IN RE: PROCEDURES FOR ELECTRONIC FILING

i

1n accordan

IN THE COURT OF COMMON PLEAS

STARK COUNTY, OHIO _ FILED

NOV 12 7026

YN M. TODARD
J STRRK COUNTY G0
ADMINISTRATIVE ORDER t e

CLERK OF COU
Procedures for Electronic Filing
Stark County Couxt of Common Pleas
General Division

Application

-
T 573 - 40
ce with Sup.R. 3.00, the Stark County Court of Common Pleas Gsreral Division hereby

adopts the following Procedures for governing electronic filing ("e-Filing").
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11, Definition of Terms

The following terms in this Order shall be defined as follows:

A,

B.

<

D.

E.

lerk: The Clerk of Courts for each division, as defined by the Omo Revised Code.

Clerk Review: A review of electronically filed documents by the Clerk in accordance with

court rules, policies, procedures, and practices. The Clerk shall conduct a review of the
and documents electronically submitted to ensure compliance with the Courts’ local rules,

Clerk’s rules, policies, procedures, and practices prior {0 acceptance of the filing submission.

Electronic Case Participant; Counsel or parties of record wh o are Registered Users of the
Filing System.

Electronic Filing (e-Filing): The electronic transmission, accepiance, and processing of a
filing. A filing consists of data, ons or more documents, or Images.

Electronic Signature: Documents filed electronically with the Clerk that require an
attornsy’s or Filer’s signature shali be signed with a acorzfmmed signature of “/s/ (name).” The

conformed signature on an electronically filed dcurment satisfies the signafure requirements
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impaseci by the Ohio Rules of Superintendence, Rules of Civil Procedure, Rules of Crimingal
Procedure, and any other law,

Filer: Any person or entity filing a document with the Stark County Court of Common Pleas,
any division, including parties and non-pearties,

Registered User: A person who has read and agreed to the terms of the Blectronic Filing
Systern's User Agreement and Texms of Use, has provided the information required by the e-

Tiling System, and has obtained a username and password through the e-Filing System.
TiL Personal Tdeniifiers in Electronically Filed Court Documents

A, Personal identifiers include, but are not limited to:
{1) Social Security Numbers except for last four digits;
(%) Financial account numbers inchiding butnot fimited to debit card, charge card and credit
card numbers, enaployer and employee identification tumbets;
(3) A juvenile’s name in an abuse, neglect or dependency case, except for the juvenile’s
initials, ora geneﬁc abbreviation such. as “CV” for child victim; and,

(4) Information protected by law from public disclosure. -

B, Pursuant to Sup.R. 11.13, Filers and/or legal counsel shall not include personal identifiers in
any document filed with the Court unless such inclusion js necessary and relevant to the case
as set forth m Section C below. This requirement extends to, and inclodes, exhibits or
addenda attached to filings such as prelirninary and financial reports which ftemize state Hens
that use Social Security Nutnbers as case nusmbers of in madical records.

C.

If personal and private information is necessary and must be inchuded in a document, the

Filer shall redact the personal data and identifiers from the pleading.



(1) Pursuant to Sup. R. 11.13, the responsibility for redacting personal identifiers rests solely
with the parties and their counsel. The Courtand the Clerk will not review each document
fof compliance with this rule.

{2) Pursuant to Sup. R. 11.13, when personal identifiess ate omitted from a case document
submitted to a Conrt or filed with the Clerk, the perty shall submit or file that mformation
on o separats Personal ldentifiers Form available on the Clerk of Coutt’s web site.
Redacted or omitted personal identifiers shall be provided to the Court or Clerk upon

request, ot {0 a party to the judicial action or proceeding upon metion.

IV. Registration: Parties or thefr counsel seeking to file a document shall first register fo use the
Court's e-Hiling System.
A. TBach user registering for an e-Filing account shall provide their smail address and sclect a

confidential and unigue password that must bo used by the Registered User or the Registered

. User’s desfonated representative to file, receive, review, and retrieve electronically filed

documents,

B. MULTIFACTOR AUTHENTICATION - All Registered Users shall be required to use
Multi-Factor Authentication (MFA) when logging into the efiling system. MFA can be
configured using an authenticator application such as Google Authenticator or Cisco Do,

C. Hach person who is a Registered User of the e-Filing Systern shall be responsible for the
security, use, and confidentiality of his/her account.

D. All eFilings will be deemed to be by the Registered User, unless they demonstrate to the
Court otherwise by clear and convincing evidence.

E.

