
GREENE COUNTY PROBATE COURT 

eFILING TIPS 

 

 

INITIATING NEW CASES 

 

Any court costs or filing fees can be paid by a check from your office, (no personal 

checks from clients please); or can be by credit card or eCheck with your eFiling.  Other 

payments normally made from estate accounts can also be mailed or brought to the Court.  

Please remember to put the case number and estate name on any paper checks sent to the 

Court.  Specific instructions and eFiling payment options are set out on the Greene 

County Circuit Clerk Website under Electronic Filing, as well as other important 

information links to the Your Missouri Courts site. 

 

Please do not use cover letters when depositing a paper check, original Will, or paper 

vouchers with the Probate Court.  If the correspondence contains important information 

that you want in the record, you will need to eFile it. 

 

It is not necessary to use the “Note to the Clerk” unless you have important information 

to send to the processing clerk regarding your eFiling, such as service information, info 

regarding filing fees, etc.  This is not part of the record and cannot be viewed after the 

filing is accepted.  If the information is important to the file, you will need to eFile it in a 

letter or memo.  

 

It is not necessary to prepare the old “Filing Information Sheet” or scan it with your new 

case eFiling.  The system automatically generates a filing sheet from the party 

information that you submit.  When you enter the party information, make sure the full 

names and addresses of the parties are current and complete, including zip code, Social 

Security Number and Date of Birth, and that the information is the same as that used in 

your pleadings.  Please include some explanation if the names are not the same, such as 

married names, aka’s, etc.  Social Security Numbers are required for all parties entered in 

the case.  NOTE:  The day and month of birth, SSN and confidential addresses are not 

provided to the public through Case.net access. 

 

The only exception to this rule is when filing a Successor petition or Minor termination, a 

Filing Information Sheet is necessary to enter the information on any new parties to the 

case. 

 

 

NAMING DOCUMENTS 

 

IMPORTANT EFILE RULE:  NEVER USE A SLASH (/) IN YOUR DOCUMENT 

NAMES!  Sample:  Petition to Sell R/E; or Fees for Atty/PR.  This will cause your 

documents to not be viewable in the system! 

 



Keep in mind, the name of your document is what it will be named when it is entered in 

the system and seen on the file viewer in Secure Case.net.  If you are filing a Claim 

Against Estate, name the document “Claim of Joe Smith”; if you are filing an Entry of 

Appearance, name your document “EOA obo Mary Brown”; if you are filing a Motion to 

Dismiss, use the specific document code for that Motion (there are many choices) and not 

just “Motion Filed”.  It is helpful to use a short, but descriptive name, when naming your 

documents. 

 

If you are filing Correspondence to the Court, use some reference to what the letter is 

about, not just “Letter to Court”.  When filing a Petition to Expend Funds, it is very 

helpful to reference what the Petition is requesting; the document name could be 

“Petition to pay CPA”.  This is especially helpful when filing several petitions at the 

same time; otherwise, they all look the same in the docket entries and on the file viewer. 

 

The same is true when filing several Waivers; if you file them separately, indicate the 

name of the person signing the waiver on each document.  If they are filed as one filing, 

indicate the names of all the persons signing, and scan them as one continuous document. 

 

HINT:  If you have trouble finding the appropriate document type, use the 2
nd

 drop down 

to view all document selections. 

 

 

BANK STATEMENTS AND VOUCHERS 

 

Paper vouchers sent to the Court for use in verifying information on a Settlement should 

be filed within two weeks of the Settlement e-Filing.  Do not send them before the 

Settlement is eFiled.  The vouchers may then be returned after the Settlement is 

approved.  The vouchers should be picked up within two weeks and retained in your file 

for future use, if needed.  If they are not picked up after two weeks from approval, they 

will be shredded. 

 

Bank statements and vouchers can be eFiled with the Settlement if they can be easily 

scanned and are readable and are filed as an attachment to the Settlement.  If bank 

statements are eFiled with a Settlement, please scan them oldest to newest, the same as 

the Settlement entries.  Also, remember, if scanned, they are part of the file, but are only 

viewable by attorneys of record on the case.   

