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BUT FIRST…

A CAVEAT



INTRO TO THE PROCESS OF E-FILING AN ESTATE

• Certain filings are required at CASE INITATION.
• Minimum required forms differ by case type.
• Not all minimum required forms for case initiation will be auto-required by the e-filing system, 

but all remain a requirement before the Clerks accept the filing.
• Most additional filings will not be accepted at case initiation, and will be auto-rejected.

• Court feedback comes in one of 3 ways:
• NOTICE OF DEFICIENCY – issued by Clerks, and again by Legal
• NOTICE OF COMPLIANCE – issued by Clerks, and again by Legal
• ENTRY SETTING HEARING



NEW FORMS!
Notice of Presentation 
of Will

Limited Letters of 
Authority

Notice to Reopen
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NEW FORMS:

NOTICE TO

REOPEN



OPENING AN ESTATE IN E-FILING

User interface is the same 
as in the Court’s current 
e-filing system.  

Each user who intends to 
sign pleadings in e-filing 
should have their own 
account.

To open a new case, click 
“New Case” button.



OPENING AN ESTATE IN E-FILING

On the next screen, 
select the Probate Court.



OPENING AN ESTATE IN E-FILING

On the next screen, 
select the case type.



PART ONE:  FULL ESTATES
* FULL ADMINISTRATION WITH WILL

* FULL ADMINISTRATION WITHOUT WILL

* FULL ADMINISTRATION W/ ALLEGED WILL

* RIGHT OF ACTION ONLY

* RIGHT OF ACTION WITH WILL

* WRONGFUL DEATH ONLY

* WRONGFUL DEATH ONLY WITH WILL

* WRONGFUL DEATH W/WILL – PROBATE ASSETS

* WRONGFUL DEATH WITH PROBATE ASSETS 

* ANCILLARY ADMINISTRATION



ADMINISTERING A FULL ESTATE: AN OVERVIEW
STEP 1: OPENING A CASE.
• At this stage, clerks are reviewing for bare minimum acceptability.  
• There is no substantive review beyond confirming jurisdiction, that the decedent has actually passed, and that 

there is a signed Application for the court to take some action.

STEP 2:  REVIEWING FIDUCIARY APPOINTMENT PAPERWORK.
• Clerks will review as many times as needed to ensure that the court has received the minimum paperwork 

necessary to appoint a fiduciary. 
• Clerks will issue a Notice of Deficiency outlining any remaining problems; or a Clerk’s Notice of Compliance, when 

the minimum paperwork is in order.
• Legal staff will automatically review the file when a Clerk’s Notice of Compliance is issued and will (1) set the 

matter for a filing deadline or hearing or (2) issue a Legal Notice of Compliance.

STEP 3:  ISSUING ENTRIES.
• The court may assist with some routine Entries, but will usually request the Filer to upload proposed Entries, 

including proposed Letters of Authority.



ADMINISTERING A FULL ESTATE: AN OVERVIEW

STEP 1: 
OPENING A CASE.



STEP 1: OPENING A FULL ESTATE 

On the next screen, select the 
case sub-type.

For full estates, choose 
“Full Administration with Will” 
or
“Full Administration without 
Will.”

“Full Administration with 
Alleged Will” is for lost or 
nonconforming Wills.



STEP 1: OPENING A FULL ESTATE 

On the next screen, 
select whether or not there 
is a surviving spouse.

Add “case participants” from 
this screen.



STEP 1: OPENING A FULL ESTATE 

On the next screen, 
“Add My Parties” = Applicant



STEP 1: OPENING A FULL ESTATE 

“Add Other Parties” = 
• Decedent
• Surviving Spouse

For the decedent, please 
use information from the 
death certificate.



STEP 1: OPENING A FULL ESTATE 
From the next screen, 
upload your proposed 
opening pleadings.  

Choose the document from 
the drop-down.

The documents marked with 
an asterisk are many (but 
not all) of the required 
minimum pleadings – 
your case will not be opened 
without all of these 
documents being submitted.



STEP 1: OPENING A FULL ESTATE 

If you miss certain 
required minimum pleadings 
– the system will not let you 
move forward.

Not all required minimum 
pleadings are set up this way.  
Please be sure to review the 
complete list and include all, 
or the clerks must reject your 
pleadings back to you.



