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Introduction

This document will assist users in the electronic registration and submission process of Court filings
through the Cuyahoga County Probate Court E-File System.

Attorneys and non-attorneys can electronically file their Probate Court documents after registering to
use the Court's E-File System. If you should have a legal question regarding your filings, you are advised
to consult a licensed Ohio attorney prior to submitting them through the Cuyahoga County Probate
Court E-File System. This system is a courtesy provided by the Court for registered users only.

This guide constitutes a living document and will be updated as the Probate Court E-File System
develops and changes.

If you have questions about the following guide, please direct them to the Court E-File Department.
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Introducing E-Filing

E-File Basics
Effective October 13, 2015, Name Change of Adult filings can be filed electronically.

Any individual may register to file pleadings on Probate Cases. However, e-filing on a case does not
automatically confer party status for the registered user on the case. If you have any questions, please
consult an attorney.

Registration is required. You must have a valid email address and agree to the Terms of Use.
Court costs will be charged at the time of acceptance by the Court.

Electronic filings may be submitted at any time, however, they are only accepted for filing by the Court
during regular Court hours of operation.

Computer and Scanner Preparation Prior to Login
To access the Cuyahoga County Probate Court E-File System, you will need an internet connection and
access to a standard internet browser such as Internet Explorer 9 or newer.

To view documents displayed on the Probate Court web docket, you will need any standard PDF
(Portable Document Format) file reader software, such as Adobe Reader.

If you are using a scanner to transmit paper documents to files for upload, you will need to set your
scanner to PDF file output in order to attach PDF files to your Court filings.

Document Preparation Prior to Login

Document Format
Only PDF (Portable Document Format) documents will be accepted at this time.

All PDF documents must be formatted in accordance with Ohio Rule of Superintendence 52 and any
other applicable rules governing formatting as the Court may require. For a detailed review of accepted
document format, see the Probate Court E-File System Policies and Procedures.

Registered users are encouraged to utilize Court E-File Forms located on the E-File Home page. The E-
File forms have been edited to include digital and electronic signature fields.

All submissions must be limited to five megabytes (5MB) in size. No combination of PDF documents in
one transmission may exceed 2 gigabytes (2GB) in size.



Getting Started

Navigating from the Home Page
The Home Page for the Probate Court of Cuyahoga County (Probate Home Page) can be found at
http://probate.cuyahogacounty.us/

Figure 1: Cuyahoga County Probate Court Home Page

Judge Anthony J. Russo, Presiding Judge
Judge Laura J. Gallagher

CUYAHOGA COUNTY PROBATE COURT

| E-Filing Guides |

Welcome to the Home Page for the Pr mm yahoga County
E-File Registration |
EFAOs

of the estate of a decedent who was a legal
e adminisiration of an estate is subject fo the

What is the Probate Court?

Tth'QGaI Court s & ansnee each county of Chio to supervise the 2
time of hés of her death. Each transacton mvolved
.sffneF'ru:aECun

iy ithis Le’mbae(..;..'s urisdiction are: isuance of marriage licenses, adoptions, guardianship proceedings, the
involuntary commitment of the mentally ill, and land appropriation cases
For information on the Cuyahoga County Couwt House, click b

Local Rules of the Court

The Probate Court Electronic Filing System Home Page (E-File Home Page) and menu can be found by
selecting the blue ELECTRONIC FILING tab located at the top of the screen.

The E-File Home Page includes:

e Basic information necessary for filing

e The Probate Court E-File System Terms of Use — required for registration
e The Probate Court’s E-File System Policies and Procedures

e The Court’s E-File User Guide, forms and filing guides.

Figure 2: The E-File Home Page Menu

What is the Probate Court?




Figure 3: E-File Filing Guides
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CUYAHOGA COUNTY PROBATE COURT

Probate Court E-File Filing Guides

Piease follow the procedures outiined below
Miscellaneous Case Types
Name Change - Aduff Filing Guide

00 o Page

Figure 4: E-File Forms
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Search by Form Topic

Search by Form Number

|Name Change




Figure 5: E-File FAQs

Judge Anthony J. Russo, Presiding Judge
Judge Laura J. Gallagher

CUYAHOGA COUNTY PROBATE COURT

Probate Court E-Filing Frequently Asked Questions

How do | contact the E-File Help Desk?
Email: probate efle@cuyahogacounty us

Phone: (216) 443-8948

Who can E-File?

Anyone with 3 valid email address may register to e-file. Users must agree io our Terms of Lise and should reference the Probate Court's Policies and Procedures prior 1o
using the E-File Systemn. For technical help with document submissions or use of the E-File Systam, see our E-File User's Guide

Teoof Pege

Do | need special software to E-File?

No. The Probate Court's E-File System can be accessed by most commercial browsers after registration with a valid email address
Ioo ol Fage

Do | need special hardware to E-File?

No. However, paper documents you wish to submit through the Court's E-File System will need Io be scanned into a computer as PDF attachabie flles, using 3 scanner of
scan funclions found on most commercial home printers. Please refer 1o your scanner of printer manual for assistance

Top of Page
Can | E-File all Probate Court case types?

Effective October 13, 2015, Name Change of Aduit flings can be filed electronically. When addiional casa types are available for E-File, the Court will post announcements
on its homepage as wedl as at the E-File homepage

Too of Pace
Are there certain hours of the day when | can E-File?

You may login to your account and submit filings al any time. However, flings will not be reviewed by the Court outside of the regular busingss hours, 830 am o 415 pm.,
Monday through Friday, excepting legal holidays.

Any document submitied after 4:15 p.m. shall be deemed fo have been submitied at 8:30 am. on the next Court business day. Any document fled on a Saturday, Sunday, or
lagal holiday shall be deemed to have bean submitied at 8:30 a.m. on the next Court business day

Tog of Page
How do | know if my submitted files were received by the Court?

After you submil a filing, the E-File System will display a confirmation page on your screen. This page serves as proof of receipt of your submission. It contains the date and
time your filing was received, and a confirmation number you can use to help track your filing. It is recommended you print this page for your records.

Iog ol Fege
My filing was rejected; does it mean | can’t E-File this kind of document?

Filings regected by the Court aMavs Include a repection reason and can, in mosrcasas be comected and re-submitted to the Court through the E-File System. Rejected filings
can be comected (c B ed for y, etc.) and the Court within 72 hours from the time the rejection email was sent to your account address.




