
 

 

 

 

 

  
Montgomery County Juvenile Court 

E-FILING MANUAL 

 

 



 Filing Standards and Requirements 

 

1. Documents Must be in PDF Format (Portal Document Format) 
 

2. The paper size must be standard 8 ½ by 11 inches 
 

3. Documents must not be larger than 20 megabytes 
 

4. Documents must be scanned for viruses 
 

  



 
 

Redacting documents according to Sup. R. 44-47 

 
 Personal Identifiers must be removed or redacted from 

Clerk documents.  
 As defined in Sup. R. 44(H), “Personal Identifiers” 

include, but are not limited to, social security number 
(except for the last 4 digits), bank account numbers, 
credit card numbers, a juvenile's name in an A.N.D case 
(except for the juvenile’s initials) 

 
  



LOGIN 
 

 
 
Your username is your email address. 
You will be provided with a temporary password and will 
be prompted to change that password the first time you 
log in. 

 

 

 

 

 

 



NEW FILING 

You will have 2 options as to filing when you begin: 
either “File a New Case’ or File on existing Case”. 

 

 

 

 

 

 

 

 

 



FILING A NEW CASE  

1. Click on File a New Case 
2. You will automatically be taken to the new filing 

page where you will choose a Category and type 
of filing. 

 

 

 
Categories of Cases Available for E-Filing 

 Child Support  
 Custody 
 Visitation 
 Post Modification 
 Paternity 

 



Your type of filing will have limited choices based upon 
the category you choose. 

3. The next page will be all required documents for your 
chosen filing. 

 

Click on Select to add pdf of the document you wish to 
file.  



After you have added the document, click on add required 
documents and then Save and Proceed. 

 

4. The next page will be all optional documents for 
your chosen filing. 

 



Once you have added your desired optional 
documents, click on Save and Proceed. 

 

 

 

5. Payment page 
 
The next page will be the payment page.  As a 

partnering agency, you will not be required to pay a 
filing fee. 

 



You will need to check the box to certify that the 
information you have provided is accurate. 

 

 

 

  Once you have clicked on the box, you will need to click 
on Save and Proceed 

 

 

 

 

 

 



6.  Filing Review 
 

You will be taken to a page to allow you to 
review your entire filing prior to submitting it so 
that you can confirm demographics and 
documents to be submitted are accurate. 
 

 

If all of the provided information is correct, you will click 
on Submit. 

 



7. Confirmation 
 
Upon submitting the filing, you will be directed 
to a confirmation page that will supply you with 
a confirmation number. 

 

 

You will receive an email once your filing has been 
accepted.  Please note that your document is not filed with 
the Court until it is accepted by the Court. 

 

  



FILING ON EXISTING CASE 

1. Choose File on Existing case from home screen 

 

 

2. Enter case number and click on Select case. 

 

 

 



 

3. Click Select case again if your case is correct. 
4.  Verify case information is correct. 

 

 
5. Select a filing category.  

 

 



6. Select filing type. 

 

7.  Load required documents 

 



After you have added the document, click on add 
required documents and then Save and Proceed. 

 
8. Payment page 

 

The next page will be the payment page.  As a 
partnering agency, you will not be required to pay a 
filing fee. 

You will need to check the box to certify that the 
information you have provided is accurate. 

 



  Once you have clicked on the box, you will need to click 
on Save and Proceed 

 

9.  Filing Review 
 

You will be taken to a page to allow you to 
review your entire filing prior to submitting it so 
that you can confirm demographics and 
documents to be submitted are accurate. 
 

 



If all of the provided information is correct, you will click 
on Submit. 

 

10. Confirmation 
 
Upon submitting the filing, you will be directed 
to a confirmation page that will supply you with 
a confirmation number. 

 

 



You will receive an email once your filing has been 
accepted.  Please note that your document is not filed with 
the Court until it is accepted by the Court. 

 

 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 



 

HELP DESK 

 

If you have any questions concerning E-filing, please 
contact our Clerk of Courts’ Office at: (937) 496-7908 
or (937) 496-5276. 
 

 

 

 