STEP 1: OPENING A FULL ESTATE – 

MINIMUM REQUIRED FORMS 

• Proof of Death (death certificate or Form 1.Z, Notice of Opening Estate Without Death Certificate)

• Form 1.0, Surviving Spouse, Next of Kin, Legatees, and Devisees

• Form 4.0, Application for Authority to Administer Estate

• Form 4.0A, Fiduciary’s Acceptance - Estates

If these forms are not present, the case will not be opened.

If these forms are not complete or correct, the case will be opened, and a Clerk’s Notice of Deficiency 

will issue.



STEP 1A: 

ADDITIONAL MINIMUM REQUIRED FORMS – 

TESTATE ESTATES

• Notice of Presentation of Will, with a copy of the proposed Will attached
• Form 2.0, Application to Probate Will OR Form 2.0LW, Application to Admit Lost Will to Probate

If these forms are not present, the case will not be opened.
If these forms are not complete or correct, the case will be opened, and a Clerk’s Notice of Deficiency will 
issue.

The filer must deliver to the court an original Will (that matches the copy presented to the court at case 
opening) no later than 14 days from the opening of the case, or the matter may be dismissed.



STEP 1: OPENING A FULL ESTATE 

For each separate 
pleading, you must 
include:
• Page count
• Document location 

(from your computer)
• Add to submission

A document will show up 
in the list at the bottom of 
the page as it is 
successfully added.



STEP 1: OPENING A FULL ESTATE 

You will have a 
final opportunity to review 
the complete package 
before filing.

This screen is also where 
you pay.



STEP 1: OPENING A FULL ESTATE 

System acceptance 
does not indicate 
Court acceptance 
or
Court approval.



ADMINISTERING A FULL ESTATE: AN OVERVIEW

STEP 2: 
REVIEWING FIDUCIARY APPOINTMENT 
PAPERWORK.



STEP 2: 

FIDUCIARY APPOINTMENT PAPERWORK – CLERK 

REVIEWClerks will review proposed paperwork to ensure that it is signed, complete, and comports with the court’s filing 
standards. 

The following paperwork must be acceptably filed before the legal staff reviews a case:
• Proof of death
• Form 1.0, Next of Kin
• Form 4.0, Application for Authority to Administer Estate
• Form 4.0A, Fiduciary’s Acceptance

• For intestate estates:
• Form 4.2, Fiduciary’s Bond + related paperwork
• Waivers of Right to Administer (unless set for hearing)

• For testate estates: 
• Notice of Presentation of Will, with a copy of the Will
• Form 2.0, Application to Probate Will OR Form 2.0LW, Application to Admit Lost Will to Probate



STEP 2: 

FIDUCIARY APPOINTMENT PAPERWORK – CLERK 

REVIEW



STEP 2: 

FIDUCIARY APPOINTMENT PAPERWORK – LEGAL 

REVIEW
Legal staff will review proposed paperwork to ensure that it is complete, comports with the law, and 
to determine whether Letters of Authority may be issued or if the Application(s) should be set for 
hearing. 

Feedback from the legal staff will come in one of two forms:
• Entry/Order setting remote hearing, explaining why the Letters cannot yet be issued; or
• Notice of Compliance



STEP 2: 

FIDUCIARY APPOINTMENT PAPERWORK – LEGAL 

REVIEW



STEP 2A:

IF A HEARING IS REQUIRED…

• If the Applicant knows that a hearing is required: the Applicant should select and reserve an ESTATE 
APPT HEARING date/time from the e-Hearing Locator, then upload a proposed Entry Setting 
Hearing.

• Initially, times will be available on Wednesday mornings, Thursday afternoons, and Friday mornings.
• These are very short hearings for establishing notice; the matter will be continued if contested.  

• If the Court determines that a hearing is necessary:  a hearing will be set at one of the above times.
• The Applicant must serve notice and file proof of service before the hearing.  
• Counsel is required to appear. 

• The hearing may be canceled and Letters of Authority issued if all required documents are filed in 
advance of the hearing. 



ADMINISTERING A FULL ESTATE: AN OVERVIEW

STEP 3: 
ISSUING ENTRIES.



STEP 3:

ISSUING ENTRIES
• Sometimes, the court will prepare its own Entries; frequently, the court will request that 

the Applicant upload proposed Entries.

• The Notice of Compliance issued by legal staff includes a specific request to upload a 
proposed Letter of Authority, among other Entries.

• The Notice of Compliance will include what the court expects to see on a proposed Letter of 
Authority.

• A new Limited Letter of Authority will be available for convenience, when appropriate.

• Court staff will not prepare proposed Letters of Authority. 

• The Applicant should also upload a Request for Certified Copies form indicating how 
many Letters of Authority they would like to receive.



