


Overview

• If you are not certified to eFile, you are welcome to attend.

• This presentation is not enough to get eFiling certification.

• You can get certified at any time online through the eLearning 
Application.

• This presentation will discuss a brief history of eFiling in Kentucky state 
courts, a review of recent changes to the eFile Rules, a discussion of 
new features, and frequently asked questions and problems connected 
to eFiling.



eLearning

• You can access eFiling certification training via the eLearning 
Application.



Number of eFilings since June 2016:



Recent Changes to the eFiling Rules:
• Redaction changes

• Self-represented parties may eFile

• Time zone changes

• No longer need to include “electronically filed” in the 
heading

• Filing attorney must intend on practicing in the case

• Fees and costs associated with eFiling are taxed as costs 
and are recoverable

• Technical Failure includes the failure of the eFiler’s
equipment



Where to Find eFiling Rules:

Kentucky Court of Justice website

http://courts.ky.gov/courts/supreme/Pages/rulesprocedures.aspx

Where to Find Help with eFiling:

eFiling Help Page

https://ehelp.kycourts.net/

AOC Tech Support Number

502-573-2350 ext. 50109

http://courts.ky.gov/courts/supreme/Pages/rulesprocedures.aspx
https://ehelp.kycourts.net/


KCOJ eCourts Help Page



Redaction Requirements

All eFilers must comply with the redaction requirements 
set out in CR 7.03 and Section 10 of the eFiling Rules, 

regardless of case type.  

These requirements apply to all documents, including 
attachments and exhibits. 

The circuit clerk will not review filings for 
compliance with this rule. 

The responsibility to redact filings rests with the eFiler.  



Redaction Requirements

eFiled documents appear in CourtNet 2.0

Failure to redact could result in anyone with a CourtNet 
2.0 account viewing unredacted documents

Failure to redact could result in Rule 11 sanctions

A party may move to redact improperly included private 
or protected information



Authorized eFilers:

• Licensed attorneys in good standing

• Judges and their staff

• Court administrative staff

• Government employees

• Law Enforcement

• Self-represented parties may be permitted to electronically 
file subject to authentication and training requirements 
imposed by the AOC



Time Zone Changes

Filing a document electronically does not alter the filing 
deadline for that document. Filing must be completed 
BEFORE MIDNIGHT, in the time zone of the receiving court, 
in order to be timely filed.

However, if time of day is of the essence, the presiding 
judge may order a document filed by a certain time.



No longer need to include 
“electronically filed”

Electronically filed documents must meet the same formatting 
requirements as paper documents conventionally filed 
pursuant to the Kentucky Rules of Procedure.

The eFiling system automatically stamps documents as 
electronically filed.

You are no longer required to include “electronically filed” in 
the heading of your document.

A certificate of service indicating how the parties were served 
is still required. 



Filing attorney must intend on 
practicing in the case

An eFiler may not electronically file a document on another 
person’s behalf without the intent to represent a party or 

participate in the case

The signature on the eFiled document should match the 
name of the filing attorney

Could result in CR 11 sanctions



Fees and costs are recoverable

Fees, including filing fees, are due and payable at the time of electronic 
filing unless the fee is waived by order of the court, the fee is not due or 
payable, or if the filer submits an affidavit to proceed in forma pauperis.

Other costs may be assessed through the eFiling system for service of 
process for printing and mailing (.10 per page).

eFilers will be assessed a third-party payment vendor fee.

Fees and costs associated with eFiling shall be taxed as costs and are 
recoverable by the prevailing party.



Technical Difficulties/System
Unavailability

A technical failure is a failure of the court’s hardware, 
software, and/or telecommunications facility which results in 
the impossibility for an eFiler to submit a filing electronically. 
Technical failure can also include the malfunctioning of an 
eFiler’s equipment.

Users still need to comply with applicable jurisdictional 
deadlines even in cases of technical difficulty.



CourtNet 2.0
• In order to eFile, you need a valid CourtNet account.
• An “eFile only” free account is available for eFiling. 

• Does not restrict ability to eFile
• Limited CourtNet options



CourtNet 2.0 User Agreement
• If there are changes to the CourtNet User Agreement, you 

will be prompted to read the User Agreement again.
• You can always review the User Agreement in the “User 

Profile” application.
• A CourtNet account is necessary to eFile, violations of the 

CourtNet User Agreement could affect your ability to eFile.
• Common violations to avoid:

• Do not share your account credentials
• Do not sell CourtNet information
• CourtNet is not a background check

• AOC regularly monitors Courtnet usage
– Violations can result in termination of CourtNet access and a 

possible referral to the Kentucky Bar Association



New Feature – Claim Cases

• Claim Cases allows you to agree to receive electronic 
notifications for a particular case.

