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Process Servers: Standing Order/ Recurring or Case Specific Appointment

Montgomery County Clerk of Court along with Tybera has created a method in which Process Servers can pick up the
Summons and Complaint electronically through the eFlex system. The Process Server may be appointed for a specific
case, they may be a recurring Process Server for multiple cases, or they may have a Standing Order for the firm or
individual. Regardless, all Process Servers are required to collect the documents through Montgomery County’s eFiling
system.

For the Recurring Process Server or those organizations/individuals covered by a Standing Order, they must request an
eFiling account in order to access eFlex to print the Summons and Complaint and to file Returns of Service. If an
organization would like a second account to file the Returns of Service, simply request another account. The second
account will not be able to access the Queue Entries containing the Summons and Complaint; they will only be able to
file the Returns of Service.

If a Process Server is only appointed for a specific case, a generic account has been established in eFlex. This Process
Server does not need to request an eFiling account. They must contact the Clerk of Court’s office at 937-225-4512 and
request the username and password for the Generic Process Server eFlex account.

Once the account has been approved, or the generic account information is received, the Process Server can sign into
eFlex and obtain the information from the system.

Request an Account

Process Servers: Standing Order/Recurring
Goto
e http://www.mcclerkofcourts.org/efiling/process-server-user-account-form/ to assess the Process Server eFiling
User Account Application form.

e Complete the Process Server eFiling User Account Application form
O Submit the form via the Submit button (delivered via email)

e Once the Clerk of Court’s office approves the account, an email will be sent to the email account provided in
Request. The user can sign in and access the Process Server Queue

Process Servers: Case Specific Appointment
e Contact Clerk of Courts office at 937-225-4512 to obtain the username and password for the “generic” account

Once the username and password has been received, the user can sign in and access the Process Server Queue.

To Access the Processors Queue

e Signinto eFlex


http://www.mcclerkofcourts.org/efiling/process-server-user-account-form/

Common Pleas Court, General Division

: :a County Gregory A. Brush, Clerk of Courts eFﬂm g
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Welcome to eFlex

Log In

User Name
Password  [RRRIRRT A

i et

New Users

If you have not signed in before, please request a
user account.

Request Account

e Click on the View Queues button
0 If there is a number next to the View Queues button —ignore the number — the number is not account

specific
[ E 1 o] -
M County Gregory A. Brush, Clerk of Courts GFILH]
. Ohio ——— Common Pleas Court, General Division B g
m eFile | Cases | My Profile | Log Out | user: Legal Bx
Home
File new case

File To Existing Case File subsequent document to existing case

Check the status of my filings
My Recent Cases List of my ECF cases

Review your Notifications

List of entries in my queues

Case Search

e Select Processors Queue from drop down menu next to “View Entries In”
0 Please note — If you have an eFiling user’s account you will only be able to see Queue Entries for your
specific account
0 Forthe “Generic” Process Server account — you will see all cases to be served by Process Servers that do
not have a specific eFiling user’s account.

Gregory A. Brush, Clerk of Courts e Fjl,. g
z i I ] -l i

Common Pleas Court, General Division

| My Profile | Log Out | user: Legal Bx

Home 32 My Queue Entries

My Queue Entries

View Entries in: | All Queues v | Assigned To: Legal Ex nyll; | Today's Ttems
All Queues ) i

|10 ¥
B Number of entries displayed per page:

There are no entries matching the filter criteria.




e Click Refresh

e Click on Title link “Summons to be Served”
0 For the “Generic” Process Server account - Click on Title link “Summons to be Served” on the specific
case you have been appointed to serve. In the event you can’t locate the case contact the Clerk’s Office.