STEP 3:

ISSUING ENTRIES

PC-ZZZ (Rev. 2-2025) 

PROBATE COURT OF FRANKLIN COUNTY, OHIO 
JEFFREY D. MACKEY, JUDGE 

 

IN THE MATTER OF            
 

CASE NO.      

 

REQUEST FOR CERTIFIED COPIES 

I, the undersigned, hereby request that the court issue certified copies of the following documents: 
 
 
Document Title:         Date Filed:    

Number of Copies Requested:    
 
 
Document Title:         Date Filed:    

Number of Copies Requested:    
 
 
Document Title:         Date Filed:    

Number of Copies Requested:    
 
 
I acknowledge that the present cost of certified copies is $1.00. Once certified copies have been produced: 
 
[Choose one] 
 

☐ Please ☐ call or ☐ email me using the contact information below, and I will arrange to pick up the 

certified copies in person. 
 

☐ Please mail the certified copies to me using the contact information below, at my expense. 

 
 
 
        

Signature    
     
       
Typed or Printed Name    
  
       
Street Address     
  
       
City, State, Zip Code     
 
       
Telephone Number (include area code)   
  
       
Email Address    

 
 



PART 2:  SMALL ESTATES
* NO ADMINISTRATION WITH WILL

* NO ADMINISTRATION WITHOUT WILL

* SUMMARY ADMINISTRATION W/ WILL

* SUMMARY ADMINISTRATION W/ WILL FRO

* SUMMARY ADMINISTRATION W/O WILL



ADMINISTERING A SMALL ESTATE: AN OVERVIEW
STEP 1A: CHOOSING A CASE TYPE.
• Filers need to ensure that they are eligible to file the paperwork and that certain minimum standards are met.

STEP 1: OPENING A CASE.
• At this stage, clerks will verify that the Applicant is eligible to file the paperwork and that certain minimum 

standards are met.

STEP 2:  REVIEWING RELEASE FROM ADMINISTRATION PAPERWORK.
• Clerks will review as many times as needed to ensure that the court has received the minimum paperwork 

necessary. 
• Clerks will issue a Notice of Deficiency outlining any remaining problems; or a Clerk’s Notice of Compliance, when 

the minimum paperwork is in order.
• Legal staff will automatically review the file when a Clerk’s Notice of Compliance is issued and will (1) set the 

matter for a filing deadline or hearing or (2) issue a Notice of Compliance.

STEP 3:  ISSUING ENTRIES.
• The court may assist with some routine Entries but generally will request the Applicant (especially if represented 

by counsel) to upload proposed Entries.



ADMINISTERING A SMALL ESTATE: AN OVERVIEW

SUMMARY RELEASES



STEP 1: OPENING A SUMMARY RELEASE– 

MINIMUM REQUIRED FORMS 

• Application for Summary Release from Administration – Form 5.10A
• Surviving Spouse, Next of Kin, Legatee-Devisee – Form 1.0
• Death Certificate (or Form 1.Z, Notice of Opening Estate Without Death Certificate, can be uploaded instead of 

a death certificate)
• Funeral bill

• For testate estates: 
• Notice of Presentation of Will, with a copy of the Will
• Form 2.0, Application to Probate Will OR Form 2.0A, Application to File Will for Record Only

If these forms are not present, complete, or correct, the case will not be opened.



STEP 1: OPENING A SUMMARY RELEASE 

Select the case sub-type.

• Summary Administration 
with Will

• Summary Administration 
without Will

• Summary Administration 
with Will for Record



STEP 1A: 

ADDITIONAL MINIMUM REQUIRED FORMS – 

IF THERE IS A WILL
• Notice of Presentation of Will, with a copy of the proposed Will attached
• Application to Probate Will (Form 2.0) OR Application to Admit Lost Will to Probate (Form 2.0LW)

• IN SUMMARY RELEASES ONLY – Application to File Will FRO (“for record only”)(Form 2.0A)

If these forms are not present, the case will not be opened.
If these forms are not complete or correct, the case will be opened and a 
Clerk’s Notice of Deficiency will issue.

The filer must deliver to the court an original Will (that matches the copy presented to the court at case 
opening) no later than 14 days from the opening of the case, or the matter may be dismissed.

Note: this is the same “additional” paperwork as is required for full estates and no administration cases, 
and is required any time there is a Will.



STEP 2: 

SUMMARY RELEASE PAPERWORK – CLERK REVIEW

Clerks will review proposed paperwork to ensure that it is signed, complete, and comports with the court’s filing 
standards. 

