The Honorable Maryellen O’Shaughnessy
Franklin County Clerk of Courts

General Division

345 S. High Street, Floor 1-B
Columbus, Ohio 43215
614.525.3621

Creating a New Case to Submit Proposed Appointment
of Special Process Server — General Division

This document will explain all the steps necessary to submit a proposed appointment for Special Process
Server in the Clerk of Courts’ General Division. For assistance, please contact the division directly at the
contact information above.

1. Log into the Filer’s Interface.

Electronic Filing

F'“"*.'!';‘..ES“““ wt il

Welcome Termsofuse Paymentpolicy Support powered by eFlex from Tybera
Log In

Enter your User Name and Password.

User Mame: |AJSMITH
Forgot Your Password?

Request Account

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

This new service will allovr 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 New Case.
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Franklin (Eoumy
esfilng

Electronic Filing

user: SUZIE PROCESSSERVER

Home

m File news case

e subsequent document to existing case
Check the status of filings

List of my cases

Review Notifications
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The Honorable Maryellen O’Shaughnessy
Franklin County Clerk of Courts

General Division

345 S. High Street, Floor 1-B
Columbus, Ohio 43215
614.525.3621

3. Click on the correct court — “GENERAL DIVISION, COURT OF COMMON PLEAS”.

- e Loem G Electronic Filing
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user: SUZIE PROCESSSERVER

Home 3» MNew Case Filing: Court

Court

Description
DOMESTIC RELATIONS AND JUVENILE, COURT OF COMMON PLEAS
GENERAL DIVISION, COURT OF COMMON PLEAS
PROBATE COURT, COURT OF COMMON PLEAS
TENTH DISTRICT COURT OF APPEALS

4. From the Court page, click the correct court division.
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Franklin County
e#Filing

Electronic Filing

user: SUZIE PROCESSSERVER

Home 2» 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 éounzy
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Electronic Filing

user: SUZIE PROCESSSERVER

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

Case Types

Description
Civil
Executions
Judgment
Lis Pendens
Miscellaneous
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The Honorable Maryellen O’Shaughnessy
Franklin County Clerk of Courts

General Division

345 S. High Street, Floor 1-B
Columbus, Ohio 43215
614.525.3621

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

)

Franklin County
e+Filng

Electronic Filing

user: SUZIE PROCESSSERVER

Home 3» New Case Fiing: Court 3» New Case Fiing: Court 3» Case Types 3» Case Subtype

Case Subtype

Description
Miscellaneous (Miscellaneous Cases)

Senate Bill 10 (Adam Walsh Act)

| Back |

7. Click on Add My Parties.

Electronic Filing

user: SUZIE PROCESSSERVER

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

=Y BT [

. . Revised and Approved CLCT Comm 1/2016 ) ]
Clerk.FranklinCountyOhio.Gov PP FranklinCountyAutoTitle.com

614.525.3600 614.525.3090




The Honorable Maryellen O’Shaughnessy
Franklin County Clerk of Courts

General Division

345 S. High Street, Floor 1-B
Columbus, Ohio 43215
614.525.3621

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

Home Wew Cass Fiing Coo e CEss Fiing Toot Cesd ypas CEse SuDtype ese cnliston Acoe el

Add a Party
Party Information Additional Aliases or Business Hame for Party
Businass () Pensan @ Business () Pansan @
First Nama: = [oe | First Nama: = [ |
Micdle Initisk l:l Miggle Initisk |:|
Lest MNama: ™

Last Mama | |
{or Business Name)

{or Business Name)

Cresignation: l:l Cresignation: I:l

Mail Mama | | Eﬂ]
Address Line 1; * |43 EFFTH | Type Alias (Business Name) Delete
Agorzsz Line 1t | |
Representation for this Party
Address Line 3 | |
Last Name Supreme Court No. State Delete
Cioys ™ [cauress |
Add Anotheror Replace Attorneys
Attorney’s Last Name: [PRocess seRvR |
Supreme Court Na [1o0o043 |
Add Additional Addresses .
Bar State Crhio
e | @
Address Delete
ok [t |
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The Honorable Maryellen O’Shaughnessy
Franklin County Clerk of Courts

General Division

345 S. High Street, Floor 1-B
Columbus, Ohio 43215
614.525.3621

9. 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.: 11000043 |
Bar State: Ohio

Add

10.Click on the Add Other Parties button.