Tf an attorney wishes to allow another Registered User fo file documents on his’her behalf,

filings submitied by that user utilizing the attorney’s bar mumber will be deerned to have been



filad by the attorney, , unless they demonstrate to the Court otherwise by clear and convincing

evidence,

V. Official Court Record
Documents that have been electronically filed (including documents m paper format that have been
scanmned and uploaded to the e-Filing Systent) shail constitutethe official court record, Electronically

filed papers have the same force and effect as those filed by traditional means.

VI Ferm of Documents Electronically Filed

A. Format of E-Filed Documents: All e-Filed documents shall, to the extent practicable, be
Formatted in accordance with the Ohio Rules of Civil Procedure and the Stark County Local
Rules governing formatting of paper documents, and in any other format as the Court may
require from time to time, A filed docurment shall not contain tinks to other documeﬁts.

B.  Portabls Document Format: All electronically filed documents shall be filed with the Clerk
in Portable Docurmnent Format (PDF) with the exception of proposed orders.

C.

Proposed Orders: All proposed orders must be submittad in Microsoft Word [.doc or .docx]

.format and teference the specific motion to which it applies. The e-Filing System will

slectronically transmit the proposed order to the assigned Judge or Magistrate. The Filer is
responsible for serving opposing counsel and parties with the proposed order.

1y All proposed orders shall contsin a “token” placed in the docket for the signature location

of the judge, magisirate or both. Signature tokens arc as follows:

a) Judge:  <{Judge Signature}>
b) Magistrate: <{Magistratc Signature}>

The signature token shall be inchuded as plain text in the Word docurnent, If the proposed

order does not contain the required tokens), it may be rejected by the court.



2) Images included within proposed orders (e.g. scanned signatures of parties on Agreed
Fotries, or images _of scanned documents which may be nesded in the judgment entry
document) must be jnserted into the proposed order Word document as an IMAGE (e.g.

Jog or tif) in the appropriate position in the Word document.

a) Approval signatures (by parties) may be filed in a separate copy of the entry (without the

judge/magistrate signature) and referenced in the Wm‘d version of the Proposed Order, or

signature images may be ingerted as images in the proposed order.

3) Proposed Orders which include a hearing date must have the datepre-typed info the Order.
1fa hearing dateis required and not available when the Motion is filed, the applicable Motion
should be filed, a hearing date obtained from the Court,and that hearing date shall be inserted

into the proposed Order before submitting the Order to the Court for signature.

Size of Fi]ihg: Submissions shall be Hmited to twenty megabytes (20MB) in size, MNo

corribination of PDF files in one transtrission may exceed 20MB in size. Documents larger

than 20MB should be filed as a series of documents, each less than 20MB.

Signatures:
{1} Fleetronic Signature: Documents filed electronically with the Clerk that require an
attornay's or Filer's signature shall be signed witha conformed signature of s/ (name).”

The correct format for an attorney signature is as follows:

fa/Attorney Name
Bar Number 1234567
ABC Law Firm
Address

Telephone

Email

Attorney for (Plaintiff/Defendant) XYZ Corporation

{2) Multiple Signatures: When a document requires the signature of twe or more individuals

the Filer or attorney shall confirm that the content of the document is acceptable to all
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persons required to sign the document and indicate the signatories to the document onL the

signature line, e.g. /s/Jane Dos, /8/John Smith, etc.
(3) Third-Party Signatures: Documents containing signatures of third parties such as
affidavits shall be electronically filed as a scanned PDF document of an original signature.
(4) Judge/Judicial Officer Signature: Electronic documents may be signed by a Judge or
Magistrate via a digitized image ofhis or her signature. Docurnents signed in this manner

ghall have the same force and effect as if containing an original signature.

V11 Filing Date and Time

A,

The e-Filing System is appointed the agent of the Clerk for puiposes of e-Filing, receipt,

gervice, and retrieval of electronic documents,

Submission: Documents may be subnitted to the Clerk for e-Filing twenty-four hours a day,

seven days a week, but the date of filing will be dctermined as provided berein. All times

- refer to Rastern Standard Time or Bastern Daylight Savings Time.

Receipt: Upon recelpt, the e-Filing Systern will issue a notice indicating that the document
has boen submitted for electronic filing. This notice indicates that the submission has been
received, but does not indicate that it has been accepted ot filed. The submission notice will

include the date and time of receipt and serve as proof of receipt, The document is not

considered filed wntil accepted by the Clerk,

Clerk Review: After Clerk Review, the Filer will receive notification that the submission has

been accepted or rejected by the Clerk.

