
E-FILING BASICS 



Registration 



https://eservice.lcdrc.org





Setting up an Account:

 School Representative filing will register in the Non-
Attorney Portal



* This will be the email address that you use to access your cases and get status updates



 Red fields must be entered 
 Blue fields may be entered
 Enter your employment 

information 



 Password:
 LCDRC staff does not 

have access to your 
password

 If you forget your 
password, there is no way 
for LCDRC staff to recover 
the password, and you will 
have to reset the 
password

 Once you input your 
information, click “Finish”





 Go to your email and 
open the email from 
Lorain County

 Click on the “Click 
Here” link to finish 
registration 



 The “Click Here” link will take you to this page, which 
indicates that your email address has been confirmed 

 A notification is sent to the Lorain County Domestic 
Relations Court to review your request as a pro-se user. 

 Once your request to be a filer is approved, you will receive 
an email notifying you of approval. 









Filing a New Complaint







 If filing a case against a Juvenile, 
you will choose “Unruly/Truancy”

 If fling a case against a Parent, 
you will choose 
“Contributing/Failure to Send 
Child to School”





 Required Parties:
 Attendance Officer: Person filing 

the Complaint 
 In the Matter Of: Juvenile 
 Referred By: School referring the 

juvenile 
 Not the school district 

 Parents or Legal Guardians





***IMPORTANT***
The name and information you 
put for the Juvenile/Parent 
must match the information on 
the Complaint. 

If it does not match, the e-filing 
will be rejected. 





 To a file a new case, you will always choose 
“Complaint for Juvenile Habitual Truancy”

 All documents must be submitted in PDF 
format



Converting a Word Document to a PDF Document 
 Open your document in Word
 Click on the “File” button in the upper left corner
 Scroll down to the “Save As” Button
 There should be a drop down after the file name, 

and you should choose PDF
 Press “Save” and the document you will save as a 

PDF



















Important 
Reminders 

The cases will be “time-stamped” the date the case is 
submitted. 
 If the filing is rejected you will have 2 business days to make 

the corrections and re-submit the document 
 Business days may be different than court days 

 If after fixing corrections your filing is rejected again, you will 
have to re-submit the document (which will change the time-
stamp date) 



When E-Filing 
is Complete 

There will be a notation indicating the document that 
was filed

When you open the case, you will be able to see an 
image of the document that you filed 



Questions, 
Comments, 

& Information 

Emily Kirsch, Court Administrator for Lorain County 
Domestic Relations Court 
 Email: Emily.Kirsch@lcfct.org
 Phone: 440-329-5361

Erika Sugarman, Chief Deputy Clerk 
 Email: Erika.Sugarman@lcfct.org 
 Phone: 440-329-5480

mailto:Emily.Kirsch@lcfct.org
mailto:Erika.Sugarman@lcfct.org
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