Electronic Filing

usan SUZIE PROCESSSERVE!

Case Initiation:Miscellaneous (Miscellaneous Cases)

Filer Referznoz Mo l:l {Enter your office reference number - if applicable)
Add Case Participants ETTE

Participant Name Role Attorney(s) for Party
. B B JOEIOHNSON Primary Plawlil PROCESS SERVER

B3 T =3
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The Honorable Maryellen O’Shaughnessy
Franklin County Clerk of Courts

General Division

345 S. High Street, Floor 1-B
Columbus, Ohio 43215
614.525.3621

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

Horma HWew L3552 Fiing Tout R 52 R

Add a Party

Party Information

Parry Tyo= | Primary Defendant vl

Business  {%) Person O

First Mama ©

|
Middle Initist l:l

Last Namas ™ |
ior Buszinzss Mame)

APPCINTMENT PROCESS SERVER |

Msil Nama |
Address Line 1: * [345 s 1w =7

Add Additional Addresses

Address Delete

ng oot T3 Types LEssSubtype L2 n

=tion RGOS Party

Additional Aliases or Businass Name for Party

e

Business () Person &
First Mama * |
Middle Initizt I:l

Lzst Nama: ™ |

(- Businzss Name)
L]

Drsignation:

Type Alias{Business Hame) Delets

Representation for this Party

Last Hame

Add Anotheror Replzos Amorney

Supreme Court Mo State

Delete

Armorney s Last Nama |

Supreme Court Nou: |

Bzr Stz
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The Honorable Maryellen O’Shaughnessy
Franklin County Clerk of Courts

12. After entering the parties, click on Next.

General Division

345 S. High Street, Floor 1-B

Columbus, Ohio 43215
614.525.3621

)

Franklin County
e+Filng

Home =» Mew Case Fiing: Court 2» New Case Filing: Court 3# Case Types 2 Case Subtype 3% Case Initiation

Case Initiation: Miscellaneous (Miscellaneous Cases)

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

Participant Name Role Attorney(s) for Party
KXo JOE JOHNSON Primary Plaintiff PROCESS SERVER

b APPOINTMENT PROCESS SERVER  Primary Defendant

Jooi | sove oo Jrext

Electronic Filing

user: SUZIE PROCESSSERY

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 My Profile Log Out
| [ G ] | | |

Home =2 New Case Fiing: Court 2 New Case Filng: Court 3 Case Types 2 Case Subfype 2 Case Infation 2+ Add 2 Document

Case Subtype : Miscellaneous (Miscellaneous Cases)

Document Category | v|

Document Type = | PROFOSED APPOINTMENT OF SPECIAL PROCESS SERVER ¥ |

Additional Text | |

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

Document Location |0:'a1E-FILING TESTING-DOMESTIC\Mation Filings\Entry.doce | Browse,.

Add to Submission

Document Name View Document  Edit Data Size  Pg Count Remove

Case Data form, xml Q 0.01 MB

Total Size: 0.0 MB

user: SUZIE PROCESSSERVER
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The Honorable Maryellen O’Shaughnessy
Franklin County Clerk of Courts -
General Division

345 S. High Street, Floor 1-B
Columbus, Ohio 43215
614.525.3621

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.

