
Butler County 
Clerk of Courts 
Electronic Filing of  
Court Records  



Beginning on the Clerk’s “Court Record 
Search,” select “Log on” in the top right 
corner. 



Login using your given credentials. Your 
username will be your email. 



Select “eFile” in the navigation 
bar to begin filing.  



A document may be filed in one of two ways. Select 
“New Case Request” to file a new case, OR enter the 
Case Number in format CV 2019 01 0001 in the box and 
select “Create Subsequent Filing” to file in an existing 
case.   



To file a new case, add the Bar No. of the attorney filing 
the case, choose the initiating action, and complete 
the applicable information for all parties on the case.  



OR, to file a document in an existing case, 
add the Bar No. of the attorney filing the 
document, and select the party for which the 
document is being filed. 



Choose the document you wish to file in the case, and 
upload the document in PDF format. When filing more than 
one document, click the “Add Document” button. When 
submitting a proposed order, an option to submit an order in 
DOC/DOCX format will appear as the only authorized file 
types.  



If you have to add Exhibits/Attachments to 
a proposed order, you MUST file them 
separate from the Proposed order under 
document code “Notice of Filing of 
Attachments to” and attach them as a PDF.  



When requesting a jury demand, check the box 
indicated. Now move on to payment/submission. If 
your filing has no cost deposit, you will be able to 
submit the filing. If the filing  requires a cost deposit, the 
deposit must be paid before submission of the filing. This 
is done by adding the filing to your cart, after selecting 
“Continue with Filing.” 



Once the filing is in your cart, 
select “Submit Filings and Pay 
Now” to complete payment.  



You will be redirected to the payment portal. 
You MUST check both boxes on the left side of 
the screen, then select Pay By Card.  



Finally, complete the information for the credit card. 
Once complete, select “Submit Payment.” Your card 
will be charged once the Clerk’s office accepts the 
filing, and you will receive an email with your receipt, 
and notification that the filing has been accepted.  
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