
TRUANCY E-FILING
2024 - 2025 SCHOOL YEAR
LORAIN COUNTY JUVENILE COURT



SECTION 1

HOW TO 
CREATE AN 

E-FILE ACCOUNT

IF YOU ALREADY HAVE AN 
ACCOUNT PLEASE MOVE TO 

SECTION 2



CLICK THE “NON 
ATTORNEY EFILING 
REGISTRATION” 
LINK IN THE TOP 
LEFT CORNER OF 
THE SCREEN



10 mins 10 mins 30 mins 30 mins 15 mins

ENTER YOUR EMAIL ADDRESS 
AND THEN CLICK THE “NEXT” 
BUTTON.

THE EMAIL ADDRESS YOU 
PROVIDE WILL BE YOUR 
USERNAME FOR THE WEBSITE!



CREATE YOUR PASSWORD &
ENTER YOUR INFORMATION IN THE 

CORRESPONDING FIELDS.

RED = MANDATORY FIELD
BLUE = OPTIONAL FIELD

CLICK THE “FINISH” BUTTON WHEN 
YOU ARE DONE!



YOU’LL THEN RECEIVE AN EMAIL TO THE EMAIL ADDRESS YOU PROVIDED WITH A LINK 
TO CONFIRM YOUR EMAIL ADDRESS AND COMPLETE YOUR ACCOUNT REGISTRATION.
YOU MUST CLICK THAT LINK IN ORDER TO COMPLETE REGISTRATION. 

IF YOU DO NOT RECEIVE AN EMAIL:
CHECK YOUR SCHOOL’S EMAIL SECURITY FILTERS. MANY TIMES, THE EMAIL DOESN’T 
COME THROUGH BECAUSE IT’S COMING FROM AN OUTSIDE EMAIL ADDRESS.

IF YOU HAVE ADDITIONAL QUESTIONS OR THE LINK TO CONFIRM YOUR EMAIL EXPIRES, 
PLEASE CONTACT CHIEF DEPUTY CLERK ERIKA SUGARMAN AT erika.sugarman@lcfct.org



ONCE YOU CLICK THAT LINK THAT WAS EMAILED TO 
YOU, WE WILL BE ABLE TO APPROVE YOUR 
ACCOUNT AND YOU’LL BE GOOD TO START FILING!



SECTION 2

LOGGING ON 

AND 

FORMS



GO TO THE E-FILING WEBSITE AND CLICK THE 
“LOG ON” LINK IN THE TOP RIGHT CORNER

TO LOG ON:



ENTER YOUR EMAIL ADDRESS THAT YOU 
USED TO REGISTER YOUR ACCOUNT WITH 
AS YOUR USER NAME & THE PASSWORD 
YOU CREATED

FORGOT YOUR PASSWORD? NO PROBLEM! 
CLICK THE “FORGOT PASSWORD” LINK 
AND YOU CAN RESET IT!



SECTION 3
FILING A 

JUVENILE 
COMPLAINT



CLICK “CREATE NEW CASE REQUEST”



FOR CASE TYPE YOU WILL SELECT “UNRULY/TRUANCY”

FOR INITIATING ACTION YOU WILL SELECT “2151.022(B) - HABITUAL TRUANCY”



FOR PARTY 1:

PARTY TYPE = IN THE 
MATTER OF

INPUT AS MUCH 
INFORMATION AS YOU 

HAVE

THE NAME/ADDRESS 
AND DATE OF BIRTH YOU 
ENTER IN THESE FIELDS 
MUST EXACTLY MATCH 

WHAT IS ON YOUR 
COMPLAINT



FOR PARTY 2:

PARTY TYPE = 
ATTENDANCE OFFICER

ENTER YOUR NAME AND 
CONTACT INFORMATION



SCROLL BELOW PARTY 
2’S INFORMATION AND 
CLICK THE ADD PARTY 

BUTTON



FOR PARTY 3:

