PROBATE COURT OF CUYAHOGA COUNTY, OHIO

E-FILE GUIDELINES — COMMISSIONER REPORT ON ESTATES

Documents to Submit with Your E-Filing:

[ ] Commissioner Report with additional documents in support of distributions.
(Report MUST be typed complete with ink signatures or E-Signatures.)

Attach the sighed Report and supporting documents as ONE FILE in PDF format,

with the Report as the first page.
(Include copies of receipts, checks, or other records in support of distributions made.)

[ ] Attorney’s Notice of Appearance (if joining the case with this filing).

The Commissioner MUST sign the Report in ink OR sign with an E-Signature.

E-Signature Format: Type “/S/” in front of your typed name on the signature line.

» Documents in support of the distributions made by the Commissioner, including copies of receipts
and/or checks, are included with this Report.

06/13/2018 /S/ Your Typed Name
Date Commissioner Signature

Filing Status and Notification of Hearing:
e If the filing is accepted, you will receive notification by email.

e If an additional hearing is scheduled, you will receive a Notice of Hearing by regular mail within
3-5 business days.

¢ |If the filing is not accepted, you will receive notification of the reason for rejection by email.
Corrected filings may be resubmitted within 72 hours.

1 (6/14/18)


http://probate.cuyahogacounty.us/pdf/efile/CommissionersReport.pdf
http://probate.cuyahogacounty.us/pdf/efile/NOA.pdf

Log in to https://efiling.probate.cuyahogacounty.us/ with your Email Address and Password.

‘ ﬂ Cuyahoga County [US] efiling.probate.cuyahogacounty.us/Login.asp

CUYAHOGA COUNTY PROBATE COURT
E-FILING GATEWAY

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

Login ID[TONLY@CUYAHOGACOUNTY.US |

]

Password | escsos

Create an account Forgot Password

Select the - tab and choose File On An Existing Case.

CUYAHOG A COUNTY PROEBATE COURT
E-FILING GATEWAY

E-Filing
My E-Filings !
File A New Case

Welcome to the Cuy4iioga-courity Probate Court Electronic Filing System Gateway

UPDATE: As of March 16, 2017, the Cuyahoga County Probate Court E-File System is now accepting for
filing the “Commissioner's Report.”
As of March 13, 2017, the Cuyahoga County Probate Court E-File System is now accepting for filing the
“Petition for Appropriations.”

E-Filing Guides
E-File Forms
E-FAQs
Name Change - Adult Guide
Name Change - Minor Filing Guide
Successor Custodian *“NEW
Delayed Registration of Birth *NEW
Petition for Appropriations *NEW
Commissioner's Report - Pro Se Existing Case Filing Guide *NEW
Commissioner's Report - Attorney Existing Case Filing Guide *"NEW



https://efiling.probate.cuyahogacounty.us/

Enter the Case Number or search by Party name...

Case Search

Message for Monday, June 5, 2017

Pwase b aware that all histoncal mamage information Is designated with a year of 1900. Howaver, ?hat &5 not the year of the mamiage. Tha record will provide you with the
pocenal and page number. You can then come down 10 the court 1o get more Information

i you are searching for a historical non marriage case Sed price 1o 1975, please contact the Court af pocpe@cuyahogacounty us oc call (216) 4438704 or (2161 443.8792

Pwase ba aware that this site may not be fully functional cn some mobde devices and/or tablets

Search by Case

Case Year [

Case Category. [<Select Category>

o —( 2017 EST 123456

| Search By Case Number |

Search by Party

Party Type. (® Parsca ) Company
First Name —‘
Mis@e Name |

LastName.| ] ﬂ DOE
Suttuc [ <Select Suffoc> Y

Party Role: :<Sek:c( Party Role>

Case Year: |

Case Category. |

Search results will display in a new window.

Tip: If you filed on this case before, you can also access the case after login, under MY OPEN
CASES or under the MY CASES tab.



Click on the highlighted name of your case from your search results...

Search Results

From the Case Summary screen, click on the

Name Case Number Address Role Alias
JOHN DOE 201TEST225870 456 MAIN STREET DECEDENT
JOHN J PETRY 1900ML225870 GROOM
MARIE F MONTANA 1900ML225870 ERIDE
TEST ONLY 2017EST225870 123 MAIN STREET COMMISSIONER
E

to create an Existing Case filing.

