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E-FILING UPDATES  

FOR THE WEEK OF 2/13/2017 
 

In order to make our County’s transition to E-Filing run as smoothly as possible, 

please review the following recommendations: 

 

Lead Documents vs. Attachments 

When E-Filing multiple documents, you are given the option to designate a 

particular document as a ‘Lead’ or ‘Attachment’ file.  The ‘Attachment’ 

designation should only be used when you need to supplement the relevant ‘Lead’ 

document (e.g., Exhibits to a Motion or Complaint, Appendices to a Brief, etc.) 

 

For example, when filing multiple documents to initiate a case (Summons, 

Complaint/Petition, and Appearance) do not designate just one document as a 

‘Lead’ document and the others as ‘Attachments’.  The Summons, 

Complaint/Petition and Appearance should each be filed as a ‘Lead’ document 

within the same envelope.  If you are unsure, lean towards designating a filing as a 

‘Lead’ document. 

 

When filing both a Public/Redacted and Confidential version of a document, make 

the Public/Redacted version the ‘Lead’ document and make the Confidential 

version an ‘Attachment’. 

 

Trial Court Filing Codes 

If you’re unsure what Trial Court Filing Code to assign to the document (e.g., 

Answer, Appearance, Complaint/Equivalent, Motion, Petition, Proposed Notice, 

Proposed Order, etc.), please select Motion or Petition.  This will give the Clerk 

more options to possibly correct and process the e-filing. 

 

A Proposed Notice designation should only be used for anything that requires the 

Clerk’s signature (e.g., Record of Adoption, Letters of Guardianship, Letters of 



Estate Administration).  A Proposed Notice designation should not be used to file 

a Notice of Hearing, Notice of Automatic Stay, etc.  If you choose Proposed 

Notice, the document will not have a file stamp when it’s ‘accepted’ by the Clerk 

and transmitted back to you.  Similarly, anything that requires a Judge’s signature 

should use the Proposed Order designation. 

 

No More “Combo Forms” & New Forms Available 

“Combo forms” combine a Motion/Petition and Proposed Order on the same page 

or within the same document.  With E-Filing, the system can no longer process 

such combined filings.  There should be a separately scanned PDF file for the 

Motion/Petition and a separately scanned PDF for the Proposed Order.  Both PDF 

files may be submitted simultaneously in the same ‘envelope’ so long as they are 

distinguishable from each other.  Both should be filed as ‘Lead’ documents. 

 

New forms, including templates that break up the “combo forms”, have been 

posted on the Clerk’s website.  Please visit www.allencountyclerk.us to access 

PDF and Word versions of some documents.  Additional forms will be revised and 

added as required. 

 

Remote Access to Records Order from IN Supreme Court 

On February 7, 2017, the Indiana Supreme Court issued an Order outlining how 

and when court documents will be posted on mycase.in.gov.  Access to documents 

will depend on the type of document, the case type, and one’s relationship to the 

case.  Attorneys will generally have greater access to court documents, especially 

if they are the Attorney of Record.  The actual Order may be read here:   

http://www.in.gov/judiciary/files/order-other-2017-94S00-1702-MS-52.pdf 

 

Select the Proper Case Type 

When filing your case, be sure to select the proper case type.  Trial Rule 86(L) 

requires the Clerk to accept all filings unless an incorrect fee is submitted.  Once 

the Clerk opens the ‘envelope’ containing the e-filed documents, it cannot be 

retracted by the filing party and the filing(s) must be addressed by the Court. 

 

If a document is filed under the wrong case type, the Court may dismiss the case, 

strike the document, or order the document to be corrected by a certain date.  

Please review the ‘Case Type – Quick Reference Sheet’ provided for your 

convenience on the Clerk’s homepage (www.allencountyclerk.us). 
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