PARTY TYPE = 
REFERRED BY

ENTER THE NAME OF 
THE SCHOOL IN THE 

COMPANY NAME 
BAR

THEN CLICK THE 
“ADD PARTY” 

BUTTON



PARTY TYPE 4:

THE CHILD’S MOTHER AND/OR 
FATHER AND/OR LEGAL GUARDIAN 

WHO IS LISTED ON THE COMPLAINT

INPUT AS MUCH INFORMATION AS 
YOU HAVE

FEEL FREE TO ADD ANOTHER PARTY 
IF NEEDED!



ONCE ALL YOUR PARTIES ARE IN, SCROLL DOWN TO THE DOCUMENT SECTION

YOUR DOCUMENT TYPE WILL BE “COMPLAINT FOR JUVENILE HABITUAL TRUANCY”



CLICK “BROWSE” AND UPLOAD YOUR COMPLETE, SIGNED, AND 
NOTARIZED COMPLAINT

IT MUST BE IN PDF FORMAT!



ONCE YOUR PARTIES ARE ENTERED AND 
YOUR DOCUMENT IS UPLOADED, SCROLL 

TO THE BOTTOM OF THE SCREEN AND 
CLICK “CONTINUE WITH FILING”

YOU’LL THEN BE SHOWN AN OVERVIEW OF WHAT YOU ARE ABOUT TO 
SUBMIT TO REVIEW. YOU CAN CLICK THE LINK TO THE DOCUMENT YOU 

UPLOADED TO ENSURE YOU UPLOADED THE RIGHT FILE.

IF YOU NEED TO MAKE CHANGES, CLICK “MODIFY” AT THE BOTTOM OF 
THE PAGE.

IF EVERYTHING IS CORRECT, CLICK “SUBMIT FILING”



YOU WILL RECEIVE AN EMAIL CONFIRMING YOUR 
SUBMISSION

ONCE YOUR CASE IS ACCEPTED AND FILED, YOU WILL 
RECEIVE AN EMAIL WITH YOUR CASE NUMBER

IF YOU RECEIVE AN EMAIL THAT YOUR CASES IS 
REJECTED, SEE SECTION 5



SECTION 4
FILING AN 

ADULT 
COMPLAINT



CLICK “CREATE NEW CASE REQUEST”



FOR CASE TYPE YOU WILL SELECT “CONTRIBUTING/FAILURE TO 
SEND CHILD TO SCHOOL”

FOR INITIATING ACTION YOU WILL SELECT “3321.38(A) - FAILURE 
TO SEND CHILD TO SCHOOL”



FOR PARTY 1:

PARTY TYPE = DEFENDANT 
(THE ADULT YOU ARE FILING 

AGAINST)

INPUT AS MUCH 
INFORMATION AS YOU HAVE

THE NAME/ADDRESS AND 
DATE OF BIRTH YOU ENTER IN 
THESE FIELDS MUST EXACTLY 

MATCH WHAT IS ON YOUR 
COMPLAINT



FOR PARTY 2:

PARTY TYPE = IN REGARDS TO

*KEEP IN MIND, IF YOU ARE 
FILING AGAINST AN ADULT YOU 

MUST ALSO SUBMIT A 
COMPLAINT FOR THE JUVENILE 
AS WELL (FOLLOW THE STEPS 

IN SECTION 3)

SCROLL BELOW PARTY 2’S 
INFORMATION AND CLICK THE 

ADD PARTY BUTTON



FOR PARTY 3:

PARTY TYPE = 
REFERRED BY

ENTER THE NAME OF 
THE SCHOOL IN THE 

COMPANY NAME 
BAR

THEN CLICK THE 
“ADD PARTY” 

BUTTON



FOR PARTY 4:

PARTY TYPE = ATTENDANCE OFFICER

ENTER YOUR NAME AND CONTACT INFORMATION



ONCE ALL YOUR PARTIES ARE 
IN, SCROLL DOWN TO THE 

DOCUMENT SECTION

YOUR DOCUMENT TYPE WILL 
BE “ADULT COMPLAINT 

(58.00)”

DON’T WORRY ABOUT ANY 
MONEY THAT’S OWED - YOU 

WON’T HAVE TO PAY 
ANYTHING!