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

CUYAHOGA COUNTY PROBATE COURT

Case Summary Existing Case Filing
Case Number: 2017EST225870
Case Tite: ggEEESTATE OF JOMN E _\é

Case Type: RELEASE WITH WALL
Filing Date: MONDAY, JUNE 5, 2017
Judge: ANTHONY J RUSSO
Case Status: OPEN
Status Date: MONDAY, JUNE 5, 2017

Case Tools




From the ADD PARTY MEMBERS screen, scroll to the PARTY ROLE REVIEW to verify your name
and party role information on your case.

[ T Tom Lo | I

File on an Existing Case Case Parly e Documents [ Review e Payment e Confirmation Conf. # §24

ADD PARTY MEMBERS

Enter the Party Information. Click the [Add This Party] button to add yourself 3 new party member to the filing. You may also indicate that you are an unclaimed
existing party member.\When you are finished click the [Save and Proceed) button below the party role review section.

-

Case Party F{c-lal— Select Party Rols --
() Persan () Company

Prefix [Prefix

First Mame

Middle Name

Last Mame |
Suffix |Suffoc

Date of Birth I:ch-ﬂe of Death I:l
Fhane Type|-- Phone Type - v |Phone Numbar

~]

Copy Address |- Select Address -
[ Foreign Address [ Unknewm Address

]

Address T','pa|— Select Address Type --

Addrass Line 1|
Address Line 2
City

State| - Select State - | Zip Code |

| mmpun

PARTY ROLE REVIEW
TEST ONLY .
COMMIS SIONER: e — Claim Party
CLEVELAND. OH 441020000
\ 216) 123 - 4587

JOHM DOE

DECEDENT: 5§ MAIN STREET
CU LAND, OH 441020000
(216) 153 4587

[Sﬂuearﬂﬁumadl[ﬂmll

Find your name and contact information listed as COMMISSIONER, then click | Claim Party |

(Attorneys of record: you should already be listed as representing the COMMISSIONER.)
(Attorneys joining case: claim yourself or your client as the appointed COMMISSIONER.)

Your login name should now display in blue above your name as COMMISSIONER.
5



After your login name displays above your party role, click | saveandPreceed = to continue to the

ADD DOCUMENTS screen.

PARTY ROLE REVIEW

(E-FILE USER ONLY)
TEST ONLY

CUNRISSKINEL 123 MAIN STREET

Claimed Party CLEVELAND, OH 441020000

JOHN DOE

DECEDENT: 456 MAIN STREET
CLEVELAND, OH 441020000
(216) 123 - 4567

Unclaim Party

. Save and Proceed H Cancel l

e |f the COMMISSIONER party role is missing, or

e If your name is NOT listed as COMMISSIONER

STOP!

Contact the E-File
Help Desk
at (216) 443-8948
for assistance




From the ADD DOCUMENTS screen:
Select COMMISSIONER REPORT as your Document type.
(COMMISSIONER REPORT FILED defaults as your Docket type.)

Then to locate your signed Report and supporting documents stored as one PDF file on

your computer. (Enter the number of pages of your uploaded file in the area provided.)

n an Extshing ( F » Tl » e ot
ments 10 suppor G 0. Cick the [Browse)] bution 10 open a navigation window. Then navigas o POF
is Document] When you are finsshed cick Ihe [Save and Proceed] button below the Document Rev sochio
Document, COMMISSIONER'S REPORT
Docket! COMMISSIONERS REPORT FILED
Document Locaton! Browse
- = Cpen X
Number of Pages s 9999
N » Thas PC Destacp » My Docs L
Add This Document 2
Y v  Ne - T ©
&l This PC s
DOCUMENT REVIEW I Desitop = CommissionersRepontpaf
¢ Documents
- & Downloads
D Music
v < >
File name: Al files ()
Open Canced E

Select [ Add This Document

to store the Report in the DOCUMENT REVIEW area.

(Attorneys joining the case with this filing must add a separate NOTICE OF APPEARANCE.)

