
The following guide is for individuals who need to issue and file their family
court documents in the Toronto Region. 

For more information, please visit: https://www.ontariocourts.ca/scj/toronto-
courts-digital-transformation/ 
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What is the Ontario Courts Public Portal (OCPP)?

The Ontario Courts Public Portal (OCPP) is an online platform that allows you to manage
many parts of your family court case elecontronically. 

Who can access the OCPP? 

Anyone involved in a court case can create an account. This includes individuals
representing themselves, lawyers, paralegals, and organizations. 
At this time, the OCPP is only available for family court cases in the Toronto region. If your
case is at one of the following Toronto courthouses, you can use the OCPP to file
documents and manage parts of your case: 

Ontario Court of Justice (OCJ) - Family 
311 Jarvis Street, Toronto 
47 Sheppard Avenue East, Toronto 

Superior Court of Justice (SCJ) - Family 
361 University Avenue, Toronto 

Ontario Courts Public Portal (OCPP)
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What can you do on the OCPP?

Through the portal, you can:
Start a family court case 
File court documents and upload supporting materials 
View upcoming court dates and some case information 
Receive court notices and updates online 
Pay court-related fees (where applicable) 

Using the OCPP can reduce the need to visit a courthouse in person and helps make the court
process more accessible for people representing themselves. 
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Step 2: Sign into the OCP Portal 

1.Go to the OCPP login page 
2.Click “Login/Register”
3.Choose “Public Sign-On” when asked how you want

to sign in. (This is the correct option for people
representing themselves.)

4.When prompted, log in using your MyOntario
Account email and password 

5.You may be asked to enter a verification code sent to
your email

This is a normal security step 
Enter the code exactly as shown and continue

Step 1: Create a MyOntario Account 

You must have a MyOntario Account before you sign into the
OCPP. 

To create your MyOntario Account: 
1.Go to the MyOntario Account login page
2.Enter a valid email address 

This email will be used for verification and future
notices. 

3.Follow the steps shown on the screen to set up your
password and security questions

4.Open your email and confirm your registration
You must click the confirmation link before your
account becomes active

How to Create an OCPP Account
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To use the Ontario Public Portal (OCPP), you need a My Ontario Account. This is the same account
used for many Ontario government online services. 
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Step 1: Select “Proceed to File “

1.On the left side of the screen, open the menu. 
2.Click “Proceed to File”

This brings you to the page where all e-filings begin. 

Step 3: Follow the Progress Bar Steps 

The Portal will guide you through these five steps to create an e-file: 
      A. Select the Type of Case
      B. Select Case Type 
      C. Select Filing Type 
      D. Enter Details 
      E. Summary 

How to File Court Documents
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Once you are logged into the Ontario Courts Public Portal (OCPP), you can start filing documents for
your family law case. 

You can start a new case, or upload documents to a case that already exists. 

Step 2: Choose “New Filing / File on Existing Case”

In the drop-down menu under Proceed to File, choose:
New Filing/File on Existing Case 

You will now see a progress bar at the top or left hand side of the
screen. 
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B. Select Case Type 

Choose one of the following: 
If you are starting a new case:

Select Create a New Case 
(You will be asked for more information about the
parties involved)

If you are filing on an existing case:
Select File on Existing Case

(You will need your court file number. Once you
enter it, the system will pull up your case.)

A. Select the Type of Case

In the drop-down menu, choose:
Family 

This tells the system you are filing family court documents. 

C. Select Filing Type 

Here, you can choose the document you are filing. 
You can scroll through the list, or 
Use the search bar and type the name of your
document (e.g. “Form 8 Application”,
“Affidavit”.) 

Tip:
Make sure your choose the exact document
name that matches your court form. 
If you’re not sure which document to pick, check
your court form or any directions from the court. 
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D. Enter Details 

The information you enter here will depend on
whether your case is new or existing. 
New Case
You will be asked for: 

1.Court Location 
Choose the court where your case will be
heard. For Toronto the family courts that
use the OCPP are:

311 Jarvis street 
47 Sheppard Avenue East
361 University Avenue (SCJ Family)

Existing Case
You will be asked for:

1.Your court file number 
2.The court location 

After you enter this information, the Portal will
automatically show the parties already involved
in the case, so you do not have to re-enter this
information. 

E. Summary 

You will see a summary page that shows:
Court Line of Business
Case Location 
Case Classification 
Filing Type 
Reference Name 

Review everything carefully before continuing.

If the information is correct, select Create Filing. 
At this stage, review all the information that you
have entered to ensure that it is all correct 
Once you have confirmed all the information,
select Create Filing 

You will then be taken to the next stage where you
upload your document(s). 
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Step 2: Filing Information 

This is where you can add any notes or
comments for the court. 

If your documents are urgent, make a note
here. 

You will also need to complete the required
selections:

Preferred language for your case 
Confirm that you have read the Terms of Use 
Confirm that you have read the “Information
You Need Before Filing Online” 

Step 1: Parties 

You need to enter information about the people
involved in the case:

Initiating Party (Applicant): the person
starting the case and submitting the
initiating legal documents 
Respondent(s): the other person or people in
the case who is required to respond to the
initiating document
Involved Party: individual(s) that are directly
involved in the matter 

You may be asked to enter:
Names 
Address
Contact information 
Date of Birth 
Relationship to any children (if applicable)  

You must enter at least one party as the
applicant and one as the respondent.

T O R O N T O  G U I D E  T O  I S S U I N G
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File and Manage Court Documents
Once you have created the filing, you will be presented with a new progress bar, as shown in the

picture below. Here, you will be asked to add the parties, filing information, file entries and be given a
summary. Then, you will submit your filing to the court.  