(1) Acceptance: If the document i aceepted for filing, the filer will receive a “MNotice of E-
Filing Completed and Accepted ” Other Electronic Case Pasticipants will receive a
“Notice of Electronic Filing” The filing date and time reflected on the document is the

most tecent date and time that the document was submitted for e-filing. However, if the



document was submitted for filing on a Saturday, Sunday, or a Court holiday, then the
document will be deemed filed on the following Court buginess day potwithstanding the
date and time indicated on the e-Filing System’s Confirmation Notice.

(2) Rejection: If the document is rejected by the Clerk, the document shall not become part
of the Court record. The filer will receive a not.ice that the filing has been rejected. The
filer will not be permitted to resubmit the rejected filing, and must create a new filing

transaction which will receive a new filing date and time.

E. NoModification to Rﬁles of Practice and Procedure: This section does not in any way alter
any Ohio Rules of lPractice and Procedure or any statutory provisions regarding  the
computation of time.

VTIL User Filing Brrors and Technical Failures

Al User Filing Errors
(1) A Filer cannot make changes to any doctment once it has besn submitted.
{2) A document that is incorrectly labeled when submitted for filing may be corrected by the
Clerk during Clerk Review. Any cotrections made after Clerk acceptance of a filing must

be notated on the docket.

(3) A documsnt that has been accepted for o-Filing miay be deleted from the e-Filng System
only by order of the Court indica’i:ir_tg that the document was filed M error,
B. Technical Issues With the e-Filing System: Intherare cvent that there is a technical faflure
that originates with the e-Filing System, the followmg provisions will apply whenever the e-
Filing System is dowa for longer than one hour after 10:00 a.m. on a given day.
(1) If the system outage is anticipated, the Clerk will post a message on the Clerk’s website

alerting Filers of a possible sysiem outage in advance.



(2) If there is a system outage, the Clerk will posf a message on the Clerk’s website once the
outage hag been resolved. All reasonable efforts will be made to post this message the
next business day aftet a system outage.

(3) Messages posted on the Clerk’s website will constitute an official acknowledgment of a
system outage that may have prevented Filers from submitting their filings within the
timeframe identified in themessage. Filers who are unable to clectronically submit filings
during an officially acknowledged system outage may submit {ilings the next business

day, and those filings will be considered timely filed.

(4) 'The provisions outlined above do not apply in instances where the technical problerms are
on the Filer’s end.

. Technlcal Issues on the Filer’s End: Problems on the Filer’s end, such as problems with
the Filer’s Tnternet Service Provider, hardware, or softwars, may also prevent timely filing.

(1) A Filer who cannot file 1 document electronically because of a problem on the Filer’s end
oust present the document i paper format fo the Clerk for filing, along with a
certification from the filer which details the technical problem.

(2) A Filer who cannot submit a document electronically becanse ofa problem on the Filer's
end rady, upon satisfactory proof, petition the Court for an order petmitting the document
to be deemed filed as of the date of attempted submission. Counsel and parties should
not agsume that such relief is available, including on jurisdictional time hmits (such as
statutes of liritation or deadlines for appeal).

X, Electronic Service of Filings and Other Documents
A Tlecironic Case Participants consent to receiving notifications and coples of filings

from the Clerk and Coutt via email in lieu of other methods of service,



Service of Complaint, Third-Party Complaints, or Fotions which Reopen a
Closed Case : When submitting a Complaint, Third-Party Complaint, ora Motion which
Reopens a Case for e-Filing, the Filer will also subrait instructions for service as required
by the Ohio Rules of Practice and Procedure. The Clerk will issue 8 Summons and process
the method of service tequested in accordance with the applicable Ohio Rules of Practice

and Procedure. Electronic service does not replace the methods for service of pleadings

preseribed in the Ohjo Rules of Practice and Procedure.

Serviee of Filings Subsequent to the Complaint (or Motion which Reopens 2

Case)

(1) All parties shall electronically serve all filings subsequent to the Cormplaint or Third-
Party Complaint upon all other Blectronic Case Participants via email.

(2) Braail Service of a subsequent filing is valid service (;n all Flectronic Case Participants

and shall have the same legal effect as a paper document served v accordance with the -

Ohio Rules of Practice and Procedure.

(1) Certificatos of Service shall be inciuded on all ¢-Filings. The certificate must state the
manner in which service was accomplished to each party 0 entitled Pariies shall not rely
on the Court’s electronic filing systerm for service, and must, at a minimum, send via
email to the party and/or attorney at the email addssss which was provided to the Clerk
of Court.