From the DOCUMENT REVIEW (at bottom of screen)

Preview your attached document to ensure it is correct. Then select | Save and Proceed

DOCUMENT REVIEW .ty
(.
Preview
=y COMMISSIONER'S REPORT 3 CommissionersReport. pdf a Document

Save and Proceed I B

Tip: You can also EDIT your filing on the next screen (EXISTING CASE FILING REVIEW).

7

Remove
Document


http://probate.cuyahogacounty.us/pdf/efile/NOA.pdf

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

File on an Existing Case Case Parly [ Documents e Review e Payment i Confirmation

EXISTING CASE FILING REVIEW

Below is 3 summary of the E-Filing data you have entered. To madify any of the data please use the navigation links abowe or the [Edit] links to the right of each
heading. If the data below is comect click the [Save and Procesd)] button to continue.

Conf. # 224
Case Number: 2017TEST225370
Case Title: THE ESTATE OF JOHN DOE
Case Filed: 852017
Judge: RUSSOANTHONY!]

FILING REVIEW EDIT

Docket Type: COMMISSIONER'S REPORT

[EFFILE USER ONLY)
TEST ONLY

EILL EE s 123 MAIN STREET

CLEVELAND, OH 441020000

216) 123 - 4587

) JOHM DOE
LEHELET™ 456 MAIN STREET
CLEVELAND, OH 441020000
(216) 123 - 4567
DOCUMENT REVIEW

Pages File Name

'S, ] COMMISSIONER'S REPORT 3 CommissionersReport. pdf

If your attached Report and typed information are correct, select | Save and Proceed
to access the PAYMENT screen.



At the PAYMENT screen: Note: There is no charge to file a Commissioner’s Report.

Select and submit the filing “On Behalf of” yourself or your client as Commissioner.

(In some cases, it may already be selected by default.)

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

File on an Existing Case Case Party e Documents e Boview M Payment pp Confemation Conl. # 824

PAYMENT

Enter your credit or debit card information below to authorize payment. Your card will be confirmed
for the amount shown on the Total Deposit Required line while your filing is under review and charged
only after your filing has been accepted by the Court.

Fings submafied with Mo Payment Due will by default be filed on behall of yoursell, or your mewly added or newly claimed case party

No Payment Due. Click [Submit] to finish this E-Filing.

Filing Charges 50,00
Convenkence Fee 50,00
Total Deposit Required 50,00

On Behall of:| TEST ONLY (COMMISSIONER)

Select @ to send your filing to the Court for review. A confirmation screen will display.
Print a copy of the confirmation screen for your records.

(See sample confirmation on following page...)



EXISTING CASE FILING CONFIRMATION

“four filing has been submitted. Below is a summary of this fransaction you may [Print] or copy for your records.

accepied by the Court.

Conf. #: 824
Date/Time Submitted: 07102017 12:53:18

Case Number: 2017TEST225870
Case Title: THE ESTATE OF JOHMN DOE
Case Filed: 6/5/2017
Judge: RUSSOIANTHOMYJ

FILING INFORMATION

Docket Type: COMMISSIONER'S REFORT

FILING PARTIES CONFIRMATION

[E-FILE USER ONLY)
TEST OMLY
COMMISSIONER: 123 MAIN STREET

CLEVELAMND, OH 441020000

{218} 123 - 4587

JOFN OOE
DECEDENT: 453 MAIN STREET
GLEVELAND, OH 441020000

{218} 123 - 4587

DOCUMENT INFORMATION

COMMISSIONER'S REPORT 2 CommissionersReport. pdf

PAYMENT

Filed on behalf of: TEST ONLY (COMMISSIONER)

Mo Payment Processed.

File on an Existing Case Case Pary Jjp Documenis e Review pp Payment - Confirmation Conf. # 824

“our card is confirmed for the amount shown on the Total Confirmed line while your filing is under review and charged only after your filing has been

You will receive an email from the Court indicating your filing has been Rejected or Accepted.

Pending filings in Received status cannot be edited while under review. It can be Canceled or

Removed from the E-File System through your account My Filings tab.

For general questions about your filing, contact the E-File department — (216) 443-8948.
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