Figure 6: E-File Home Page

pate ¢
% 20,

G Judge Anthony J. Russo, Presiding Judge
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CUYAHOGA COUNTY PROBATE COURT

Probate Court Electronic Filing System Home Page

+ Registration is required. You must have a valid email address and agree to the Terms of Use
= Read the Policies and Procedures for detailed information about E-File standards

» Read the E-File User's Guide for technical help submitting a filing E- F | Ie

Registration
You must first register before using the Probate Court E-File System.

A name, valid email address, password, security question and answer are required to complete
registration.

Attorneys must provide a valid Ohio Attorney Registration Number.

If you are not an attorney, you must register to file Pro Se. A person filing Pro Se in a court is appearing
or filing without the assistance of a licensed attorney.!

As part of the registration process, users must agree to the Court’s Terms of Use, a copy of which is also
available on the E-File Home Page.

1 The Court will not accept filings by Pro Se account users who have retained an attorney. For more information,
see the Probate Court E-File System Policies and Procedures.
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Figure 7: E-File Registration Screen

CUYAHOGA COUNTY PROBATE COURT
E-FILING GATEWAY

CREATE AN E-FILE ACCOUNT

Password must be at least six (6) characters long with one (1) numeric value
Security Question answer must be at least six (6) characters long
All account submissions will be reviewed within 72 hours

Name
Test

Only

[ ~

Email address
tonly@cuyahogacounty us
Entor a password

Choose a security question i

WHAT IS THE NAME OF YOUR FIRST PET? w
Security question answer
spikal

& | am an attorney,  [0D00001] x

Upon submission of an account request, the Cuyahoga County Probate Court will review the request
within 72 hours. You will be notified by email with the results of your account request. As soon as your
account has been approved, you may begin to submit filings.

Figure 8: Notification of User Account Request

CUYAHOGA COUNTY PROBATE COURT

E-FILING GATEWAY

SUBMISSION SUCCESSFUL

Thank you for requesting use of the Cuyahoga County Probate Court Electronic Filing System. Your submission will be
reviewed within the next 72 hours. You will receive an email cc ion with your cred Is upon app
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Figure 9: Sample Email Notification of User Account Acceptance

Cuyahoga County Probate E-File Account

NOREPLY_EFILE@CUYAHOGACOUNTY.US
Toc Test Only;

TEST OMLY

YOUR REQUEST FOR AN ACCOUNT ON THE CUYAHOGA COUNTY PROBATE E-FILE SYSTEM HAS BEEN APPROVED.

YOU MAY VISIT HTTPS://EFILING.PROBATE.CUYAHOGACOUNTY.US/ WHEN CONVENIENT AND LOGIN WITH YOUR EMAIL ADDRESS AND PASSWORD.

Login
From the E-File Home Page, select E-File Gateway and login using your email address and password
provided in the registration process.

Figure 10: E-File Gateway Login Screen

CUYAHOGA COUNTY PROBATE COURT
E-FILING GATEWAY

To use the Cuyahoga County web gateway, please log in using the user name and password assigned to you.
Services include viewing your cases, e-filing and printing your reports.

Login 1D

Working with the E-File Gateway

After login, the E-File Gateway Home Page displays your filings submitted in the last seven days and
information about open cases.

This page is also where the Probate Court will display news and updates about the E-File System.
The blue Gateway tabs give access to a variety of functions and information:

e Home allows you to navigate to E-File forms and other Court sites
e My Cases displays your filings that have become cases

e E-Filing displays all your filings and allows you to create new filings
o Payment History displays a printable list of your payment history

11



Figures 11 — 19 describe the E-File Gateway Home Page tabs and functions in detail:

Figure 11: E-File Gateway Home Page

CUYAHOGA COUNTY PROBATE COURT TesTony B
E-FILING GATEWAY Locout B

Welcome to the Cuyahoga County Probate Court Electronic Filing System Gateway

E-Filing Guides
E-File Forms
E-FAQs
Name Change - Adult Guide

MY FILINGS (LAST 7 DAYS)

Case Number Filed Status [?7] Conf. # Filing Type Case Title

2015MSC204838 10/0872015 NAME CHANGE ADULT THE NAME CHANGE OF MARK TWAIN

B

2015MSC204541 10/0872015 NAME CHANGE ADULT THE NAME CHANGE OF KATIE DINARDI Cc

5

NAME CHANGE ADULT OK

3
=

2015MSC204830 1072015 NAME CHANGE ADULT THE NAME CHANGE OF TEST ONE

B

COQOQ
kg

2015MSC204835  10/D6/2015 294 NAME CHANGE ADULT THE NAME CHANGE OF SAMUEL CLEMENS c
MY OPEN CASES
Case Number Filed Case Title Judge
2015MSC204841 10082015  THE NAME CHANGE OF KATIE DINARDI LAURA J GALLAGHER c E
2015MSC204837 10072015 THE NAME CHANGEOF TH LAURA J GALLAGHER C E
2015M8C204838 10072015 THE NAME CHANGE OF MARK TWAIN LAURA J GALLAGHER C E
2015MSC204839 10072015 THE NAME CHANGE OF TEST ONE ANTHONY J RUSSO C E
2015MSC204835 1062015  THE NAME CHANGE OF SAMUEL CLEMENS LAURA J GALLAGHER Ccl E
2015MSC204823 9302015 THE NAME CHANGE OF BOB SMITH ANTHONY J RUSSO Cl E
2015MSC204813 GN72015  THE NAME CHANGE OF ALEXANDER HAMILTON LAURA J GALLAGHER Cl E
2015MSC204808 9MDR2015  THE NAME CHANGE OF THEODORE ADORNO LAURA J GALLAGHER Cl E
2015MS5C204805 aaro1s THE NAME CHANGE OF THOMAS JEFFERSON LAURA J GALLAGHER C E

“Home” Tab
The Home tab provides quick links to the Probate E-File Home Page, the Probate Court Home Page and
the Probate Court Web Docket.

Figure 12: E-File Gateway Home Tab Menu Options
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“My Cases” Tab
Your approved filings display on the “My Cases” screen.?

The Case Number, File Date, Status, Case Title and Judge are all displayed. You can also go to the case
information on the Probate Court Web Docket or start an e-filing on the case from this screen.

Use filters at the top of the “My Cases” page to help you refine and organize your searches.