A Summary Release will likely not be accepted for filing if there are deficiencies.  

If proposed Summary Release paperwork shows that the estate and/or Applicant is ineligible, the case will not be 
opened.  

If a Summary Release is accepted for filing and the Will (if any ) has been admitted to probate a NOTICE OF 
COMPLIANCE will be issued. The Notice of Compliance will direct the filer to upload the appropriate entries. 



STEP 3:

ISSUING ENTRIES – SUMMARY RELEASE
The Notice of Compliance will prompt the filer to upload the appropriate entries which may 
include:

• Proposed Entry Granting Summary Administration

• Proposed Entry Granting Transfer of Motor Vehicle

If there is a Will, the court will prepare the Entry Admitting the Will to Probate or the Entry 
Admitting the Will for Record.



ADMINISTERING A SMALL ESTATE: AN OVERVIEW

“FULL” NO ADMINISTRATIONS



STEP 1: OPENING A FULL NO ADMIN –

MINIMUM REQUIRED FORMS
• Application to Relieve Estate from Administration – Form 5.0
• Surviving Spouse, Next of Kin, Legatee-Devisee – Form 1.0
• Death Certificate (or Form 1.Z, Notice of Opening Estate Without Death Certificate, can be uploaded instead of 

a death certificate)
• Release from Administration Statement of Knowledge – Form 5.0F

• For testate estates: 
• Notice of Presentation of Will, with a copy of the Will
• Form 2.0, Application to Probate Will

If these forms are not present, the case will not be opened.

If these forms are not complete or correct, the case will be opened and a Clerk’s Notice of Deficiency will issue



STEP 1A: 

ADDITIONAL MINIMUM REQUIRED FORMS – 

IF THERE IS A WILL

• Notice of Presentation of Will, with a copy of the proposed Will attached
• Application to Probate Will (Form 2.0) OR Application to Admit Lost Will to Probate (Form 2.0LW)

If these forms are not present, the case will not be opened.
If these forms are not complete or correct, the case will be opened and a 
Clerk’s Notice of Deficiency will issue.

The filer must deliver to the court an original Will (that matches the copy presented to the court at case 
opening) no later than 14 days from the opening of the case, or the matter may be dismissed.

Note: this is the same “additional” paperwork as is required for full estates and summary releases and is 
required any time there is a Will.



STEP 2: 

FULL RELEASE PAPERWORK – CLERK REVIEW
Clerks will review proposed paperwork to ensure that it is signed, complete, and comports with the court’s filing 
standards. 

The following paperwork must be acceptably filed or the clerk will issue a Notice of Deficiency:
• Death certificate / Proof of death
• Photo ID of the Applicant
• Paid funeral bill
• Application to Relieve Estate from Administration (Form 5.2)
• Assets and Liabilities (Form 5.1)
• Waiver of Notice of Application to Relieve Estate from Administration Form or
 Notice of Application to Relieve Estate from Administration (Form 5.3) + proof of mailing 
• Surviving Spouse, Children, Next of Kin, Legatees and Devisees (Form 1.0)

For testate estates: 
• Notice of Presentation of Will, with a copy of the Will
• Form 2.0, Application to Probate Will OR Form 2.0LW, Application to Admit Lost Will to Probate



STEP 2: 

FULL RELEASE PAPERWORK – CLERK REVIEW
In determining whether filings meet court standards, clerks will also be checking for the following:

• Jurisdiction (whether decedent is a Franklin County Resident) 
• Acceptable signatures on all documents 
• Valuation documentation to support the 5.1 (i.e. bank statements, blue book value)
• Notice to Medicaid, if applicable

If any required document is missing or incomplete, the clerks will issue a Notice of Deficiency setting forth which 
items will be necessary to bring the filer into compliance.

Until the required documents are filed, the case will not go forward.  After a period of time (yet to be 
determined), the court will review all cases where a Notice of Deficiency was issued and either:

• Issue an order setting a filing deadline or 
• Issue an order setting the matter for hearing 



STEP 2A: 

FULL RELEASE  – NOTICE OF DEFICIENCY  (1/2025) 

PROBATE COURT OF FRANKLIN COUNTY, OHIO 
JEFFREY D. MACKEY, JUDGE 

 

ESTATE OF _________________________________________________, DECEASED  
 

CASE NO. ________________  
 

 

NOTICE OF DEFICIENCY – NO ADMINISTRATION 
 

After the court has received the original Will (if applicable), the following must still be satisfactorily addressed: 
  

 Not all necessary forms have yet been properly signed or submitted, as follows:   

 1.0 (Next of Kin)   2.0 (Appl to Probate Will)  5.0 (Application for release from admin) 

 5.1 (Assets & Liabilities)  5.3 (Notice of Application to Relieve Estate from Administration) 
               

 

 There is a problem with one or more required forms, as follows: 
 

 Form 1.0 (Next of Kin) is incorrect, incomplete, unsigned, and/or unclear.  An example of a properly-

completed form is available on the court’s website for reference. It must be signed on page 2. 
 