Gregory A. Brush, Clerk of Courts e E‘iLjH g’

Common Pleas Court, General Division

| My Profile | Log Out user: Legal Ex

Horne 2 My Queue Entries

MMy Queue Eniries

Wiew Enfries in: Assigned To: Legal Ex null: | Today's Items v
Murrber of entries displayed per page:

Queue Title Case Title Case Number ¥ Official File Stamp Original Filer Assigned To null Deferred Date

Summaons ;\;Eé‘é%
Fl gfeu:”rs tS?a:j\?ed BAMNK MA vs 2008 CY 00001 O Legal Ex Legal Ex
22 GARY LYNN
HOWARD

e Click on the Document Link in the Action Details

Gregory A. Brush, Clerk of Courts e E‘iLjH g’

Common Pleas Court, General Division

| My Profile | Log Out | user: Legal Ex

Home 22 My Queue Entries = Action Details
Action Details
Case Number: 2008 Cv 00001 Plaintiff: WELLS FARGO BANK Ma
Case Title: WELLS FARGOD BANK MA vs GARY LYMNM Defendant: GarRy LYMNN HOWARD et al

HOWARD Judge: MARY KATHERINE HUFFMAN - Department
Case Type: Civil 7544
Opened: 01-02-2008

Document Information - Assigned To Legal Ex

Document Link Document File Date Original Filer

3311f31b-b41f-4640-36a3-

278650518642, pof Summons ko be Served Test 06-26-2012  Legal Ex

MNote History  Mone

Reassign To: | Unassign %) Queue: ¥ | Date Deferred l:l

Add MNote:

[Back [ File on this

0 The File Download Dialog box will open - Click on Open



X

File Download

Do you want to open or zave this file?

IEI Mame: 3311F31b-b41f-4640-a6a3-27e65d516642. pdf
Type: Adobe Acrobat Document
From: 10.1.8.52

|  Open |[ Save ][ Cancel

harm your computer, [f vou do not bzt the zource, do not open or

|QI While files from the Intermet can be useful, some files can potentially
b zave this file. What's the risk?

e Print the Summons Packet to serve — This is what you will see if your package is less than 20 MB OR

fBeE|lecRBE
=#®[e - |HE|Q Tools | Comsment

ELECTRONICALLY FILED
COURT OF COMMON PLEAS

MONDAY OCTOBER 312011 04:43:89 AM

CASE NUMBER: 2011 CV 08861

CLERK OF COURTS MONTGOMERY COUNTY OHIO

IN THE COURT OF COMMON PLEAS, MONTGOMERY COUNTY OHIO

CIVIL DIVISION
SUMMONS
PLAINTIFF CASE NUMBER
CAPITAL ONE BANK USA N.A. 2011 CV 06861
Vs
DEFENDANT ARTICLE NUMBER
NANCY A KELLY CVR0000000000054707

TO THE FOLLOWING NAMED DEFENDANT:
NANCY A KELLY
174 LEXINGTON AVE

0 If the package is larger than 20MB — click on the link provided in the PDF

The document you requested can be retrieved from the following location:
http:/fwww .clerk.co.montgomery.oh.us/pstransfer/getfile.aspx?name=71315aac-2c 14-4ee3-9b0f-9784ef634963

e The Summons packet will open

e Print the Summons Packet to be served



Deleting the Queue Entry
Once the Summons Packet has been printed the Queue Entry must be deleted.

e C(lick delete in the Action Details Page OR

3 Thill
- M Gregory A. Brush, Clerk of Courts eF]' I > ;
- ) Common Pleas Court, General Division - R g

Hnm | eFile | cases | myprofile | Logout |

user: Legal Ex

Home 2 My Queue Entries 2» Action Detals

Action Detaily
Case Number: 2008 CY 00001 Plaintiff:  WELLS FARGO BANK NA
Case Title: WELLS FARGO BANK NA vs GARY LYNM Defendant: GARY LY HOWARD et al
HOWARD Judge: MARY KATHERINE HUFFMAN - Dapartment

CaseType:  Ciil 7544
Opened: 01-02-2008
Document Information - Assigned To Legal Ex

Document Link Document File Date Original Filer
Rl aEE- Summans o be Served Test 06-26-2012  Legal Ex

27en50818642, pdf

Note Histary Mone

Reassign To: 3ssign | Queve: V| Date Deferred I:l

Add Mote:

Fils on this cass

e C(Click on the Back Button to return to “My Queue Entries Page”

e Select which one to delete
O For the Generic Process Server account - NOTE: Only delete the case that you have been appointed to
serve.
o C(Click Delete