Figure 13: “My Cases” Tab

CUYAHOGA COUNTY PROBATE COURT TesTony B
E-FILING GATEWAY vocout B8

From [ |m 2 opencases

e = v e

To T8 [Closed Cases

Case Number Filed Status Case Title

2015MSC2043841 10082015 OPEN THE NAME CHANGE OF KATIE DINARDI LAURA J GALLAGHER
2015MSC204837 10072015 OPEN THE NAME CHANGE OF TH LAURA J GALLAGHER
2015MSC204830 10072015 OPEN THE NAME CHANGE OF TEST ONE ANTHONY J RUSSO

2015MSC204838 10072015 OPEN THE NAME CHANGE OF MARK TWAIN LAURA J GALLAGHER

2015MSC2045835 10062015 OPEN THE NAME CHANGE OF SAMUEL CLEMENS LAURA J GALLAGHER
2015MSC2045823 9302015 OPEN THE NAME CHANGE OF BOB SMITH ANTHONY J RUSSO

2015MSC204813 GNT7R2015 OPEN THE NAME CHANGE OF ALEXANDER HAMILTON LAURA J GALLAGHER
2015MSC204808 9NM0R2015 OPEN THE NAME CHANGE OF THEODORE ADORNO  LAURA J GALLAGHER

2015MSC204305 Q092015 OPEN THE NAME CHANGE OF THOMAS JEFFERSON  LAURA J GALLAGHER

el (e SRS M S e SME ) A TE2E e A ME 2 0 e
mm|m @ m m}M@ Mmmm

2015MSC204801 90872015 OPEN THE NAME CHANGE OF FUDDY DUDDY LAURA J GALLAGHER

“E-Filing” Tab

Under the “E-Filing” tab, you can view your e-filings or submit a new case filing.

Figure 14: E-File Gateway E-Filing Tab Menu Options

Home

My E-Filings
 File ANew Case

2 |f you are an attorney, and wish the My Cases screen to display both your E-Filed and non E-Filed cases, please
submit a request in writing to the Court. Once the request is processed, all of your cases with the Court, even
those that have not been e-filed, will display under the My Cases screen.
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Select “My E-Filings” to view a list of all the e-filings on your account. For detailed information about
“My E-Filings” displays, see figures 11-15.

For created cases, or filings on existing cases, the case number will be displayed. There will also be a
“Filed” Date, which is the date the filing was submitted to the Court, NOT the date it was accepted by
the Court. There is also a status indicator, the confirmation ID number, the filing type and the case title
of the filing.

You can use the different criteria at the top of the “My E-Filings” page to filter and search for e-filings.
You can also create a new e-filing by selecting the button at the bottom of the “My E-Filings” page.

Figure 15: E-File Gateway E-Filing Tab

CUYAHOGA COUNTY PROBATE COURT TesTonLy R
E-FILING GATEWAY rocout B8

E-Filing

MY E-FILINGS SEARCH

From ™ fNewCases Confirmation #
To | J ] Proposed Orders. Filing S'.a'.us[-- Select Filing Status -- hd|
Casc Number Filed Status [?] Conf. # Filing Type Case Title

2015MSC204838 10082015 303 NAME CHANGE ADULT THE NAME CHANGE OF MARK TWAIN

2015MSC204841 1DVDER2015 NAME CHANGE ADULT THE NAME CHANGE OF KATIE DINARDI c

8

300 NAME CHANGE ADULT OK

2015MSC204830 10/07/2015 297  MAME CHANGE ADULT THE NAME CHANGE OF TEST ONE c
2015MSC204835 10062015 204 NAME CHANGE ADULT THE NAME CHANGE OF SAMUEL CLEMENS C
2015MSC204801 10D12015 287 NAME CHANGE ADULT THE NAME CHANGE OF FUDDY DUDDY c

10/022015 285  MNAME CHANGE ADULT bob sméh
NAME CHANGE ADULT BLAH
281 NAME CHANGE ADULT BLAH
269  NAME CHANGE ADULT TOM SAWYER
2015MSC204813 Q202015 253 NAME CHANGE ADULT THE NAME CHANGE OF ALEXANDER HAMILTON C
247  NAME CHANGE ADULT WOODY ALLEN
2015MSC204804 GR5205 246  NAME CHANGE ADULT THE NAME CHANGE OF JOHN ADAMS C

218  NAME CHANGE ADULT OK

7
<9
7]
&)
@)
(%]
(%)
@ =
7
7
()
7]
)
7
<

211  NAME CHANGE ADULT THE NAME CHANGE OF BOB SMITH c

2015MSC204823 9102015
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E-Filing Status
There are five different statuses for an e-filing:

e “In Progress” means the e-filing was started but never finished or submitted to the court.

e “Rejected” means the e-filing was not accepted by the Court. A rejection reason will be in the
email response provided from the Court. If an e-filing has been rejected, you have 72 hours
from the time of rejection to correct the e-filing and resubmit to the Court. Otherwise a new e-
filing will be required.

o “Received” means the e-filing was submitted successfully to the Court and the Court has
received the e-filing for review.

o “Accepted” means the e-filing was filed with the Court and is now official Court record.

e “Canceled” means the e-filing was canceled by the user after submission and before acceptance
by the Court.

Figure 16: E-Filing Status Key

Status Key

Your filing is incomplete, not submitted
Your filing has been rejected by the court
Your filing has been received by the court
Your filing has been accepted by the court

You have canceled this filing

@000

To View Filing/Submission Status and Details

Click on the confirmation number on either the “E-File Gateway Home Page” or from “My E-Filings” to
see details about the e-filing. Details include the Case Title, Case Number, Judge, E-Filing Status, Filing
Start Date, Filing Submitted Date (not the date the filing was accepted by the Court), any attached
documents, charges and fees.

If an “In Progress” e-filing has not been submitted to the Court, the e-filing can be cancelled, edited or
removed. If you cancel the filing, it will still display in your “My E-Filings” list, if you remove the e-filing,
it will no longer display in any area of the E-File Gateway.

15



Figure 17: E-Filing Overview — In Progress

CUYAHOGA COUNTY PROBATE COURT
E-FILING GATEWAY

FILING OVERVIEW

Below is an overview of your e-filing. You may cancel your e-filing if it has not yet been accepted by the Court. You may also make comections and resubmit your
e-filing if it has been rejected by the Court

Conf. # 203
Case Tithe THE NAME CHANGE OF MARK TWAIN
Case Number 2015M5C204333
Judge GALLAGHER/LAURAM

Filing Status Filing i incompietes, not submitted Docket es File Name

|y WAIVERS OF NOTICE*TAFILED 2 22 Dempty pdf

Filing User TEST ONLY
Filing Started 10V082015
Filing Submitted 10082015

A “Received” filing can only be cancelled or removed. Once an e-filing has been received by the Court, it
cannot be edited. If changes need to be made please cancel or remove the e-filing and submit a new
one.