 

Our Court’s preference is to bring in the paper copies that can be returned, especially if 

there are multiple accounts.  Any bank statements or vouchers required after Settlement is 

filed, may also be hand delivered or eFiled. 

 

 

 

 

 

 



GENERAL FILING INFORMATION 

 

Make sure the correct name and case number are included on all documents, including 

correspondence.  When filing in existing cases, pay special attention to case numbers that 

have -01, -02, at the end of the case number or your filings may be entered on the wrong 

case. 

 

Be sure your scanner is set to scan your documents as 8.5 x 11 and that the documents are 

not scanned in sideways or upside down or contain blank pages. 

 

Please do not file extra documentation or information when it is not required, such as real 

estate contracts with Report of Sale, bank statements or detailed lists of personal property 

with Inventories.  When trust documents are required to show the name of the appointed 

trustee or successor trustee, limit your documents to the title page, the page that appoints 

the trustee or successor trustee, and the signature page.  There is usually no need for the 

entire trust to be a part of the deceased estate file. 

 

Be sure there are no Social Security Numbers or other confidential information contained 

in your pleadings.  Refer to COR 2.02 – clerks are not required to review the case 

documents to confirm that personal information has been omitted.  The responsibility for 

redacting personal information rests solely with counsel, the parties or any other person 

filing the document.  The clerks will not review each document for compliance with this 

policy. 

 

Notice of Required Filings, Notice of Hearing, Notice of Entry, Checklists and Memos 

from the Court will be sent by email notification to attorneys of record and viewed on 

Case.net.  Paper notices will be mailed to pro se parties and fiduciaries who are not 

attorneys, when required.  You will need to pay careful attention to your emails regarding 

docket entries, filings and hearing notifications.  Remember to check Case.net before 

calling the Court to inquire if an order has been signed. 

 

We will not mail paper copies of documents that are available on Case.net, unless they 

need to be certified.  Certified copies can be requested by phone or eFile memo or letter. 

 

When a claim against the estate is filed, the Attorney for the estate will receive only 

email notification.  The claim can then be viewed on Case.net. 

 

Please file “proposed” orders as an attachment to your petition or pleading.  The 

document type for ‘Proposed Order” should only be used for a Final Order of 

Distribution or Order Approving Final Settlement. 

 

You may bring trial exhibits to court; trial briefs should be eFiled prior to the court 

hearing. 

 

 



It would be helpful in processing your interim pleadings in an existing case, (such as fees, 

requests to sell real and personal property, requests to expend funds, etc) if they are 

submitted separately and not combined in the same submission, as different clerks are 

responsible for processing different types of pleadings.  If information is needed with one 

filing and it needs to be returned, everything in the submission must be recalled or 

returned.  Check to make sure your proposed order matches your petition; ie, same estate 

name and number, same amounts and same dates as requested in Petition. 

 

Original signatures are required on all waivers, consents, satisfaction of claims, final or 

partial distribution receipts and surety bonds. 

 

As we are now using digital signatures and date stamps on orders, you will need to leave 

extra space above the signature line for the Commissioner to apply her digital signature.  

A date line should be added next to the signature line for the date stamp to be applied 

when the order is signed.  Please leave off any date line in the body of the order, with 

blank lines for a date to be inserted.  It is helpful to leave extra room at the top of all 

documents, as well as documents initiating new cases.  

 

Make sure you are selecting the proper party filer; Attorney for PR or Attorney for 

Conservator, not Attorney for Applicant, unless it is the first initiating case filing.  Select 

only the proper party you are filing on behalf of such as, Petitioner, PR or Conservator, 

and do not add the Decedent or Respondent, and all the heirs or other parties.  If you are 

filing an Entry of Appearance for a party not yet listed in the case; such as a Claimant, 

bypass the “on behalf of” section and submit your pleadings.  We will add the necessary 

party from your pleading information. 