Gregory A. Brush, Clerk of Courts eFim
Common Pleas Court, General Division = - %
|

| My Profile | Log Out user: Legal Ex

Home = My Queus Entries

MMy Queue Eniries

View Enfries in: Assigned To: Legal Ex null: | Today's Items
Mumber of entries displayed per page:

[ Queue Title Case Title Case Number ¥ Official File Stamp Original Filer Assigned To null Deferred Date

Summons RYERES)
Processors to be G0
i Queus Served BANK MA vs 2008 CY 00001 O Legal Ex Leqgal Ex

GARY LYMM




Filing the Service Return

The Return of Service completed by the Process Server will now be filed electronically. The Return of Service must in a
PDF format. It is important the document is a properly formatted PDF, preferably PDF/A.

e Sign Into eFlex
e  Click File to Existing Case

Gregory A. Brush, Clerk of Courts eFiLo g

Commeon Pleas Court, General Division

| My Profile | Log Out | user: Legal Ex

File new case
File subsequent document to existing case

Check the status of my filings

My Recent Cases List of my ECF cases
Notifications Review your Netifications
List of entries in my queues

Case Search

e Enter the case number;

‘ Home Cases | My Profile | Log Out | user: L Cooper

Home =@ Existing Case
Existing Cases
Cases that will be filed on

Case Number Case Title

Enter case identifying information

Case Number (Bx: 2008 CV 00112) : |12C\.’1234

Humber of cases displayed per page:

Case Title ¥ Case Number Case Type Judge
k)| STATE OF OHIO vs MIRANDA GRIMPE 2012 CR 02678 CRIMINAL GREGORY F. SINGER
STATE OF OHIO vs EMANUEL W, HALL 2012 CR. 02665 CRIMINAL MARY KATHERINE HUFFMAN
HUNTINGTON MATIONAL BAMK vs CORA L, LOWE 2011 CV 05806 Civil MICHAEL W. KRUMHOLTZ

STATE OF OHIO EX REL MICHAEL DEWINE OHIO
ATTORMEY GEMERAL ws MASTER VISIOM PLATING 2011 Cv 05802 Civil TIMOTHY M. O CONNELL
LLC

=
o
a

e (Click on Case Search



Existing Cases

Cases that will be filed on
Case Number Case Title

Enter case identifying information

Case Number (Ex: 2008 CV 00112) : 12CV1234

Case Search Results @
Case Number Case Title Action

2012 CV 01234 DEFEDMANT, TEST BBB Add this case to your list

2012 CV 01234 STATE OF QHIO Add this case to your list

e Click Submit

e Once you have selected the case(s), the Add a Document page is displayed for that case:

Home 2 Existing Czse 20 Add = Document

Case Number : 2010 CV 05641 Case Title : TEST PLAINTIFF vs TEST DEFENDANT
Case Type : Civil

Document Category | j
Document Type * | j
AdditionalText * |
[ Emergency
Document Locstion | Browse. ..
Add to Submission
Drocument Hame View Document Edit Data Size Pg Count Remowve

Information E{ Q.01 ME

et | b oo Jre

**Note that the Case Number is now highlighted in a bright yellow bar to indicate that you are currently filing
to an existing case with its case number also displayed.

e Document Category — select Service Returns
e Document Type — Service Return filed by Process Server
e Additional Text — successful or failure on .... (enter name of party)

e C(Click on Browse and select the return (saved as a properly formatted PDF)
0 Double click on the document or single click and select open

e Click Add
0 If you have multiple Service Returns to file in the same submission — select the proper Document Type —
add the appropriate Additional Text — load the next PDF

e Click Next when you have all your Return of Service documents loaded

e Review any of the documents loaded if needed



Home = Existing Case 2% Add a Document 2 Review and Approve Fiing
Review and Approve Filing

Case Number : 2008 CV 00001 Case Title : WELLS FARGO BANK NA

Case Type : Civil

Document(s) to be Submitted:

Document Hame View Document

Service Return Process Server SUCCESSFUL SERVICE OM GARY LYMM HOWARD CM 07/02/2012 PROCESS SERVER RETURM.[

Use the link on the participants name to update their information.

