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E-FILING UPDATES  

FOR THE WEEK OF 5/15/2017 
 

This is the fourteenth installment of the Clerk’s ‘E-Filing Updates’.  All updates will be 

posted on the Clerk’s website at www.allencountyclerk.us.  If you or any colleagues wish to 

receive updates as they become available, please send your request to 

chris.nancarrow@allencounty.us and specify the names and e-mail addresses of persons who 

are interested.   

 

Hearings in Circuit Court 

Do not e-file a blank Notice of Hearing for the Circuit Court to fill in.  Contact the 

Circuit Court so that you can first obtain a date/time.  Enter this date/time into the 

Notice of Hearing that will be e-filed with your Motion for Hearing. 

 

Appearances 

Merely e-filing an Appearance on a case is not sufficient.  The e-filer needs to also add 

themselves as a ‘Lead Attorney’ within the fields of the E-Filing Service Provider.  

Failing to do so at the time of e-filing will result in processing delays. 

 

A new Appearance form for attorneys was created by the Indiana Supreme Court for e-

filing purposes.  Within the new Appearance form, attorneys agree to accept E-Notices 

rather than paper notices.  A version of this form, tailored for Allen County, has been 

posted on the Clerk’s homepage:  www.allencountyclerk.us.   

 

No More Paper 

Any attorney seeking an exemption from e-filing documents will need to file a petition 

with the Court in accordance with IN Trial Rule 86(D)(2).  Any such exemption will 

only be granted upon showing of good cause.  E-filing is required in the AD, CB, CC, 

CT, DC, DN, EM, ES, EU, GU, MF, MH, MI, PC, PL, SC, TP, TR, and XP case types.  

In Allen County, JP and RS case types are maintained in the Quest case management 

system and cannot be E-Filed at this time.   
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E-Filing Submission ‘Failed’ 

Last week, the Court and Clerk were unable to process an envelope of e-filed 

documents because of the presence of embedded fonts.  This issue can be caused by 

‘cutting and pasting’ portions of webpages directly onto a document that will eventually 

be e-filed.  In the event that you are unable to eliminate the embedded fonts, it may be 

necessary to print the document so that you can manually scan it into a PDF format for 

e-filing purposes.  

 

According to Tyler Technologies, Odyssey’s vendor, the presence of the following may 

prevent the Court and Clerk from being able to process your e-filing: 

 

1. Page size not being 8.5 X 11 inches; 

2. Scanning Resolution is higher than 300 dpi (dots per inch); 

3. The presence of embedded or unsupported fonts (Wingdings, Symbols, 

ZapfDingbats, etc.); 

4. Password protected PDF documents; 

5. URLs or shortcuts within the document; and 

6. The PDF was created by a program other than Adobe Acrobat or Microsoft Word. 

 

REMINDER - Use New Forms & No More Combo Forms 

Several updated forms, especially for Small Claims cases, have been posted on the 

Clerk’s website (http://www.allencounty.us/records-forms/court-forms).  Using an 

outdated form may cause an issue with your case.   

 

Specifically, some e-filers have submitted older versions of various forms which 

indicate the former address of the Small Claims Court.  Some e-filers are creating their 

own forms with the wrong address, as well.  This may cause litigants to arrive at the 

incorrect location for their Accounts / Trial Calendar or Proceedings Supplemental 

hearings. 

 

Under no circumstances should “Combo Forms” be filed.  “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 

now 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. 

 

 

 

 

2 

http://www.allencounty.us/records-forms/court-forms

