 

 

 

i. Action Type 

Select the appropriate Action Type from the dropdown list.  

 

ii. Case Type 

Select the appropriate Case Type from the dropdown list.  

 

iii. Case Category 

Select the appropriate Case Category – only case types relevant to the case category will 

be displayed.  

 

iv. Caption 

Add the caption for your case, such as Party 1 v. Party 2 or In re: Contempt of Party 1.  

 

v. Prior Decision Date and Case Number 

If your case involves the appeal of a prior decision, enter the prior decision date and case 

number. To add more prior case numbers, click the + button. To delete the last case 

number listed, click the trash can.  

 

vi. County/Jurisdiction  

If the selected case category involves the appeal of a lower court case, select the 

appropriate county and jurisdiction from the dropdown lists. The lists will not appear if 

your selected case category does not involve the appeal of a lower court case.  

 

 

 

 

 

 

 

i 

ii 

iii 
iv 

v 

vi 
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Parties 

 

 
 

Enter all parties involved in the case, not just the parties you represent.  

 

 
 

To edit a previously added party, click on their name in the list on the left side of the 

screen. To delete a previously added party, click on the trash can next to their name.  

 

 
 

i. Party Type 

Select the party type from the dropdown list. Only party types appropriate to the type of 

case you are filing will be displayed.  

 

ii. Pro Se Parties 

If the party will not be represented by an attorney, click the button to change No toYes to 

enter the party’s contact information.  

 

iii. Party Information 

For a represented party, only the party or entity name is required. For a pro se party, 

make sure to fill in all applicable contact information.   

i 

ii 

iii 
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Attorneys 

 

 
 

The logged-in attorney will automatically be added to the case and cannot be removed.  

 

 
 

You will be prompted to review and confirm your information by clicking Save and Add 

Attorney before adding additional attorneys. You will need to enter all other attorneys 

involved with the case.  

 

 
 

To edit a previously added attorney or your own contact information, click on the 

attorney’s name in the list on the left side of the screen. To delete a previously added 

attorney, click on the trash can icon next to the attorney’s name.  
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 i. Attorney Type 

If the attorney is registered in Ohio, select Ohio Registered Attorney. If the attorney is 

not registered in Ohio, but has registered to appear Pro Hac Vice, select Pro Hac Vice.  

 

ii. Attorney Lookup 

To automatically fill in name and address information for an attorney, enter the attorney 

registration number in the Attorney Reg box and click the Attorney Search button. If the 

attorney is appearing Pro Hac Vice, click the dropdown arrow on the Attorney Type list 

to select the appropriate option and enter the Pro Hac Vice number in the box. 

 

iii. Contact Information 

You may edit the contact information that will be used for an attorney on the case being 

filed by deleting the automatically populated information in a field and typing the 

preferred information. Edits will apply only to the case you are filing and will not affect 

the attorney’s registration information or contact information on other cases. A mailing 

address and e-mail address must be provided for each attorney. 

 

Linking 

 

Once you have entered the parties and attorneys, you must link them together.  

  

i 

ii 

iii 
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Click on a party from the list in the left column (1). In the right column, change the 

button from No to Yes for each attorney associated with that party (2). You must select 

one attorney as the party’s counsel of record using the checkbox to the right of the 

attorney’s name (3). Repeat these steps for each party, until all parties and attorneys are 

appropriately linked and a counsel of record has been selected for each party. When you 

have finished linking parties and attorneys, click the Next Step button.  

 

Filings 

 

 
 

i. Required Documents 

At the top of the filings screen you will see a list of required documents for the type of 

filing you are submitting.  

 

As you prepare and format your documents, keep in mind the formatting guidelines 

provided by the Rules of Practice. Make sure to prepare each document as a separate 

PDF file, rather than creating a single file containing multiple documents. Please 

note, however, that if the Rules of Practice require that a document be a single filing (for 

1 2 3 

i 

ii 

iii 



12 

 

example S.Ct.Prac.R 16.02 requires a merit brief have attached to it an appendix) then the 

document must be uploaded to the E-Filing portal as a single PDF file. 

 

To upload each document, click the Add PDF button next to the description and select 

the appropriate document in the window that appears. Only one document may be 

uploaded at a time. By default, the filing parties will be those associated with the attorney 

logged into e-filing. To delete a document, click the Delete button that appears to the 

right of the document title. All required documents must be attached before your filing is 

submitted.  