CLICK “BROWSE” AND UPLOAD YOUR COMPLETE, SIGNED, AND 
NOTARIZED COMPLAINT

IT MUST BE IN PDF FORMAT!



ONCE YOUR PARTIES ARE ENTERED AND 
YOUR DOCUMENT IS UPLOADED, SCROLL 

TO THE BOTTOM OF THE SCREEN AND 
CLICK “CONTINUE WITH FILING”

YOU’LL THEN BE SHOWN AN OVERVIEW OF WHAT YOU ARE ABOUT TO 
SUBMIT TO REVIEW. YOU CAN CLICK THE LINK TO THE DOCUMENT YOU 

UPLOADED TO ENSURE YOU UPLOADED THE RIGHT FILE.

IF YOU NEED TO MAKE CHANGES, CLICK “MODIFY” AT THE BOTTOM OF 
THE PAGE.

IF EVERYTHING IS CORRECT, CLICK “SUBMIT FILING”



YOU WILL RECEIVE AN EMAIL CONFIRMING YOUR 
SUBMISSION

ONCE YOUR CASE IS ACCEPTED AND FILED, YOU WILL 
RECEIVE AN EMAIL WITH YOUR CASE NUMBER

IF YOU RECEIVE AN EMAIL THAT YOUR CASES IS 
REJECTED, SEE SECTION 5



SECTION 5
REJECTED 

CASES



IF YOU RECEIVE AN EMAIL THAT 
YOUR CASE IS REJECTED

DON’T PANIC!

WE WILL TELL YOU SPECIFICALLY WHAT IS 
WRONG AND HOW TO FIX IT!



LOG ONTO E-FILING AND CLICK THE BAR THAT 
CONTAINS YOUR REJECTED FILING



EACH ITEM THAT NEEDS 
ATTENTION/CORRECTION 
WILL BE HIGHLIGHTED IN 

YELLOW WITH A 
COMMENT FROM THE 

CLERK



MAKE ANY NECESSARY CHANGES

THEN CLICK “CONTINUE WITH FILING” AND “SUBMIT FILING”



SECTION 6
REQUESTING 
ACCESS TO 

YOUR CASES



CLICK ON THE “CASES” TAB AT THE TOP OF THE E-FILING PAGE



ON THE LEFT HAND SIDE OF THE SCREEN 
THERE IS SCROLLABLE SECTION

SCROLL TO THE BOTTOM OF THAT PANE AND 
ENTER YOUR CASE NUMBER IN THE CASE 

NUMBER BAR

MAKE SURE YOU ENTER THE CASE NUMBER 
IN THE FOLLOWING FORMAT WITH A SPACE 

BETWEEN THE LETTERS AND THE NUMBERS: 
24 JU 55455

THEN CLICK THE “REQUEST ENHANCED 
ACCESS” BUTTON



YOU’LL RECEIVE AN EMAIL GRANTING YOU ACCESS TO THE CASE 
WHICH WILL THEN APPEAR IN YOUR CASES TAB



YOU CAN THEN CLICK 
THE BAR OF THE CASE 
YOU ARE LOOKING FOR, 
AND YOU’LL BE TAKEN 
TO THE ONLINE DOCKET 
WHERE YOU CAN VIEW 
THE DOCUMENTS OF 
THE CASE, SEE 
UPCOMING HEARINGS, 
ETC. 

YOU CAN USE THE 
SEARCH FIELDS IN THE 
LEFT-SIDE PANE TO 
FIND SPECIFIC CASES


	index