If you cancel the filing, it will still appear in your “My E-Filings” list. If you remove the filing, it will no
longer appear in any area of the E-File Gateway.

16



Figure 18: E-Filing Overview — Received by the Court

CUYAHOGA COUNTY PROEATE COURT TesTony B

E-FILING GATEWAY ocout B8

FILING OVERVIEW

Below is an overview of your e-fling. You may cancel your e-filing if it has not yet been accepted by the Court. You may also make corrections and resubmit your
e-filing if it has been rejected by the Court

Case Title MY CLIENT'S DAUGHTER MY CLIENT'S DAUGHTER
Case Number Case nol ereated yet
Judge Judge not assigned ye!

Filing Status Recewed

Pages File Name

Filing User TEST ONLY APPLICATION TO
Filing Started 021172015 (2 CHANGE NAME 2 NameChange Adult Woolf pat
Filing Submitted 02/11/2015 (MINOR) FILED.

Filing Charges $130.00
Convenience Fee 34 95

Total Deposit Pending Approval $134 95

“Payment History” Tab

The “Payment History” screen will display charges made on e-filings accepted by the Court which require
Court costs.

The Case Number, Filed, Conf. #, Filing Type, Deposit, Convenience Fee, Pay Type (payment method),
Authorization, Receipt Date and Receipt Nbr are displayed on the Payment History screen.

You can use the different criteria at the top of the “Payment History” page to filter and search for
charges.



Figure 19: E-File Gateway “Payment History” Tab

CUYAHOGA COUNTY PROBATE COURT

E-FILING GATEWAY

Payment History

PAYMENT HISTORY

Case Number

" rpe o y - ecol
Case Number Filed Filing Type  Deposit Type e ot Authorization Receipt Nbr

2015MSC204504 QDAR01S 208 ASENO $5000 5200 « 1114 c
2015MSC204804 100772015 206 ENsTS $5000 5200 c 11 c
2015MSC204313 9102015 205  NEWCASE 513000 S495 ce 1111 6063885 9172015 155000003170 C
2015MSC204808 Q92015 203  NEWCASE  S13000 5495 ce 1111 5063560 9102015 155000003163 C
2015MSC204838 10072015 202 MEW CASE $13000 5495 £ 111 6064226 10072015 155000003210
2015MSC204805 Q0S2015 201  NEWCASE 513000 5495 ce 111 5063478 0082015 155000003160 (C

(o

H0A2015

2015MSC204304 9092015 NEW CASE 155000003152

18



Initiating a New Case
You can initiate a new case e-filing from the “E-Filing” tab menu, either through the “My E-Filings” page
or the “File a New Case” page. Specific filing guides are provided on the E-File Home Page.

Defining Basic New Case Information

On the “New Case Filing” screen you must select a Case Category, a Type of Filing, and a Case Title for
your filing. A Case Title is chosen by you to assist you in identifying your case. The Note to Clerk area is
optional.

Figure 20: Define the New Case E-Filing by Selecting a Case Category, Case Type and Inputting a Case Title

CUYAHOGA COUNTY PROBATE COURT TesTony B
E-FILING GATEWAY Locour B8

Filo aNew Case CaseSetup Mp CaseParty P nents P Review PP Payment pp

NEW CASE FILING

Enter tha New Case Information below. Whan you are finished entering the data please cick the [Save & Proceed] button 1o confinue 1o the nexd scroen

Case Category 'C_I‘."IL:'M:SF_JELLANEQUS |
Type of Filing _NﬂMf: CHANGE ADULT v
Case Tite [JOHN ADAMS | imas 200 charmsters
Mote fo Clerk |

| saveandProceed | | save || Cancel |

“Save and Proceed” will save the case information and move you to the next area of the filing.

“Save” will save the case information you have completed up to that point.

“Cancel” will exit the filing and take you to the E-File Home Page. This will cancel your filing if you have
not already selected “Save and Proceed” or “Save”.

Adding Case Parties
After adding basic case information, add case parties. Ensure the parties and information you enter
match the parties and information on your application.

Select the party role and indicate whether the party is a person or company. Once all the required
information is input, please select the “Save Party” button on the middle left of the screen to add the
party to the e-filing. Do this as many times as needed for each party role until all requirements for the
filing are met.

NOTE: Different information will be required based on the party role selected. Specific party
requirements for the different filings are provided in the guides located on the E-File Home Page
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Figure 21: Adding Case Parties — Person

File a New Case Case Setup pp CasePary pp Docu

ADD PARTY MEMBERS

Party Role[ Select Party Role —

E-FILING GATEWAY

Enter the Party Information. Click the [Add This Party] button to add the party member to the fling. You can add an unlimited number of party members this way. When
you are finished click the [Save & Procead] button below the party member review section

w) Parson () Company

First Name

Middle Name |
Last Name |
Sui

Date of Birth |

— Select Address .Typé -

| Prone Number|
[[]Foreign Address ] Unknown Address

w

Address Line 2|

Cll‘s’i

State|-- Salect State --
Country [UNITED STATES

PARTY ROLE REVIEW

No persons have been added to this lis? yet. You may add one above.

CUYAHOGA COUNTY PROBATE COURT Testony R
our B8

[]1 am representing this party member




Figure 22: Adding Case Parties — Company

CUYAHOGA COUNTY PROBATE COURT TesTony B

E-FILING GATEWAY Locout B8

File a New Case Case Setup pp CasePardy pp Documents pp Review pp Payment pp Con

ADD PARTY MEMBERS

Enter the Party information. Ciick the [Add This Party] bution 1o add the party member to the filing. You can add an unlimited number of party members this way. When

Party Rofoi -- Select Party Role - | []1 am representing this party member
{1Person (¥) Company
Company Name|
Phone Type - Phone Type — w|Area Code| | Phone Number|

[ Foreign Address [ I'Jnl.-\;vxmd'ess

Address '.-De|r-_- Select Address Type — K%
Address Line ‘I ) |
Address Line 2| |
-3!?;! |
State[— Select State — v| 2ipCode| ]
Country [UNITED STATES v

PARTY ROLE REVIEW

No persons have been added 1o this ist yel. You may add one abave.