 

Make sure any legal descriptions of real estate are correct and are the same on all 

documents:  Inventory, Petition and Order for Sale of Real Property, Report of Sale and 

Order Approving and Confirming Sale, or Order of Distribution.  If tract numbers are 

used to denote different tracts, please be consistent and use them in all filings regarding 

the real property. 

 

 

RECALLING E-FILED DOCUMENTS 

 

When information is incomplete or necessary documents are missing that could be easily 

corrected, we may give you a call and ask if you wish to recall the submission for 

corrections and resubmit.  If the filing is initiating a new case, by recalling you will not 

be required to re-enter all the party data.   Here are the general steps: 

 

1. Go to myfilings under the eFiling home menu. 

2. You can search by EF number or recent filings will show on the list. 

3. Scroll all the way to the right side of the screen and you will see RECALL 

button. 

4. After RECALL, click RESUBMIT and it will allow you to edit documents 

before resubmitting. 



5. All other documents that have been added will be there, so that you may edit 

or delete any documents and leave other documents untouched before 

resubmitting the filing. 

 

When filings are recalled or they are returned by the Court and a filing fee has been 

attached, the fee paid by credit card or echeck will be credited back to your account; 

however, you will be charged for the service fee.  You will need to pay another filing fee 

for your resubmission and another service fee will be added.  

 

 

WHAT YOU CAN SEE ON SECURE CASE.NET vs. REGULAR CASE.NET 

       

If an attorney is a registered user with the eFiling system and logged into Case.net as a 

registered eFiler, (this is known as Secure Case.net) they will be able to view any public 

documents in any case in any circuit in the State of Missouri using DMS (when 

documents have been scanned or eFiled) when the document security level is 1 or 2.  In 

addition, attorneys of record in the case, who are registered, will also have access to view 

documents that are security level 1 – 5.  Some documents, such as Death Certificates, 

Inventories, Wills, Settlements, have a security level 3; they would be accessible on 

Secure Case.net to attorneys of record on the case, but not to other attorneys.   

 

The only documents viewable on public Case.net on Probate cases are currently, Letters 

(all cases), Judgments of Incapacity and Disability (Adult and Minor cases) and only in 

the cases where these documents have been scanned.  Only docket entries and limited 

party information can be viewed by the public on regular Case.net. 

 

On the Public Access Terminal located in the Courthouse, the public or attorneys can 

view documents that have been scanned and are security level 1 and 2.  These can be 

printed from the terminal and 10 cents per page will be charged.  Our policy is, if the 

public or attorneys want to view other documents that are level 3 (Wills, Inventories, 

Settlements) and are public records, we will print them and charge 10 cents per page if 

they want to keep the copy.  We will not print a copy of a death certificate or any other 

document without redacting the Social Security Number on the copy.  

 

 

TIPS FOR GUARDIAN/CONSERVATOR eFILINGS 
 

When eFiling a new Adult Guardian/Conservator petition, the correct party types are 

Petitioner and Respondent, not Guardian/Conservator and Incapacitated/Disabled or 

Ward/Protectee. 

 

When eFiling a new Minor Guardian/Conservator petition, the correct party types are 

Petitioner, Attorney for Petitioner, Minor (for only the minor of the action), Mother and 

Father.  Grandparents or any other interested parties/organizations must be entered as 

Other.  When the Court accepts your petition, those parties may be changed to Interested 

Party or Grandparent. 



 

All parties to the case must be entered into the system by the eFiling attorney – petitioner, 

respondent, relatives, trustees, attorneys-in-fact, public administrator, etc. 

 

When entering a filing party that is an organization, use the name of the organization 

(government agencies, hospital, care facilities), and not the name of the social worker or 

employee. 

 

Petitions for Appointment of Guardian and/or Conservator – Adult: 

 -Petition and Exhibits should be submitted as one document. 

-Medical letter/doctor interrogatories should be submitted as an attachment to the 

petition. 

 

The medical evidence may be eFiled as Interrogatories.  Interrogatory forms are available 

at the Probate Court for your use, but are not mandatory.  If the medical evidence has 

been submitted with the Petition, it will not be a part of the file until it is offered and 

admitted in Court. 