Tip: The Portal may not let you continue if required fields are left blank. 
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Step 3: File Entries 

Here you will review the documents you want to file
and upload them to the portal:

1.Click the review icon next to your filing. 
2.You will be taken to a new page where you can

upload your PDF documents. 
3. If you have more than one type of document to

submit, select “Add File Entry” after uploading
your first document and repeat the process for
each additional new file entry.

Tip: Make sure your documents are complete and
saved as PDF files before uploading. 

Step 4: Summary 

Review the information on the summary screen
to confirm that it is accurate.
When you’re done, select “Submit Filing, Send
to Court”.
If your filing has an associated fee, you will be
prompted to pay the fee.

You might qualify for a fee waiver. Please
refer to the page below for more details.

You will receive an email confirming that your
filing has been submitted.
A court staff member will review your
submission. You will be notified once your
submission has been approved or rejected.
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After you have submitted a new E-File to start a new case, the court will issue your
documents and return them to you. 
Verify that you have the correctly issued documents. There will be a stamp on the upper
left-hand corner of the primary form (i.e. Application of Motion to Change). 
Print these documents and keep them in a secure location (if possible, the documents
should be printed in colour).
Confirm that you have been scheduled for a First Appearance, which will be written on your
Application or Motion to Change by the Court. Make a note of this date as you are required
to attend. 
You may be given a notice for a Mandatory Information Program (MIP) and a Notice that you
will need to serve on the other party.
You will then need to serve the issued documents on the opposing party. Confirm whether
your document(s) can be served by you or if they must be served by someone else. 

If someone else is serving documents for you, they will need to be available to swear a
Form 6B: Affidavit of Service.
It is important that this person records the date, time, and location of service so that
this information can be included in their Form 6B.  

Serve one copy of each of the documents on the other party. 
If the Court provided you with MIP Notice (see above), and/or an Associated Case
Report, serve that too.

Once a copy of the documents has been served on the opposing party and the Form 6B:
Affidavit of Service is completed (and commissioned), you will need to file the documents
by uploading them to the OCPP, using the steps to file on an existing case.

Serving and Filing Issued Documents
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Request a Fee Waiver

Who is eligible for a fee waiver? 

You can ask for a fee waiver if:
you are or will be involved in a family, civil or small claims court matter

The court may approve your request for a fee waiver if one or more of these things are true:
your main source of household income is from:

income assistance from Ontario Works
income support from the Ontario Disability Support Program
the Old Age Security Pension and the Guaranteed Income Supplement
the War Veterans Allowance
Canada Pension Plan benefits

your lawyer is being paid by a Legal Aid Certificate
you meet the following financial eligibility requirements:

the total amount of money everyone in your household earns in a year (before taxes
or deductions), called gross annual household income, is below:

$33,100 for one person
$49,600 for two people
$57,300 for three people
$68,700 for four people
$80,200 for five or more people

your household liquid assets are less than $2,800. 
your household net worth is less than $11,100.

If you don’t meet the fee waiver requirements, but you don’t believe you can afford to pay
court fees, you can make a request directly to the court to have your financial situation
evaluated by a judge.
For more details, see https://www.ontario.ca/page/have-your-court-fees-waived

You might need to pay fees if you go to court in Ontario. If you cannot afford to pay the fees, you
can apply for a fee waiver. The court will review your financial situation to decide if you qualify. If

approved, you’ll receive a fee waiver certificate.
For more information, see the Request a Fee Waiver Quick Guide on the Ontario Courts Public

Portal.  
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Select the Correct Form

Choose the form you need depending on your circumstances. 
If you think you meet the financial requirements, fill out the Fee Waiver Request to
Registrar, Clerk or Sheriff (form FW-A-3).
If you do not think you meet the financial requirements, fill out the Fee Waiver Request to
Court (form FW-A 4).

Complete the Form

Fill out the form and gather any required documents. 
If you already have a court file, include your file/claim number and the title of the
proceeding or name of the case on the form.
You must provide proof of your gross annual household income, including your spouse’s if
applicable. However, you don’t need to provide income proof or complete the income table
if your lawyer is funded by a Legal Aid Certificate.
If you need help completing the court fee waiver form, you can use the Guided Pathway for
requesting a court fee waiver, a free online tool.
Once you complete your fee waiver request form, you must swear or affirm that the
information you provided is accurate and true to the best of your knowledge.

Submit the Form

To submit your fee waiver request online,
you must use the Ontario Courts Public
Portal. 
After uploading your court documents,
select the “Request Fee Waiver” button. 
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Select your filing that was rejected, and select
“Make Corrections”. 
You can make the necessary corrections by
selecting the appropriate step in the filing
process that relates to the rejection reasons.
Select the “Edit” button.
In the comments section, you can state that
you’re uploading your document with the related
correction. 
Remove the file that was previously submitted.
Upload the updated document. 
After completing this step, click “Submit” to
finalize and send the filing.
You will receive an email confirming that your
filing has been submitted to the court. 

Make Corrections
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Receive Updates

If your documents are rejected, you will receive an email
stating:

your documents were not filed or issued
reasons why they were rejected
confirmation that your credit or debit card has not been
charged

The status of your filing will update from “Received” to
“Rejected”. 
If your documents are rejected, you can fix the issue(s), by:

a.  Navigating to the My Work tab on the left side of the
screen and selecting the My Filings sub-tab to modify your
submission; and

b.  Resubmitting the revised documents and paying any
applicable court filing fees.

Correcting a Rejected Filing 
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