(4) When a document subsequent to the Complaint or Third-Party Complaint is e-Filed, the e-
Filing System will generatean “1 Filing Completed and Accepted” e-mail to the electronic

case participants’ registered user designated e-tnail accounts, This notice serves to inform

the parties that a document has been filed.
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(5) Itis the responsibility of the Registered User to ensure that the courtesy g-mails are not

blocked by the spam filter of the designated e-mail account.

D.  Time to Respend or Act

(1) E-Service is complete at the time of the “B.Filing Completed and Accepted™.

notification.

(2) Partics must respond to all filings within the time required by the Ohio Rules of Civil
Procedure, unless otherwise ordered by the assigned Judge.

(3) Parties served by e-Service are not entitled to a throe-day extension of time to respond
permitied under Civ.R. 6(D) for documents served by mail or by 2 commercial carrier

gervice.

E. Fajlure of Eleetronic Service: If e-Service fails to oceur, the pasty to be served may be

entitled to an order extending the date for any response or the peried within which any right,
duty, or act must be performed.

X. Collection of Filing Deposit and Fees
Any document requiring payment of a filing deposit or fee must be paid contemporaneously
through the e-Filing System, or be accompanied by an affidavit of indigency.

X1, Public Access Terminals

The public can view e-Filed documents on Public Aceess Terminals located in the Clerk's Office.

Usets shall be charged for printed copies of documents at rates established by the Cledk.

X1 Help Desk

The Clerk shall establish a Help Desk in the Clerk's Office for users of the e-Filing System and it
shall be maintained until further Order of Court. The Help Desk shall provide telephone support and
any other support set forth in these Procedures. The Help Desk shall have gtaff available to provide

support during Court hours. The Help Desk shalk:
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Answer any questions from the public concerning the e-Filing System;
Assist the public with establishing new accounts and registration;

Assist System users with the resetting of passwords; and

v 0w ¥

Facilitate the resohition of any issues associated with the g-Filing System

X1, SELF-REFRESENTED (Pro Se) PARTIES:

A. Self-represented parties may utilize the electronic filing system, If using the system, they will be

required to follow all of the electronic filing rules set forth in this order.

B. Ifa self-represented party is umable to utilize the electronic filing system, the filer may submit
paper documents to the Clerk of Cousts Office during normal business hours, Self-represented
parties will be responsible forservice ofall documents required underthe applicable rules of Practice
and Procedure, and must attach tﬁe proper proof of service before filing with the Clerk.

X1V  PROVISIONS SPECIFIC TO THE GENERAIL DIVISION

A. Attorneys shall not he exempt from the electronic filing requirement pnder any circumstances,

B. Private process servers shall file their returns of service electronically via the e-Filing system.

C. For those cases pending prior to the commencement date of e-Filing, all subsequently filed

documents shall be filed electronicaily.

3. The following types of documests must be filed in paper form, unless otherwise ordered by

the Court:

1. All filings related to Gamishment requests.

2. All filings related fo Petitions for Civil Stallking Protection Orders.

3. Cognovit Notes: Complaints, affidavits, and coples of cognovit notes may be filed
electronically. However, the original cognovit note must be presented to the assigned Judge,

4, Documents Filed Under Seal: A motion to file documents under seal may be filed
and served electronically and should be accompanied by a proposed Order which specifies the
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/Hon. Krrmep
el

details as to who may access the document(s). Documents to be filed under seal shall be filed in

paper form once the court has approved the Ordet to file those documents under seal,

5, Documents to be Prresented to 2 Court In Camera: Any documents submitted for
in camera inspection shall be submitted to the assigned Judge outside the e-Filing System.

6. Exhibits: Exhibits or other ftems that cannot be captured ot stored in an electronic
format may be filed and served conventionally. |

7. Courtesy Copies: Paper courtesy copies of e-Filed documents shall NOT be
delivered to the Court unless directed by the assigned Judge.

8. As Ordered: Any other documents shall be filed as directed by the Court.

Db, Electronic Filing and Service of Orders and Other Papers

The Common Pleas Court General Division will issue, journalize, and serve notices, ordets, and

other documents slectronically, subject to the provisions of these Procedures for Electronic Filing,

XV. Effective Date of Administrative Order

These Procedures shall become effective immediately and shall remain in full force and effect untit

further Order of Coust.

IT IS SO ORDERED.

ryssa N. Ha "Hon. Nataliec R. Haupt

Q,WM

Hon. Taw?ﬁL Heath

¢y
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