• System checks to see if you have conventionally filed in a 
case and lists those cases eligible for electronic service.

• Once you agree to electronic service, you will only receive 
electronic service from other eFilers in the case.

• In essence, you become an eFiler in the case without having 
to eFile a document.



New Feature – Claim Cases



New Feature – Case Watch
• Case Watch allows users to monitor and receive daily 

notification of activity on cases of interest.
• Your CourtNet account will be charged for each unique case 

accessed during a billing period. 
• A unique case is a case that is opened or drilled down into 

for additional information.
• You can add cases to watch by manually adding the case 

information or through CourtNet searches



New Feature – Case Watch
• The Case Watch Dashboard allows you to manage and view 

your currently watched cases.
• You can also get additional information on the activity 

within your watched cases in the Case Watch Dashboard.



eFiling Frequently Asked Questions
• Almost all available filing types are listed within the eFiling system.

• Avoid using “other/other” as an option when eFiling

– Currently, garnishments are not available in eFiling

– Many attorneys are using other/other as a means to circumvent 
garnishments not being an available option

– When you use other/other, especially when a fee is involved, the 
clerk will likely reject your filing

– Other/other does not assess the appropriate fee

• Bruner v. Sullivan University System, INC., 544 S.W.3d 669 (Ky. Ct. App. 
2018). Notice of Appeal, which was not a document that could be 
eFiled at the time, was filed using “other/other.” The system did not 
prompt for payment and payment was made outside of the appeals 
window. The appeal was untimely and the case dismissed.

• Call the AOC before you use other/other, there might be a better 
option. 502-573-2350 ext. 50109



DO NOT USE!!



eFiling Frequently Asked Questions

• Do not include active hyperlinks in eFiled documents
– Sec. 7(6) of eFiling Rules, “No electronically filed document may 

contain hyperlinks other than internal hyperlinks to the document 
itself.”

– Hyperlinks in documents can cause technical issues

– The prohibition against hyperlinks also applies to email addresses

– Instead of active links, use URLs and plain text



eFiling Frequently Asked Questions

• Do not include active hyperlinks in eFiled documents



eFiling Frequently Asked Questions

• Businesses and organizations should be served using the 
“Registered Agent of Service” (RAOS) option.
– Do not make the Registered Agent a defendant

– Registered Agents are not parties to the case and should not be 
listed as such

– It’s also more expensive as you will be serving the defendant AND 
the registered agent 





eFiling Frequently Asked Questions

• Make sure to file proposed documents after leave has been 
granted.
– Section 8(5)(a): “If the filing of an electronically submitted 

document requires leave of court, such as an amended complaint 
or a document to be filed out of time, the eFiler should attach the 
proposed document as an attachment to the motion requesting 
leave to file. If the court grants the motion and allows the 
proposed document, the eFiler must refile the proposed 
document to make it part of the record.” (emphasis added.)



eFiling Frequently Asked Questions

• Make sure to file proposed documents after leave has been 
granted.



eFiling Frequently Asked Questions

• Wet-ink signatures are still necessary in some 
circumstances.
– Section 11(4): “The signature on any document required to be 

notarized, acknowledged, verified, or made under oath must be 
handwritten and scanned into the eFiling system. The court will 
maintain the scanned document as the official court record, and 
the filing party must retain the originally executed copy in 
accordance with Section 17, Retention Requirements. The court 
may require the filing party to produce the original paper 
document if validity of the signature is challenged.” (emphasis 
added.)

– Section 11(1)(c): “Affidavits and exhibits to pleadings with original 
handwritten signatures must be scanned and filed in PDF or PDF/A 
format.”



eFiling Frequently Asked Questions

Warning Order Attorneys (WOA) in eFiling

• Attorneys are not attaching the right affidavit with the 
matching WOA request.

• Attorneys are also using affidavits that contain all the WOA 
requests in one large affidavit and uploading the same 
affidavit for every request.
– Using one large affidavit is confusing to the eventual WOA and to 

circuit court clerks.

– It costs you additional money because it’s a larger than necessary 
document.

