Creating a new case to submit a Proposed Appointment of
Special Process Server

1. Loginto the Filer’s Interface.

Electronic Filing
powered by eFlex from Tybera
LogIn

Enter your User Name and Password.

User Name: |AJSMITH

Foract Your Pessiiord?

Request Account

Welcome to the Franklin County's e-Filing website.

This news service will allovs you to initiate a case or file to an existing case electronically. But you must first
request an account which is then approved by the Clerk.

Please review the Terms of Use policy.

Thank you for your participation in the use of our new e-filing system.

Done & Local intranet #100% -

2. Click on Néw Case.

Electronic Filing

user: SUZIE PROCESSSERVER

New Case File new case

File To gxi§ e subsequent document to existing case
BT Check the status of filings

OLCCeET I List of my cases
LU Review Notifications




3. Click on the correct court.

Electronic Filing

user: SUZIE PROCESSSERVER

Home 3» New Case Filing: Court

Court

Description

TIONS AND JUVENILE, COURT OF COMMON PLEAS
GENERAL DIVISION, COURT OF COMMON PLEAS

PROBATE COURT, COURT OF COMMON PLEAS

TENTH DISTRICT COURT OF APPEALS

DOMESTIC Rigp#

4. From the Court page, click the correct court division.

)

Franklin County
e #Fiing

Electronic Filing

user: SUZIE PROCESSSERVER

Home 3» New Case Fiing: Court 2 New Case Filing: Court

Court

Description
CIVIL DIVISION
CRIMINAL DIVISION Coming Soan

5. From the Case Types page, choose the Miscellaneous case type.

)

Franklin County
e#Fling

Electronic Filing

user: SUZIE PROCESSSERVER

Home 2» New Case Filing: Court 3» New Case Filing: Court 3» Case Types

Case Types

Description
Civil
Executions
Judgment
Lis Pendens

Miscellaneous




From the Case subtype page, choose the Miscellaneous (Miscellaneous Cases) case
subtype.

)
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efilng

Electronic Filing

user: SUZIE PROCESSSERVER
Home =» New Case Filing: Court 2» New Case Filing: Court 2» Case Types 2» Case Subtype

Case Subtype

Description
Miscellaneous (Miscellaneous Cases)
Senate Bill 10 {Adam Walsh Act)

sHack )

7. Click on Add My Parties.

L)

Electronic Filing

user: SUZIE PROCESSSERVER

Home 2» New Case Filing: Court 3» New Case Filing: Court 3 Case Types 3» Case Subtype 2» Case Initiation

Case Initiation: Miscellaneous (Miscellaneous Cases)

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

Add Case Participants
Participant Name Role Attorney(s) for Party

Back [ Save to Draft \




8. Add your Party Information. The required fields have asterisks by them.

9.

Home Hew Lasa F

Add a Party

Party Information
Paroy Thypa

Business () Person

ngt oot Tty CEss Fling Coot 58 ypas Case MUty pe LEs= Inliston Aotz Feml

Additional Aliases or Business Name for Party

Tynu Rl Known As  |w

o] Business  {J) Person o]
e | First Namat * [ |
] Middle Initisk ]

(o Buginzss Nzma) | |

|43 ERFTH | Type Alias (Business Name) Delete
| | Representation for this Party

Last Name Supreme Court No. State Delete
[ounels |

Acd Another or Replzce Atorneyw:

43215 Attormey's Last Name: |FROCESS SERVER |

Supreme Court No [1000043 |

Add Additional Addresses

Address Delete

Bar Stam Ohio

= ]

B=

Important: Make sure that under the Representation for this Party, you enter PROCESS
SERVER as Attorney’s Last Name and 1000043 as Supreme Court No. Click Add, and click on

Next.

Representation for this Party

Last Name Supreme Court No. State  Delete

Add Another or Replace Attorney:

Attorney's Last Name: |PROCESS SERVER |
Supreme Court No.: 1000043 |
Bar State: Chio




a. If you are an attorney, or are filing on behalf of an attorney, you need not fill in this
information; it will appear automatically on the case information just like any other
e-Filed document.

b. This also means that, if filing as or on behalf of an attorney, you will show up on the
docket as representing counsel for the process server.