Once the party has been successfully added, you will see your party information displayed near the
bottom of the screen in the “Party Role Review” area. You can edit the party information by selecting

the edit button F You can remove the party by selecting the delete buttonﬁ.

NOTE: If you are identified by a single name only please type it in the Last Name field.
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Figure 23: “Party Role Review” Area

PARTY ROLE REVIEW

NEWNAME1: JONATHANANDRES ¥ b
123 ALPHABET STREET
OHIOLAND, OH 12345

UsA
(216) 555 - 5555

OLD NAME1:  JOHN ADAMS Ztd
123 ALPHABET STREET
OHIOLAND, OH 12345
USA
{216) 55

Once all parties have been added, select “Save and Proceed” to move onto the next area of the e-filing.

Adding Documents on a New Case
After you add parties, you must add the documents for the E-Filing.

Figure 24: Add a Document

CUYAHOGA COUNTY PROBATE COURT TesTony B
E-FILING GATEWAY wocout B8

File a New Case (3

up M CaseParty M Documents W Review P Payment pp

ADD DOCUMENTS

DocumentDocketFile Path
[APPLICATION TO CHANGE NAME (ADULT) |
[APPLICATION TO CHANGE NAME (ADULT) FILED. v/
Browse

Number of Pages| mar #559
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Please select “Browse” and locate the PDF file that will be used for the filing. Highlight the document
and select “Open.” From the Gateway Add Documents screen, enter the Number of Pages and select
“Add the Document” to attach to the E-Filing. Only PDF documents will be allowed.

Figure 25: Browse for Document

=) Choose File to Upload

Organize » New folder =+ 0 @

= Name Date modified Type Size

{ Favorites

Bl Desktop ™ NameChange_Adult.pdf 5/1/201510:54 AM  Adobe Acrobat D... 94 KB
& Downloads

=, Recent Places

% SkyDrive -

+a Libraries
| Documents
&) Music
=/ Pictures

B Videos

.~ Computer
&, Windows (C) =

File name: NameChange_Adult.pdf - f..nil Files (*.") 'J

Qpen |v | Cancel J

After you have added the document, it displays in the “Document Review” area.

Figure 26: “Document Review” Area

DOCUMENT REVIEW

Pages File Name

NameChange_Adut pdf g

ATION TO CHANGE NAME (ADULT) FILED.

Save and Proceed

Select “Save and Proceed” to continue.

Adding Supplemental Documents to a New Case Filing
To add supplemental documents to a new case filing select the Supplemental Documents Filed as the
document.
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Figure 27: Adding Supplemental Documents

CUYAHOGA COUNTY PROBATE COURT Testony B
E-FILING GATEWAY Locout B

File aNew Case CaseSetup p CasePary P Documenis pp Beview W Payment M Confirmaton

ADD DOCUMENTS

Please aftach any POF format documents to suppor your fling. Click the [Browse] bution to open a navigabion window. Then navigate 1o and select your POF
document and click [Add This Document]. When you are finished click the [Save 8 Proceed] button below the Document Review secton

This filing requires the following document(s)
= APPLICATION TO CHANGE NAME (ADULT) FILED

DocumentDockstT AP

SUPPLEMENTAL DOCUMENT(S) FILED |

[ Browse
Number of Pages max 3595)

DOCUMENT REVIEW

Docket Pages Filo Namo

|2y APPLICATION TO CHANGE NAME (ADULT) FILED. 4 NameChange_Adult pdf B

Please select “Browse” and locate the PDF file that will be used for the filing. Highlight the document
and select “Open.” From the Gateway Add Documents screen, enter the Number of Pages and select
“Add the Document” to attach to the E-Filing. Only PDF documents will be allowed.
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Figure 28: Browse for Document

Organize v New folder =~ 0 @&
| RecentPlaces *  Name . Type Size i
@ SkyDrive ' hall File folder

. Jones File
~9 Libraries Kimble File fo
': Documents . NameChange File folder
@' Music , Torres
=/ Pictures = ‘_i'_zz.Oempty.pdf
B videos @] Metion for Proposed Order.docx -

i‘. NameChange_Adult.pdf
s Computer ) PCSR540.4if
&, Windows (C:) %) Proposed Order.docx
s HP_RECOVERY ([ ‘i‘ ReceiptDepositl.pdf
5 kdinardi (\\pefpl T ReportDistribution.pdf
& proware (\pefpl _ |95 NameChangeSupplemental.pdf

Adobe Acrobat D...

File name: NameChangeSupplemental.pdf ¥ iA"F“ﬁ (") i

Open | Cancel |

After you have added the document, it displays in the “Document Review” area.

Figure 29: “Document Review” Area

DOCUMENT REVIEW

Pages File Name

FPLICATI TOCH. E ILT) FILEC o ul "
[EY APPLICATION TO CHANGE NAME (ADULT) FILED. NameChange_Adult pat [

[ Save and Proceed

Select “Save and Proceed” to continue.

Review the New Case E-Filing

After the documents have been attached, please review all the information entered. Please refer to the
specific filing instructions provided on the E-File Home Page to ensure all information is entered
correctly and all required documents are attached.
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Figure 30: New Case Information Review

CUYAHOGA COUNTY PROBATE COURT Testony B
E-FILING GATEWAY Locout 8

File aNew Case Case Setup M CasePariy pp Documents e Beview pp Paument pp

FILING REVIEW Eat

Betow s a summary of the E-Filing data you have enfered. To modify any of the data please use the navigation links above or the [Edit] links to the right of each
heading. Afler updating any data please return 10 this page 1o review any changes. If the data below is comect click the [Save & Proceed] bution 1o continue

Case Category: C
Type of Filing: N

PARTY ROLE REVIEW

NEW NAME1: JONATHAN ADAMS
4 FOURTH 5T
CLEVELAND, OH 44114

{216) 123 - 4567
OLD NAME1:  JOHN ADAMS

4 FOURTH 5T

DOCUMENT REVIEW £

[ 4] APPLICATION TO CHANGE NAME (ADULT) FILED. 4  MameChange_Adult_TestOnly pat

Select the “Edit” button to update information or make corrections.
If all information is correct, select “Save and Proceed” to continue.

Payment of New Case E-Filing

Once review of the E-Filing is complete, payment may be required. Only credit or debit cards are
accepted through the E-File Gateway, and the card must be in the name of the registered user.