Modified Participant Name Role
WELLS FARGO BAMK MA Plaintiff
GARY LYMNM HOWARD Defendant
DEMA M HOWARD Defendant
MONTGOMERY COUNTY TREASURER Defendant

Special Filing Instructions:

e Click Next
e C(Click OK to submit to the Court

e C(Click on Filing Status

Gregory A. Brush, Clerk of Courts eF]' Ij]g
Common Pleas Court, General Division &% - g

| MyProfle | 1ogout |

user: Legal Ex

Home 2» Existing Case 2» Submission Confirmation
Your Filing has been submitted

Case Type: Civil - Service Return Process Server

Note: This filing is now being processed and added to the Clerk of Court document repository. Once ECF has stored the
documents associated with your filing, a receipt will be issued to you. You may view the status of this filing, and access your
receipt for 60 days, after which it will be purged from this system. The documents will be retained and available long term
through the Clerk of Court.

Filing Status

e Click Go to refresh
0 The Service Return is at the Clerk’s office and awaiting their approval



M delo' Gregory A. Brush, Clerk of Courts e Fjl.in
— ]io Common Pleas Court, General Division ; %

| myprofile | togout |

user: Legal Ex

Filing Status
My Filings

Legal Ex Filings
Report Criteria:

View Filings Between: 07/03/2012 [ExM AND l:l 'I

My Filings Between 07/03/2012 and Today

a ¥ Submitted Documents Filer Ref No. Case Title Court Case # Status
LT Service Return Process WELLS FARGO BAMK MA vs GARY - .
|:| 07-03-2012:08:49:15 AM Serv LYNN HOWARD 2008 CV 00001  Awaiting Approval

Number of Filings: 1

e From the Home Page - Click Filing Status to check any returns that have been submitted for approval

County Gregory A. Brush, Clerk of Courts ethﬂ
= Comman Pleas Court, General Division =1 ; g
|

\ My Profile | Log Out user: Legal Ex

File new case

File subsequent document to existing case
Check the status of my filings

List of my ECF cases

Reviews your Notifications

List of entries in my queues

O Please note the filing status always defaults to the current date. Click on the calendar and pick the
date needed for the Filing Status search.

0 The filing status changes to Filed once the Clerk staff approves the filing

My Profile

Log Out user: Legal Ex

Home 2» Filing Status

My Filings

Legal Ex Filings
Report Criteria:

View Filings Between:

0703201 B [ | [EH

My Filings Between 07/03/2012 and Today

i ¥ Submitted Documents Filer Ref No. Case Title Court Case # Status

[] 07-10-2012:09:09:56 AM [ Queue Assignment L‘;’Eﬁg{:&iﬁ BANKNA vs GARY 5000 cy ponol — Filed

[] 07-05-2012:08:58:32 AM Pfg:g;ﬁ::“m filed by L‘;ﬁhﬁ&ﬁ% BANKNA vs GARY 5008 cy pono1  Awaiting Approval
[] 07-03-2012:08:43:15 AM Pf;r:g:ﬁ:rb"m filed by L‘;ﬁhﬁg\’:ﬁ% BANKNA vs GARY 5008 -y 00001 Receit Pending

Number of Filings: 3



Retrieving the Time Stamped Document
The time stamped Return of Service will be available on the Clerk of Courts PRO site.

e C(Click Case Search

Mo > County Gregory A. Brush, Clerk of Courts : iL'
— hio Common Pleas Court, General Division eF : mg’
|

| My Profile | Log Out user: Legal Ex

File new case

File To Existing Case File subsequent document to existing case
Check the status of my filings
List of my ECF cases
Review your Notifications
List of entries in my queues

Case Search

0 PRO will appear in a new window

Public Records Online [V2] Your IP Address

Gregory A. Brush
Montgomery County
Clerk Of Courts

General Search @
CASE NUMBER:
LAST NAME:

FIRST NAME:

COMPANY NAME:

SoctALSECNuM: . Welcome to the Montgomery
County Clerk of Courts
e Public Records Online v2

**EFFECTIVE JANUARY 1, 2010 - MANDATORY ELECTRONIC FILING OF
CIVIL CASES**
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