10. Click on the Add Other Parties button.

Electronic Filing

usert SUZIE PROCESSSERVE!

Haorme Few Casz Filing Court MNasy Case Filing Couwt Ces#Types Case Suboyps Case Infistion

Case Initiation:Miscellaneous (Miscellaneous Cases)

FirRefoenceNo [ | (Eweryourof
Add Case Participants EETE

Participant Name Role Artorney(s) for Party
& E JOEIJOHNSON Primary Plawriilf PROCESS SERVER

fioe reference rumber - F zpplicsble)

B = =

11. Choose the Business radio button and enter in Appointment Process Server in Business
Name filed. Enter in the court’s address. Click Next.



Home Wew LEse Filing: Doort Haey Lese Filng Doot Les

Add a Party

Moozt
Party Information
Party Type:

Business (&) Person
Firzt Mzma ©
Middle Initizk

Lzst Nama: ™
(- Buszinzss Mame)

Deesignation:

Mzil Mama
Adonzss Line 1t 7
Azaoress Line It
Azaress Line 3t
City: *
T

Zip | Postzl Coda *

W D0 D2 ST VE0 MUST D2

|p—ira—~,r Deferdant v|

<
| |
[]

|APPOINTMENT PROCESS SER\ER |

[caunes |
DHIO v

Add Additional Addresses

Address Delete

UDEE L=5= SLDr, D= LEss [nbenon AoS = PEp

Additional Aliases or Business Name for Party

Typa Alsg Krown As w

Business  {_) Person &
Firzt Mzma © |
Middle Iriiat ]

Lzst Namat ™ |

(o Buginzss Nama)

Cresignation: l:l

A

Type Alias{Business Name) Delete
Representation for this Party
Last Name Supreme Court Mo, State Delete

Add Another or Replace Attorney
AtorreysLast Nama | |
Supreme Court Mo | |
Bar Statst Chic

B




12. After entering the parties, click on Next.
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Electronic Filing

user: SUZIE PROCESSSERY

Home 2 New Case Fiing: Court 2» Mew Case Fiing: Court 2» Case Types 3» Case Subtype 2» Case Iniiation

Case Initiation: Miscellaneous (Miscellaneous Cases)

Filer Reference No I:I (Enter your office reference number - if applicable)
Add Case Participants

Participant Name Role Attorney(s) for Party
XKoo JOE JOHNSON Primary Plaintiff FROCESS SERVER

X APPOINTMENT PROCESS SERVER  Primary Defendant

13. From the Add a Document page, choose the Proposed Appointment of Special Process
Server from the Document Type dropdown. Browse for your Word document, and click
on Add.

Note: eFlex will not allow a Proposed Order to be submitted alone. Another document
(Motion: Designation of Process Server) must be uploaded as well.

| Home | efile ] Cases | MyProfile | LogOQut | user: SUZIE PROCESSSERVER

Home = Mew Case Fiing: Court 22 New Case Fiing: Court 2» Case Types 2 Case Subfype 2 Case Initiztion 2» Add 2 Document

Case Subtype : Miscellaneous (Miscellaneous Cases)

Document Category | v|

Document Type * | PROPOSED APPOINTMENT OF SPECIAL PROCESS SERVER ‘

Additional Text | \

Acceptable File Format(s) (*.pdf,™.tif)

Document Location  [0:\1E-FILING TESTING-DOMESTIC\Motion Flings\Entry.docx [

Add to Submission

Document Name View Document  Edit Data  Size  Pg Count Remove
Case Data form. xml E{ 0.01 MB

Total Size: 0.0 MB

Move to Draft




14. Choose the Motion: Designation of Process Server from the Document Type dropdown.
Browse for your pdf document, and click on Add. Click on Next.