Payment is authorized at the time of submission. Your credit or debit card will
be charged only AFTER your E-Filing has been accepted by the Court.
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Figure 31: Payment Screen

CUYAHOGA COUNTY PROBATE COURT Testony B
E-FILING GATEWAY

File a New Case Case Setup pp CasePardy pp Documents pp Review pp Payment pp C:

PAYMENT

Ender your credit card information below and chick the [Submit] button. Your card will ba charged for the amount shown in the total box and your E-File will be
submilted for review

An additional convenience fee will be changed by Point and Pay for electronic payment. This will appear as a spearate charge on your stalement. The convenience
fiee ts non-refundable outside of the same business day

Filing Charges 5130.00
Convenience Fee$4 95
Total Deposit Required 5134 95

Payment Type (&) Credit Card ") Debit Card
Bill To
First NamelJOHN | Last NamelADAMS |

Address Line 14 FOURTH STREET |
Line 2|APT. 444 |
Ciy[CLEVELAND I
State[OHIO zip[a4114_|
Card Nulnbﬂ!d“ﬂﬂﬂ‘\ﬂﬁ] (without dashes or spaces) -
Expiration (Month/Year[JaN  ~| (2019

CSVICID Code (AMX 4 digits on front, all others 3 digits on back of card)

g . o
i Security Notice: Cuyahoga Probate Court only stores the tast four (4) digits of the credi! card along with the amount and the authorization number. If using a
bank account transfer, only the amount and authorization number are stored.

Please fill out all the information for the credit or debit card that will be charged, review your
information, then select “Submit.”

Your submitted E-Filing now has a status of “Received” (See Figure 12) and cannot be edited while under
review. However, it can be cancelled or removed from the E-File System through the “My Filings” tab.

Filing Confirmation

Once the filing is submitted a confirmation page displays. Please print a copy for your records. This is
your receipt for the submission. The confirmation will have the case, party, document and payment
information.

You will receive an email from the Court indicating whether your filing has been rejected or accepted.
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Figure 32: E-Filing Confirmation

File a New Case wp P ‘W merts B Review p Fay »
FILING CONFIRMATION
Your filing has been submitted. Below is a summary of this transaction you may [Print] or copy for your records.

Conl. #:
Date/Time Submitted:

Case Category: CN\
Type of Filing: N
Case Title: JO

PARTY ROLE INFORMATION

NEW NAME1:

NON-PARTY3:

OLD NAMET:

DOCUMENT INFORMATION

Pages File Ni
APPLICATION TO CHANGE NAME (ADULT)FILED. 4  NameChange_Adult_TestOnly.pdf

PAYMENT

Filing Cost:
Convenience Fee:
Total Withdrawn:
Payment Typ
Credit Card Numbie:
Payment Date: &

Select “Home” to take you back to the E-File Gateway Home Page.
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E-Filing on an Existing Case

E
To electronically file documents on existing cases, please select the from the “Home” tab, or the
“My Cases” tab.

E-Filings may also be submitted on any existing case from the Probate Web Docket located on the
“Home” tab menu.

Existing Case Filing Information
The “Existing Case Filing” screen has three areas, the “Existing Case Filing” information area, which
includes the case number, title, date filed, case category and Judge assigned to your case.

The “Add Filing” area is where you will select the Document Type, Filing Document and Number of
Pages. The Note to Clerk field is optional.

Figure 33: “Existing Case Filing” Information Screen

CUYAHOGA COUNTY PROEATE COURT TesTony B
E-FILING GATEWAY Locout B8

EXISTING CASE FILING

Ente € fling information below. In the Filing Parties secton please select which parties you are filing on behalf of. You may be prompted for addtional information
When you are finished entering the data please click the [Save & Proceed] button

Case Number 2
Case Title T
Case Filed [f
Case Category C
Judge R

ADD FILING

Document
Filing Do

Select Document Type — v

Note to Clark| fmax 560 characier

File Path Browse.

Number of Pages|

FILING REVIEW

Filing Party None added yel
Note 1o Clerk Nona acded yet

s have been added 1o this fing yel You may add one above




Please select “Browse” and locate the PDF file that will be used for the filing. Select the document,
select “Open” and then “Add the Document” to attach to the E-Filing. Only PDF documents will be
allowed.

Figure 34: Browse for Document

(&2 Choose File to Upload A e . -TY

’(_;\ Q . » New folder v |4
Organize » New folder
i Name : Date modified Type Size

W Favorites
Bl Desktop ﬁ_u NameChange_Adult.pdf 5/1/201510:54 AM  Adobe Acrobat D... 94 KB
& Downloads
. Recent Places
7@ SkyDrive

m

4 Libraries
+ Documents
dﬁ Music
&= Pictures
B videos

8 Computer
S". Windows (C:) -

File name: NameChange_Adult.pdf - [Ail Files (*.")

’ Open iv] [ Cancel

After you have added the document, you will see it display in the “Document Review” area.
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Figure 35: “Filing Review” Area

CUYAHOGA COUNTY PROBATE COURT TesTony B
E-FILING GATEWAY

File on an Existing Case Filing pp Beviiw M Payment

EXISTING CASE FILING

Enter the fling information below. In the Filing Parties section please select which parties you are filing on behalf of. You may be prompted for addional information
'When you are finished entering the data please click the [Save & Proceed] button

Case Number 201
Case Title TH
Case Filed
Case Category
Judge

ADD FILING

Document Type| - Select Document Type — |

Filing Document| v

NO:E'DC'E"-. | mas 500 characters) .
File Path i i Browse

Number of Pages [r——

FILING REVIEW

Filing Party None added yet
Mote to Clerk None added yel

Document Pages File Name

|24 APPLICATION TO AMEND CHANGE OF NAME OF ADULT 4 NameChange_Adul_TestOnly.pat (&

Select “Save and Proceed” to continue.

Existing Case Filing Review
After the documents have been attached, please review all the information entered and select “Save
and Proceed” to continue.
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Figure 36: “Existing Case Filing Review” Screen

CUYAHOGA COUNTY PROBATE COURT TesTony B
E-FILING GATEWAY ocout B8

File on an Existing Case Filing M Review B Payment W Confirmation

EXISTING CASE FILING REVIEW

Below is a summary of the E-Filing data you have entered. To modify any of the data please use the navigation links above or the [Edit] links to the right of each
heading. After updating any data please retum to ihis page 1o review any changes. If the dala beiow is comect chick the [Save & Proceed] bution to continue.