)

llanl:lulﬂ&gunry wt LAl Lo - Sy R

Home 2 Maw Case Filing: Court 2% Mew Case Fiing: Court 2» Case Types 2 Case Subtype 2 Case Initiation 3» Add 2 Document

Electronic Filing

user: SUZIE PROCESSSERVER

Case Subtype : Miscellaneous (Miscellaneous Cases)

Document Categary | v |

Document Type * | MOTION: DESIGNATION OF PROCESS SERVER V|

additional Text | |

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

Document Location |O:'a_1E-FILING TESTING-DOMESTIC\Motion Filings\Motion for prnces{ Browse...

Add to Submission |Gl

Document Name View Document  Edit Data  Size  Pg Count Remove
Case Data form, xcml @ 0.01MB
PROPOSED APPOINTMENT OF SPECIAL PROCESS SERVER Order.docx 0.01MB - [E:‘

Total Size:  0.01MEB

o] _vove oDranJrext

IDD!’TB

15.You will be returned to the Add a Document screen. If you are ready to submit your filing, click on
Next.
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The Honorable Maryellen O’Shaughnessy
Franklin County Clerk of Courts

General Division

345 S. High Street, Floor 1-B
Columbus, Ohio 43215
614.525.3621

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.

Hore %ew Cesz Fiing oo Wi Cesz Fiing Lo T ypas Lzss S0DType Ces= nfelon ACC = Docirant Heview anc Aporove Fing

Review and Approve Filing

Case Title : JOE JOHNSON -VS- APPOINTMENT PROCESS SERVER

Case Subtype : Miscellaneous (Miscellaneocus Cases)

Ganerzszn Cazs Dam {CHange Came Data
Document(s) o be Submined: [ el
Document Name View Document
PROPOSED APPOTHTMENT OF SPECIAL PROCESSSERVER  Etry.docx
MOTION: DESIGHATION OF PROCESS SERVER Matiean Tor prooess server pdf
Spezl F netrections for the Cles
P=ymant Matho

3 INDIGENT/DEFER
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The Honorable Maryellen O’Shaughnessy
Franklin County Clerk of Courts

General Division

345 S. High Street, Floor 1-B
Columbus, Ohio 43215
614.525.3621

17.Click OK.

Windows Internet Explorer E|

\_?/' Click OK 1o file to the Court,

(0] | Cancel |

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

é PayGOV.USs

information.

The fellowing paymants Payment Information - Franklin County Clerk of Courts
zre zcceptad foryour
transacticn Car:hcl:erFirstLCE |
Mame
i Crediv/Debit Lesthzm= [ ornzon |

Address |_13 E FIFTH

City: [coL iy BUS |
. s -
| Review and Pay -> | tats

Billing Phans |5-4_343_3:3:

[ Cancel and Go Back ] ‘r'curEmaiIFl.::rsss|
Optionzl
Flat Comwenkence 3105
Fas: Card Mumber: (41919191111 111 11
Saymmamr Toma: ;;5,3_:- Security Code Three erfour-digit code printed on back of card
Tty METRICS Expiration Date: | pgy | | ETT i
oty o (EE—
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The Honorable Maryellen O’Shaughnessy
Franklin County Clerk of Courts

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

General Division
345 S. High Street, Floor 1-B
Columbus, Ohio 43215

614.525.3621

“1 Agree

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

If you would like to make
any changes to the
information you have
entered, please select the
page from the buttons
belaw.

[ <-- Edit Payment Info ]

Submit Payment ->
[ Cancel and Go Back ]

< PayGGOoOVvV.USs

Payment Information - Franklin County Clerk of Courts

Cardholder Name: JOE JOHNSON
Address: 43 E FIFTH
: COLUMBUS, OH
Credit Card: VISA gr®#sssss®=s1111 exp 11/17

Payment Amount: $35.00
Convenience Fee: 51.05
Payment Total: $36.05

Copyright © 2009 PayGov, LLC  yavaw.PavGov.US

Done

4@

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
exFiling

Submission Confirmation

Fiing Status _|

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 repository. Once the decuments 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.

Electronic Filing

user: SUZIE PROCESSSERVER
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