• Do not embed your WOA request within the Complaint, 
make it a separate document. 



eFiling Frequently Asked Questions
Account Management Issues

• When an attorney leaves a firm, numerous problems can 
arise.
– Best practices for when an attorney leaves (firm perspective):

• Have a plan in place for when an attorney exits

• Design your eCourts hierarchy to handle an attorney leaving

• Make sure you have an accurate list of the attorney’s cases and if it is an eFiling 
case

• Decide how the attorney’s cases are handled

• File the appropriate substitutions of counsel, entries of appearance, and 
motions to withdraw

• You will want to make sure that you are electronically filed into the cases you 
intend on representing. Any electronical filing will automatically associate you 
with the case.

• Call the AOC for assistance: 502-573-2350 ext. 50109



eFiling Frequently Asked Questions
Account Management Issues

• When an attorney leaves a firm, numerous problems can 
arise.
– Best practices for when an attorney leaves (attorney perspective):

• Is your eCourts/CourtNet account a firm account?

• Create a new account if your old account was a firm account

• Have an accurate list of all your cases

• File substitutions of counsel or motions to withdraw in cases that you will no 
longer be representing 

• Make sure to request removal from the distribution list and call the circuit court 
clerk if you are not removed

• Call the AOC for assistance: 502-573-2350 ext. 50109



eFiling Frequently Asked Questions
Attorneys adding themselves to a case multiple times

• In some cases, attorneys are adding themselves to an 
eFiling case multiple times

• Additionally, attorneys are designating themselves as a 
Plaintiff or Defendant, even though the attorney is 
representing a party 

• Multiple instances of an attorney in a case can create a 
confusing case record

• You will not be attached to a case until the clerk processes 
your first filing in a case



eFiling Frequently Asked Questions
Attorneys adding themselves to a case multiple times

• When making an initial filing, you will be asked to select 
the option that best describes you in the “General 
Information” tab.



eFiling Frequently Asked Questions
Attorneys adding themselves to a case multiple times

• Your information will be imported from the “User Profile” 
application.

• Please note, on the party information screen, the attorney 
in this example is not a party to the case.



eFiling Frequently Asked Questions
Attorneys adding themselves to a case multiple times



eFiling Frequently Asked Questions
Attorneys adding themselves to a case multiple times

• When making a subsequent filing, the eFiling application 
may ask you to identify yourself. 

• Make sure that you are not already listed in the “Service” 
tab before adding your information.



eFiling Frequently Asked Questions
Attorneys adding themselves to a case multiple times

• When asked to select the option that best describes you, 
use the dropdown menus and select the best option



eFiling Frequently Asked Questions
Attorneys adding themselves to a case multiple times

• Again, your profile information will be imported from the 
“User Profile” application.

• Note, that this attorney is described as “Attorney for 
Defendant”.



eFiling Frequently Asked Questions
Attorneys adding themselves to a case multiple times

• The updated “Service” tab will display the new attorney 
with the other attorneys in the case.



eFiling Frequently Asked Questions
Filing in the wrong county

• Rare in the conventional world

• Slow down, check to make sure you have the correct 
county



eFiling Frequently Asked Questions
Filing in the wrong county

• Once the envelope has been created, check the status bar 
at the top of your screen to make sure you have the right 
county.



eFiling Frequently Asked Questions
Filing in the wrong county

• What to do if you filed in the wrong county
– Like many mistakes, if you catch it in time you can avoid motioning 

the court for changes.

• Call the circuit court clerk before he or she accepts your filing.

• Do not expect the clerk to read the entirety of your initiating 
document for accuracy.

– Once your filing has been accepted by the clerk, a case will be 
created.

• You will need to move the case to the appropriate county through 
court filings.



eFiling Frequently Asked Questions
Pro hoc vice

• KBA assigns pro hoc vice attorneys a temporary bar 
identification number.

• Pro hoc vice attorneys can register to eFile using the 
temporary number.

• Pro hoc vice attorneys still need to complete eFiling 
certification training.

• KBA determines when the temporary number has expired.



Comments and Suggestions

The AOC is always interested in making eFiling better. 
Suggestions for improving the eFiling system can be 

sent to: eCourtsupport@kycourts.net or call the 
AOC's eFiling Help Line at 502-573-2350 ext. 50109. 

The eFiling Help Line will be available during the 
AOC's regular business hours: 8 a.m. - 5:30 p.m., 

Monday through Friday.

mailto:eCourtsupport@kycourts.net