 

The Report of Attorney should be eFiled as “Report Filed” as there is no specific 

document code for this filing. 

 

Petitions for Appointment of Guardian and/or Conservator – Minor: 

 -Petition and Exhibits should be submitted as one document. 

-Information for Records Screening, Request for Child Abuse & Neglect Report, 

and Birth Certificate should be submitted as a single attachment to the petition. 

 

 

TIPS FOR DECEASED ESTATE eFILINGS 

 

Original Wills should be filed in person or by mail only AFTER the initiating pleadings 

or documents have been eFiled.  An eFiled copy of the will is also required with your 

pleadings.  The case will not be processed further until the original Will is received.  

 

Deceased Estate with a Will – 

Application for Letters Testamentary, Application for Probate of Will, eFiled 

copy of Will, and Death Certificate should all be submitted as additional 

documents and not as attachments to the Application for Letters.  If the Will has 

been previously admitted and the original will has been filed, you will still need to 

eFile a copy of the Will and the Order Admitting the Will for the Deceased estate 

file.     

 

Deceased Estate with no Will – 

Application for Letters of Administration, Renunciations, Waiver of Bond or 

Corporate Surety Bond, and Death Certificate, should all be submitted as 

additional documents and not as attachments to the Application for Letters. 

 



Please provide complete filing information on all parties listed in the Application for 

Letters, Small Estate, etc, including the Decedent.  Names should match those listed in a 

Will or include an explanation in the pleadings, if they are not the same.  Do not add the 

attorney as a Party to the case; the filing Attorney will automatically be added with their 

Bar Number.  Please use Applicant for the filing party, and Attorney for Applicant for the 

filing attorney. 

 

Application for Letters should clearly show the family relationship of all heirs at law.  A 

simple way to do this is to list the deceased parties and below them, show their children.  

We have samples if you need them.  If there is a surviving spouse and children, it is 

helpful to add a statement that the children are (or are not) the children of both the 

decedent and the spouse.  This is especially important in determining distribution of 

intestate estates; the question also comes up occasionally in testate estates. 

 

Selection of the proper case types is very important and some filing fees are charged 

based on the case type selected and may result in filings being returned if they are not 

correct.   

 

A Death Certificate should always be filed as a separate document and not as an 

attachment to any other pleadings, as it is a secure document. 

 

On all initiating Deceased filings, Small Estate, Determination of Heirship, Will Admit – 

once the first document is filed, continue to add additional documents and do not attach 

them to your first document.  Exception: Proposed Orders may be added as an 

attachment. 

 

Please use our form for Petition for Compensation of Attorney and Personal 

Representative with the proposed order at the bottom, if possible.  This allows you to file 

the form as both Petition and Proposed Order and you only need to submit it once.  

Always file your fee statements as an attachment to the Petition, if the requested fees are 

over statutory.  All fee petitions must show the statutory calculation.  Fill in the Proposed 

Order with the requested fees; do not leave blank spaces. 

                 

Deceased Final Settlement – 

Petition to Approve Final Settlement, Notice of Filing of Final Settlement or 

Waivers from all persons on Application, Final Settlement and Proposed Order of 

Distribution should all be submitted at the same time as additional documents and 

not as attachments to the Final Settlement.  The filing of all these documents 

together is required to start the 20-day objection period. 

 

NOTE:  Waivers of Notice of Filing of the Final Settlement cannot be combined 

with other waivers of bond or renunciations which are filed with Application for 

Letters.   

   

Please do not file documents with blank lines.  Make sure all forms are 

completely filled in with the required dates or other information.  Also note, the 



date the will was admitted is not necessarily the same as the date of Letters or the 

date of first publication of the Notice of Letters Granted; you can find these dates 

on the Case.net docket entries. 

 

Please use the correct language regarding testate or intestate on the Proposed 

Order of Distribution.  Make sure the proper paragraphs are included for Judicial 

or Non-Judicial closing on Statement of Account in Independent Administration. 

 

Suggested forms are located on this Website. 

 

 