Conl. #:
Case Number: 04
CaseT ANGE OF JOHN ADAMS

Casae Filed:
Judge: RUSSOIANTHONYI

FILING REVIEW Edil

Filing Attorney: ONLY/TEST/

DOCUMENT REVIEW

Pages File Name

|2y APPLICATION TO AMEND CHANGE OF NAME OF ADULT 4 NameChange_Adult_TestOnly, pdf

Select the “Edit” button to update information or make corrections.

If all information is correct, select “Save and Proceed” to continue.

Payment of Existing Case E-Filing

Once review of the E-Filing is complete, payment may be required. Only credit or debit cards are
accepted through the E-File Gateway.

Payment is authorized at the time of submission. Your credit or debit card will
be charged only AFTER your E-Filing has been accepted by the Court.
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Figure 37: Payment Screen

CUYAHOGA COUNTY PROBATE COURT TesTony B
E-FILING GATEWAY Locout B8

File on an Existing Case Filing

PAYMENT

Enter your credit card information below and click the [Submit] bution. Your card will be changed for the amount shown In the total box and your E-File will be
submitted for review.

An additional convenience fee will be charged by Point and Pay for electronic payment. This will appear as a spearate charge on your statement. The convenience
fee is non-refundabile outside of the same business day

Filing Charges $50 00
Convenience Fee$2 00
Total Deposit Required $52 00

Payment Type () Credit Card Debit Card
Bill To
First Name[JOHN | LastNameADAMS

Address Line 1 ||

Line 2] |
[ 1
zip '
Card Number| .
Expiration :Monm"\'enr]iJAN v [
CSVICID Coﬂgg. (AN 4 cigis on front, il others 3 digits on back of card)

Bmpragr  SSCUTY Nobce: Cuyanoga Probate Court only stores e tast four (4) digis of the credd card along will the amount and the authorzation number. If using 3
bank account transfer, only the amount and authorization number are stored

S

Please fill out all the information for the credit or debit card that will be charged, review your
information, then select “Submit.”

Your submitted E-Filing now has a status of “Received” (See Figure 12) and cannot be edited while under
review. However, it can be cancelled or removed from the E-File System through the “My Filings” tab.

Existing Case Filing Confirmation

Once the filing is submitted a confirmation page displays. Please print a copy for your records. This is
your receipt for the submission. The confirmation will have the case, party, document and payment
information.

You will receive an email from the Court indicating whether your filing has been rejected or accepted.
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Figure 38: Existing Case Filing Confirmation

onan E Ca B » »
EXISTING CASE FILING CONFIRMATION
Your fiing has been submitted. Below is a summary of this transaction you may [Prin] or copy for your records.

Conl. #: 205
Date/Time Submitted:

Case Number:
Case Title:
Case Filed:
Judge: RU

FILING INFORMATION

Filing Attorney: ONLY/TEST/

FILING PARTIES CONFIRMATION

DOCUMENT INFORMATION

Pages File Name

APPLICATION TO AMEND CHANGE OF NAME OF ADULT 1 NameChange_Adult_TestOnly.pdf

PAYMENT
Filing Cost: $50.00
Convenience Fee; $200
Total Withdrawn: $52.00
Payment Type: C

Credit Card Numbse
Payment Date: W3/2015

Select “Home” to take you back to the E-File Gateway Home Page.

Rejected Filings

If an E-Filing is rejected, you will have 72 hours from the timestamp of the rejection email to edit your
filing and resubmit it to the Court. If not resubmitted within 72 hours, a new E-Filing will be required.

The reason(s) for your rejection will be included in the email response sent from the Court. Review the

rejection reason(s), and correct your filing type(s) or document(s) as necessary.

If the reason for you rejection was an invalid form of payment, resubmit valid credit or debit card

information.

Editing Rejected Filings

From the E-Filings screen, select the confirmation number of the rejected filing to view the “Filing

Overview.”



Figure 39: Filing Overview

CUYAHOGA COUNTY PROBATE COURT TesTony [Bf

E-FILING GATEWAY rocour BB

FILING OVERVIEW

Below is an overview of your e-filing. You may cancel your e-filing if it has not yet been accepled by the Court. You may also make comections and resubmit your
e-filing if it has been rejected by the Court

Conf. # 287
Case Tithe THE NAME CHANGE OF FUDDY DUDDY
Case Number 2015M5C204501
Judge GALLAGH RAJ

Rejected on 10/1/2015 4:31:24 PM

Filing SIatus ¢, AVATURE IS MISSING

Pages File Name

APPLICATION TO AMEND

bl CHANGE OF NAME OF 3 CredtCands pdf
5 E £ TeditCards
Filing Started k= ADULT
Filing Submitted
Filing Charges 55000
Convenience Fee 52.00
Total Deposit Pending Resubmission and Approval $52 00

Select the “Edit This Filing” button to view the filing review pages.

For new case filings ONLY, if your party information is incorrect:

Select the edit button & in the “Party Role Review” area.
Edit the information
Select “Save Party”

You can remove the party by selecting the delete buttonﬁ.

For all filings, if your filing type selection(s) are incorrect:

Open the original electronic document(s) using the Preview button =
Re-save the original version

Delete the document(s) from the filing by selecting the delete buttonE

Select the appropriate filing type

Reattach the original electronic document. The document(s) must be reattached
Select “Save and Proceed” to review the filing.

For all filings, if your document(s) need editing:

Open the original electronic document(s) using the Preview button =
Correct the document(s)
Re-save the new version

35



e Delete the incorrect document(s) from the filing by selecting the delete buttonﬁ
e Attach the corrected document(s) with the same filing selections
e Select “Save and Proceed” to review the filing

NOTE: Documents that cannot be edited (unalterable electronic format) require a new document that
must be rescanned in the E-File System.