 The court requires clarification about the individuals listed on the current Form 1.0 (legal 

status of relationships, dates of death, parentage of children). 

 There is a minor beneficiary.  Please upload a birth certificate and proof of custody; and 

send Form 5.3 to any person who has custody of the minor. 
 

  Form 5.1 (Assets and Liabilities) must  list all estate assets, with proof of value for each; 

  be signed at the end of page 2;   list any vehicle with year/ make/ model and value. 
 

 Form 5.3 (Notice of Application to Relieve Estate from Administration) must be sent to 

each person on the Next of Kin Form (1.0) by certified mail, and you must file proof of delivery.  

NOTE: This is not needed for anyone listed on the Next of Kin form who has signed a Form 5.2 

(Waiver of Notice)   
 

 

 The Court needs to see proof that Medicaid has no interest in this estate.  Please contact the 

following by email, or phone if necessary, and file any written response. 
 

Robert J. Byrne, Assistant Ohio Attorney General – Medicaid Estate Recovery 

Robert.Byrne@OhioAGO.gov 

(614) 466-8360 / (614) 752-8085 
 

 The Court needs to see proof that the funeral bill has been paid in full and must be able to tell who 

paid it. If you don’t have a copy, request it from the funeral home and upload. 

If the person who paid the funeral bill does not wish to be reimbursed, please file a notarized statement 

from them to that effect. A form is available on the court’s website. 
 

 There are multiple beneficiaries and assets that cannot be easily divided.  If all beneficiaries agree on 

who should receive what, then please file a Proposed Distribution and Consent Form, available on the 

court’s website.  Otherwise, assets will need to be sold and a commissioner will need to be appointed. 
 

 The court needs to appoint a Commissioner to gather/sell and distribute the assets of the estate.  

Please upload a proposed Magistrate’s Order Appointing Commissioner (Form 5.6B) listing the name of 

a willing individual, who must be an Ohio resident. 
 

 A hearing is required on this appointment.  Please send Form 5.3 to every person listed on the Form 

5.3 before the hearing by certified mail & file proof that you did so; or have them attend the hearing.  
 



STEP 2A: 

FULL RELEASE  – NOTICE OF DEFICIENCY 
When a case is on hold because of a Notice of Deficiency, two things may happen:

1. The filer provides the missing documents: 

In this case, the court will issue a Notice of Compliance directing the filer to upload the appropriate entries.

2. The filer does not provide the missing documents:
 After a period of time (yet to be determined), the court will review these cases and either:

• Issue an order setting a filing deadline; or

• Issue an order setting the matter for hearing 



STEP 3:

FULL RELEASE – ISSUING ENTRIES 
The Notice of Compliance will prompt the filer to upload the appropriate entries which may 
include:

• Proposed Entry Relieving Estate from Administration 

• Proposed Entry Granting Transfer of Motor Vehicle

If there is a Will, the court will prepare the Entry Admitting the Will to Probate



FULL RELEASE – APPOINTMENT OF COMMISSIONER

• If the filer wishes the court to appoint a Commissioner, they should upload a Proposed 
Magistrate’s Order Appointing Commissioner with the initial filings (see Step 1).

• If the court believes that a Commissioner is necessary, a magistrate may appoint a 
Commissioner after a Notice of Compliance has been issued. 



OTHER ESTATES CASE TYPES

* PROBATE ONLY

* REAL ESTATE TRANSFER ONLY

* WILL FILED FOR RECORD ONLY

* INVENTORY SAFE DEPOSIT BOX

* RELEASE DECEDENT’S MEDICAL RECORDS

* BENEFICIARY PLACEHOLDER (FOR NOTICE OF WRONGFUL 

DEATH CLAIM)



Please report any problems to our IT department at:

Efiling-probate@franklincountyohio.gov

(or reach out to one of us directly)

THANK YOU FOR YOUR PATIENCE!

mailto:Efiling-probate@franklincountyohio.gov
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