 

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).  

 

 

ii. Additional Documents 

If you would like to include additional documents with your initial filing, indicate the 

number of documents in the appropriate box and the corresponding number of spaces will 

appear to add and describe them. It is not necessary to fill all available rows prior to 

submitting your filing – as long as required documents are uploaded, other documents 

may be added after the initial filing, as described previously. All documents must be in 

PDF format. Descriptions should be brief, similar in length to the descriptions of the 

required documents. Descriptions cannot be edited once the associated document is 

uploaded - to modify a description, delete the associated document, enter a new 

description, and upload the document again. Longer comments may be added in the box 

below the documents.  

 

To upload a document, click the Add PDF button and select the appropriate document in 

the window that appears. Only one document may be uploaded at a time. To delete a 

document, click the Delete button that appears to the right of the document title.  

 

iii. Payment 

 

The fee associated with your filing is automatically calculated and displayed in the red 

box at the bottom of the filings page. Filings without payment or appropriate 

documentation in lieu of payment will not be processed. 

 

If you are filing an affidavit of indigence or an entry appointing counsel, click the button 

to select Yes, and 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.  

 

For all other filers, a valid credit card number is required for payment. Visa, MasterCard, 

American Express, and Discover are accepted. Credit card information is submitted 

directly to the processor and is not stored within the e-filing system or elsewhere at the 

Supreme Court of Ohio. Enter your full credit card number with no spaces or dashes, and 

the expiration date, and click Submit. If your payment is not processed successfully, you 
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will have the opportunity to re-enter your card information or enter a different card. Once 

you have received on-screen confirmation that your payment has been successfully 

processed, your filing will be submitted. Upon Clerk’s Office review, if your case is not 

accepted for filing a refund will be issued. 

 

File to Existing Case 

 

 
 

To add documents to a case that has previously been filed either by you or by another 

party or attorney but does not appear in your My Cases list, click File to Existing Case at 

the top of the screen.  

 

 
 

Enter the case number and/or caption to search for the appropriate case.  

 

 
 

Click the Add Filing button on the row of the case to which you would like to add your 

filing. 

 

You can then add parties, attorneys, and filings as described earlier in this guide.  

 

Administrative Requests 

 

 
 

To make an administrative request related to a case, click on your name in the upper right 

corner of the screen and select Administrative Request. Make sure to include the case 
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number to which your request pertains or tracking number if a case number has not yet 

been issued.  

 

Profile 

 

 
 

To update the profile associated with your e-Filing account, click on your name in the 

upper right corner of the screen, then select Profile from the dropdown. 

 

Contact Information 

 

Your name and mailing address displayed is from your attorney registration information 

and cannot be changed here. To update or correct this information, call the Office of 

Attorney Services at (614) 387-9320.  

   

 
 

The e-mail address used for e-Filing notifications can be changed by clicking the Edit 

button. Changing this address will not change the e-mail address used for other Attorney 

Services communications. Once you have typed in your preferred e-mail address, click 

the Save button. 

 

Notifications 

 

 
 

To change the default setting for whether or not you will be notified by e-mail of activity 

on newly eFiled cases, adjust the button located below your contact information. 

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

can be viewed and individually adjusted in My Cases.  

 

Change Password 

 

To change your password, click the Change Password button at the bottom of your 

profile. For password-related questions and problems, please call the help desk at (614) 
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387-9980. Changing your e-Filing password will not change your attorney services login 

information – all changes made through e-filing apply only to the e-Filing system.  

 

Change Security Question and Answer 

 

To change the question and/or answer that you will use if you forget your e-Filing 

password and have changed your e-mail address, click the Change Security Question 

and Answer button. 

 

Activity Log 

 

 
 

To view a list of your recent e-Filing activity (logging on, filing cases, etc.), click on your 

name in the upper right corner of the screen, then select Activity Log from the dropdown.  

 

Logging Out 

 

 
 

When you have finished using the e-Filing system, the logout option can be found by 

clicking on your name in the upper right corner of the screen. If you need to logout 

during the process of creating a case, make sure that you have saved your work before 

clicking on the logout option.  

 

 


