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Welcome to the Rocky River Municipal Court E-
Filing Project. E-Filing has been designed to benefit 
filers and agencies, case parties and attorneys, along 
with court employees. The Project is a virtual portal by 
which filers can deliver documents to the Clerk’s office 
without leaving his or her office. Clerk’s can process 
filings and notify filers without the time consuming 
paper shuffle. The web-based tools provide the filer and 
clerks with electronic notification services and 
comprehensive tracking of all transactions. E-Filing will 
simplify new case filings and existing cases motions. 
Utilization of E-Filing services will save processing time, 
reduce travel, save vital resources and reduce labor 
costs. E-Filing is simple, smart and environmentally 
green. I thank you for your participation and hope you 
find these services a true benefit.  

 
If you have comments, questions or concerns please 

feel free to contact me at any time.  
 
Sincerely, 
 

Deborah F Comery 

 



 
E-FILING PROCEDURES 

 

 

TABLE OF CONTENTS: 
 

A. GETTING STARTED 
a. LOGGING ON 
b. MESSAGE AREA 
 

B. NEW FILING PROCEDURES 
a. SELECT DOCUMENTS 
b. COVER PAGE 
c. SUBMIT FILINGS 
d. REFERENCE NUMBER & EMAIL 
 

C. FILING DOCUMENTS OR MOTIONS TO EXISTING CASES 
 
D. ACCEPTED OR REJECTED FILINGS 

a. ACCEPTED 
b. REJECTED 
 

E. MY FILINGS 
 
F. MY NOTIFICATIONS 

 
G. SPECIAL CONSIDERATIONS 

a. MARGINS 
b. SIGNATURES 
c. REDACTION 

 
H. FILING FEES 

a. PAYMENT 
b. FEE SCHEDULE 

 
I. CLERK’S CONTACT INFORMATION 

a. PHONE 
b. EMAIL 
 

J. TECHNICAL SUPPORT 
a. PHONE 
b. EMAIL 

 
K. APPENDIX 

a. SYSTEM REQUIREMENTS 
b. CASE TYPE LIST 
c. WHAT CAN BE E-FILED 
d. HELPFUL LINKS 

 
The E-Filing Project is the initiative of the Clerk of Court, Deborah F. Comery. E-Filing is a 
service providing an eco-friendly, web-based portal for many court filings.  All participating 
filers, firms and agencies will be reviewed and authorized by the Clerk of Court.  Authorization 
may be denied or revoked at the Clerk’s discretion. The Local Rules of Rocky River Municipal 
Court is the governing document for all court procedures and processes.  
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A. Getting Started 
 

• Main Log in screen [https:www.efile.rrcourt.net/eportal] 
o Save this in your Favorites 

 

 
 

• Enter your User Name & Password 
 

Note: The bar at the top of your browser should display a “lock” and have a green 
background. This tells you that you have a secure, encrypted connection. 

 
 

• Your name will display 
• Go to Filing Options then Simple E-File 
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• Our court will display in the Court window 
• News & Information will display on the right side 

 

 
 
 
 
 

 
B. New Filing Procedure 

 
Select Documents 

 
1. Check the New Case box 
2. Click on the Browse button to find your document folder 
3. Open your folder 
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4. Select the document you wish to file 
5. Click on the Open button 

 
  

6. The selected document will be displayed left of the Browse button  
7. Click on the Add File button 

 

 
 
 

8. Repeat steps 4 thru 7 for all additional documents 
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Cover Page 
 Please provide a Cover Page with each new filing or motion. The Clerk’s 
office will provide you with a Cover Page document. This document is available 
on the Court’s website. The Cover Page should be the first page and will assist 
the clerk’s in routing and expediting your filing.  
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Submit Filing 

 
• Your document(s) will display as below 
• Review your selections  
• You may remove any documents 

 

 
 
 

• Finally, click on the Submit button  
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Reference Number & Email 
 

 
 
After submitting your filing you will see the screen above and receive an 
email confirmation as below.  
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C. Filing documents or motions to existing cases 
 

 
 
Efiling will verify the Case Number. If the Case Number provided does not 
match an existing Case you will see the warning message below. 

• Click “Cancel” to correct 
• Click “OK” to submit as displayed 

     
 
Note:  Civil & Criminal case formats are two digit Year, space, three character 

Type, space and a four digit number (zero filled)  YY TTT nnnn 
 Traffic case format is two digit Year, space, three character Type, 

space and a five digit number (zero filled)   YY TTT nnnnn 
Examples:  Civil    09 CVI 0200 

Criminal  10 CRB 0501 
Traffic  10 TRD 02078 
[see case type list in the appendix] 
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D. E-Filing Accepted or Rejected 
 
Accepted Filing:  

 
 
Rejected Filing: 
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E. My Filings 
 

  
 

 
 
F. My Notifications  
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G. Special Considerations 
 
Top Margin: 

Please leave a ½ inch BLANK margin at the top of each page.  
This area used for Court’s FILE STAMP. 