1)

Electronic Filing

user: SUZIE PROCESSSERVER

Home 2 Maw Case Fiing: Court 2% Mew Case Fiing: Court 2 Case Types 2 Case Subtype 2 Case Inimiation 2 Add 3 Document

Case Subtype : Miscellaneous (Miscellaneous Cases)

Document Category |

Dacument Type = | MOTION: DESIGHATION OF PROCESS SERVER v |

Additional Text | |

Acceptable File Format{s) (*.pdf,™.tif)

Document Location |O:\1 E-FILING TESTING-DOMESTIC\Mation Filings\Mation for Drocesi Browse, .

Add to Submission

Document Name View Document Edit Data Size Pg Count Remove
Case Data form. xml E 0.01MB
PROPOSED APPOINTMENT OF SPECIAL PROCESS SERVER Order.docx 0.01 M8 - B

Total Size:  0.01MB

lDUmE

15. You will be returned to the Add a Document screen. If you are ready to submit your filing,

click on Next.



16. From the Review and Approve page, you may verify that you’ve uploaded the correct
documents, delete or add more documents, edit the information you’ve entered and/or
send a note to the clerk or court along with your filing. Once you have confirmed that you
are ready to submit your filing, click on Submit the Filing.

Note: The radio button will default to Pay by Credit Card since there is a filing fee on
Miscellaneous cases.

Homs e Cess Fiing oot e CEss Fiing o0 C25% | ypas Czs= %Lty ps 532 nielion ACC 2 Docimant HeviEw 2nd Amprove Fiing

Review and Approve Filing

Case Title : JOE JOHNSON -VS- APPOINTMENT PROCESS SERVER

Case Subtype : Miscellaneous (Miscellanecus Cases)

Ganarstes Csss Datz (Cange o= Dnta

Documents) o be Sutmimed: [ el

Document Name View Document
PROPOSED APPOINTHMENT OF SPECIAL FROCESSSEAVER,  Etry.docx

Mcfion Tar process sarver pdl

MOTION: DESIGNATION O

Pzymant athoo

O INDIGENT/DEFER

o] om0ty | Poretonar | smame |




17. Click on OK.

Windows Internet Explorer E|

\'\?/' Click OK 1o file o the Caurt,

Ok

| Cancel |

18. eFlex will direct you to the PayGov site where you will be required to enter in your credit
card information.

PayaOov.Us

The fellowing payments
ars accepted feryour
transactien

Payment Information - Franklin County Clerk of Courts

Car:hcl:erFirstluCE |
MName
& Cradit/Debit

LastMame LCI—hECh |

Address |.13 E FIFTH

City: [ooL UM BUS

| Review and Pay -= |

State

Zip Code
Eilling Phens |§-4_343_3:3:
[ Cancsl and Go Back ] “Your Email Address |

]
2]
(=%
o
3
I

Card Type: | VIS&

VISA

W
aymmam To 535_3_:- Security Code Thrae erfeur-digit cede printad en back of carg
ATty M ETRICS Expiration Date D
I Certified

o | [ETER—

V
u
&)

10



19. If you agree, click the Agree checkbox. Click on Submit Payment.

PayGOov.Us

1 Agree

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

Cardholder Name:
Address:

Credit Card:

Payment Information - Franklin County Clerk of Courts

JOE JOHNSON
43 E FIFTH

: COLUMEBUS, OH

#*1111 exp 11/17

If you would like to make

Payment Amount: $35.00
any changes to the
infarmation you have Conwvenience Fee: 51.05
entered, please select the Payment Total: $36.05

page from the buttons

below Copyright @ 2009 PayGov, LLC

v, PayGov.US

[ <-- Edit Payment Info ]

Submit Payment -> |
[ Cancel and Go Back ]

Done

3@

20. Your filing is complete. From the Your Filing has been submitted page, you may click on Filing

Status to view the status of your submission.

)

Franklin County
eFiling

Electronic Filing

user: SUZIE PROCESSSERVER

Submission Confirmation

Your Filing has been submitted

Case Type: Miscellaneous (Miscellaneous Cases) -
Note: This filing is now being processed and added to the Clerk of Court document repositery. Once the documents associated with your filing have been stored,

a receipt will be issued to you. You may view the status of this filing, and access your receipt for 90 days, after which it will be purged from this system. The
documents will be retained and available long term through the Clerk of Court.

_Filing Status |
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