Figure 40: “New Case Filing”

CUYAHOGA COUNTY PROBATE COURT
E-FILING GATEWAY

File a New Case CaseSelup M CaseFParty B D

NEW CASE FILING

Enter thi New Case Information beiow. Whan you ane finished entering the data please cick the [Save & Proceed] button 1o continue 1o ihe nid scroen

Case Category .CI\-"IL'MISCE_LLANEOUS |
Type of Filing | NAME CHANGE ADULT hd
Case Tite [JOHN ADAMS X | (s 200 churucters)
Note 1o Clerk [ | imae 500 charactern)
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Figure 41:“Existing Case Filing”

CUYAHOGA COUNTY PROEATE COURT TesTony B
E-FILING GATEWAY

Locout B8

oniTiaion

File on an Existing Case Filing pp Review pp Payment pp

EXISTING CASE FILING

Enter the filing information below. In the Filing Parties section please select which parties you are filing on behalf of. You may be prompled for additional information.
‘When you are finished entering the data please click the [Save & Proceed] bution

Case Number 2015MSC204813
Case Title T HANGE OF ALEXANDER HA
Case Filed 8172015

Case Category CVILIMISCELLANECUS
Judge GALLAGHER/LAURAL

ADD FILING

-- Salect Document Type -~ W
Fiing Document] — et v,
Note to Clerk) max 300 characters
File Path i Browse. .

e 5595

(Lo i g |

Number of Pages|

FILING REVIEW

Filing Party None added yet
Note to Clerk None added yet

File Name

Minor Setiement_Graham.pdt [t

LSy APPLICATION FOR ATTORNEY FEES 1
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Managing User Profiles

User Profile Properties
Once logged into your account, the user properties are located in the upper right hand corner of the E-

File Gateway next to the user’s namek_*i

To view or edit your user properties
You can view or edit information in your user properties. To edit information, click the appropriate
button.

Figure 42: Edit User Properties — My Settings

CUYAHOGA COUNTY PROBATE COURT esTony B
E-FILING GATEWAY Locout 8

MY SETTINGS

Select the buttons below to make changes to your user properties.

User Type ATTORNEY

BarID 0000222
Name TEST ONLY

Email tonly@cuyahogacounty us

Update Name
To update your name, you must answer your security question.

Figure 43: Update Profile Name

Update your name E

Preﬁx[ v]

Name[TEST ONLY |

PBecurity Question WHAT IS THE NAME OF YOUR FIRST PET?

AI'ISWB(I..Q... ﬁ\]

ST
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Update Email Address

To update your email address, you must answer the security question.

Figure 44: Update Email Address

Update your email a

New Email[ ]

Confirm Email| |

Security Question WHAT IS THE NAME OF YOUR FIRST PET?

AFISWEI| |

Save Changes

Change Password
To change your password, you must enter your current password.

Figure 45: Change Password Screen

Update your password E
o Passwords must be between 6 and 32 characters long.
o] Passwords must contain one number AND one letter.

Current Password |

New Password |

IRepeat New Password |

Save Changes

Change Security Question and/or Answer
To change your security question and/or answer, you must enter your current password.

Figure 46: Change Security Question/Answer

Update your security question and answer E
Security Question| WHAT IS THE NAME OF YOUR FIRST PET? v|
Answer- |
urrent Password [
Save Changes
—

Logging Out
Select the “Logout” button that is located in the upper right hand corner of the E-File Gateway.

Resetting Forgotten Password
If you forget your password you can select the “Forgot Password” option located on the login screen.
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Figure 47: Forgot Password Link

CUYAHOGA COUNTY PROBATE COURT

E-FILING GATEWAY

To use the Cuyahoga County web gateway, please log in using the user name and password assigned to you.
Services include viewing your cases, e-filing and printing your reports.

L;\g:nlDl J

Password

You will need to input your registered email address, then click “Submit.”

Figure 48: Inputting Registered Email Address

CUYAHOGA COUNTY PROBATE COURT

E-FILING GATEWAY

PASSWORD HELP

Email;
[tenly@<urahogacounty s x|

Enter your Login ID and click [Submit] to start your request for a password reset.

Answer your security question, then click “Submit.”
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Figure 49: Answer Security Question

CUYAHOGA COUNTY PROBATE COURT

E-FILING GATEWAY

PASSWORD HELP

Answer

Figure 50: Password Reset Email Sent Successfully

CUYAHOGA COUNTY PROBATE COURT
E-FILING GATEWAY

A password reset email has been sent to your email address. Please check your email and follow the provided
instructions. The password reset link is only valid for 15 minutes

To use the Cuyahoga County web gateway, please log in using the user name and password assigned to you.
Services include viewing your cases, e-filing and printing your reports.

Login ID

Fassword

You will receive an email with a reset password link that is only valid for 15 minutes.
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Figure 51: Sample Email with Password Reset Link

Cuyahoga County Probate E-File Password Reset Request
. PROBATE_ENOTICE@CUYAHOGACOUNTY.US

To: Test Only;

Cuyahoga County Probate E-File Password Reset Request:

A request has been submitted to reset the password for the E-File account linked to the Login ID tonly@cuyahogacounty.us.
If you did not make this request, please consider changing your security question and password immediately.

If you did make this request, please navigate to the following web page to finish your password reset:

http:/ftest.probate.cuyahoga.cc/Efile/LoginForgot.aspx?g=0TDMA JTETY

LTGZMIVTMNIM

The password reset link is only valid for 15 minutes.

Note: Please do not reply to this e-mail. It is generated automatically by the system.

In your email, click the password reset link to access the “Password Help” screen and enter your email
address. Click “Submit.”

Figure 52: From the Reset Link, Input Registered Email Address

CUYAHOGA COUNTY PROBATE COURT

E-FILING GATEWAY

PASSWORD HELP

Email:
[tonly@cuyahogacounty.us

Enter your Login ID and click [Submit] to reset your password.

®

Then type your new password twice. Click “Submit.”
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Figure 53: Input New Password

CUYAHOGA COUNTY PROBATE COURT

E-FILING GATEWAY

Please provide your email.

PASSWORD HELP

o
asnaan
Confirm New Password

Jossessd

After successfully updating your password, you may now login with the new password.

Figure 54: Password Update Successful, Please Login

CUYAHOGA COUNTY PROBATE COURT
E-FILING GATEWAY

Password successfully updated

To use the Cuyahoga County web gateway, please log in using the user name and password assigned to you.
Services include viewing your cases, e-filing and printing your reports.

E-File Gateway Additional Information

Session Timeout
After 20 minutes of inactivity, the session times out and you will be required to re-login. Any activity
after the timeout will not be stored in the E-File System.

A timeout will also occur if you leave the Gateway for more than 20 minutes. Upon returning to the
Gateway, you must login again.
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Account Status

E-File Gateway accounts become active when approved and maintain that status while in use. However,
if there has been no activity on the account for one full year, the account will become inactive and the
account holder will have to contact the Court to reactivate their account.

Account Passwords
E-File Gateway account passwords expire every six months.

Passwords must be between 6 and 32 characters long and contain one number and one letter.

Expired E-Filings
In Progress filings will be deleted after 60 days.

Rejected filings can be corrected within 72 hours of receipt of the rejection email.
Rejected filings that have not been resubmitted will be deleted after 60 days.

Cancelled filings will be deleted after 60 days.
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