 

  
 
Signatures: aka S-Signatures 
 
The /name/ format can substitute for a signature on any document that is 
prepared. Also acceptable is the /s/ (slash s slash) characters. In either case the 
signed document must be maintained by the filer with the authentic signature and 
must be presented upon request.    
 
Format:   /name/     /s/ 
 
      typed named    typed named 
 
Examples:  Preferred    Acceptable 

 
 
 
 
 
 
 
 
 
 

 
   /Jonathan C. Doe/ 
____________________________ 
Jonathan C. Doe, Esq. 
Attorney for the Plaintiff 
Doe and Associates, LLC 
1234 Main Street 
Anywhere, USA 11111 
 

 
   /s/ 

____________________________ 
Jonathan C. Doe, Esq. 
Attorney for the Plaintiff 
Doe and Associates, LLC 
1234 Main Street 
Anywhere, USA 11111 

 
Redaction:   Social Security Numbers (SSN), Credit Cards and Bank Accounts 

should be represented by X’s with the last four digits only. 
  
 Examples:  XXX-XX-1234   SSN 
   XXXX-XXXX-XXXX-1234 Credit Card 
 
     It is the filer’s responsibility to submit these identity safe formats.
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H. Filing Fees 
 

Payments Method 
 
Civil:  
o Filing Fees are required at the time of each filing [see local rules] 
o A pre-arranged credit card process must be in place prior to any filing 

and acceptance. 
o Online Credit Card payment by the filer will be available in the future 

 
Criminal & Traffic: 
o Most filings will not require fee payments at the time of processing, 

with the following exceptions: 
 Notice of Appeal 
 Motion for Driving Privileges 
 Motion to modify Driving Privileges 
 Motion to Release a Vehicle 
 Motion for Expungement / Sealing Record(s)  

Note:  The above exceptions will be accepted without fee payments 
but the court will take no action regarding these motions until the fees 
are paid. 

o The defendant is responsible for all fees at the time of final disposition  
o Filings for closed cases require fees to be paid at the time of filing 

 
 
 

Fee Schedule page 12 & 13 
 
 Filing fees are subject to change. Please use the links below to view 
the latest Fee Schedules. 
 
 
 
 
Civil Schedule on-line 
 
Criminal Traffic Schedule on-line 
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Civil Schedule 
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Criminal/Traffic Schedule 
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I. Clerk of Court Contact Information 
 
 Civil Division  Phone  Email 
   
 Sandy Linden  440 895-0039 Linden@rrcourt.net 
 Barb Singler   440 895-0036 Singler@rrcourt.net 

Kathy Petro (Supv)  440 895-0036  Petro@rrcourt.net 
 
 

Criminal Traffic Division Phone  Email 
 

 
 Eileen Dungan (Supv) 440 333-0066 Dungan@rrcourt.net 

 
 

 
Rocky River Municipal Court  440 333-0066            administrator@rrcourt.net 
   FAX   440 356-5613 
 
Clerk of Court  Deborah F Comery 
 
 
 
 
J. Technical Support 
 

Phone  Email 
 
Mike Bracken  440 333-0066 mjbracken@rrcourt.net 
Lee Gerber   440 333-0066 gerber@rrcourt.net 
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K. Appendix 
 

System Requirements 
Filer workstation [PC or Mac] 

 Internet Explorer 7.0 or higher 
 Firefox 3.0 or higher 

 
Case Type List 
 
 Civil 

 CVE Auto Accident Claims 
 CVF Money Claims [over $3,000  under $15,000] 
 CVG Evictions 
 CVH BMV / ALS / 12Pt [Driver’s License Related] 
 CVI Small Claims [under $3,000] 

 
Criminal 

 CRA Felony 
 CRB Misdemeanor 

 
  Traffic 

 TRC OVI  Violations 
 TRD Traffic Violations 
 TRP Parking Violations 

 
 

What can be E-Filed? 
 
  Document Formats 

 DOC [Word Documents] 
 PDF [Portable Document Format]  

Pictures  
 Any format. Must be embedded within a Word or PDF 

document. 
 

Helpful Links 
 

 RRMC Website  
 RRMC Local Rules 
 Civil Filing Costs 
 Civil Filing Forms 
 Adobe reader 
 Microsoft Conversion Utility 
 E-Filing Cover Sheet 
 E-Filing Registration Form 

 
 
 
 
 

http://www.rrcourt.net/
http://www.rrcourt.net/Court%20Rules_12-01-09.pdf
http://www.rrcourt.net/CivilCosts.html
http://www.rrcourt.net/Municipal_Forms.html
http://get.adobe.com/reader/
http://www.microsoft.com/downloads/details.aspx?FamilyID=941b3470-3ae9-4aee-8f43-c6bb74cd1466&displaylang=en
http://www.rrcourt.net/E-File.html
http://www.rrcourt.net/Construction.html

