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Revision History 
The content in this User Guide is subject to change and may be updated as the portal 
continues to evolve. For the most accurate and up-to-date information, please refer to the 
online version rather than a printed copy. 
 
Please note that the appearance of the user interface is subject to change. Some screenshots 
in this User Guide may differ from the screens on the portal. 
 
Below are the most recent updates to the User Guide. Our team welcomes your feedback and 
is committed to keeping this guide clear, accurate, and helpful for all users. To share 
feedback, contact COAPublicPortal@ontario.ca.  
 
To stay informed of important updates to the Ontario Court of Appeal Public Portal, visit the 
Announcements page through the left navigation menu of the portal.  

Date Document 
Version Updated By Public Portal 

Version Summary of Changes 

April 9, 2026 1.0  4.0 Original Document 
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1 General Information 

1.1 Introduction 
 
The Ontario Court of Appeal Public Portal is an online platform that gives users a convenient 
way to interact with certain Court of Appeal for Ontario (COA) services. Through the portal, 
users can file new cases, upload documents to existing cases, view upcoming hearing dates, 
and pay fees. The portal also provides 24/7 access to certain publicly available court 
information.  
 
This User Guide explains how to use the portal’s key features – whether you are signing in for 
the first time, filing documents, or simply looking up case information. Each section includes 
clear steps and tips to help you navigate the portal with confidence. 
 
Support Services 
 
The Ministry of the Attorney General’s Digital Solutions Portfolio Branch offers support to 
counsel and self-represented litigants with inquires. 
 
For questions about the portal, contact the Ministry of the Attorney General’s Court Services 
Division Contact Centre: 
 

COAPublicPortal@ontario.ca 
Tel: 647-438-0403  
Toll-free: 1-800-980-4962  
TTY: 416-368-4202  
Toll-free TTY: 1-833-820-0714  

 
If you have questions about a case, contact the Court of Appeal for Ontario.

mailto:COAPublicPortal@ontario.ca
https://www.ontariocourts.ca/coa/contact/
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1.2 Login/Register 
 
The portal can be used in a limited capacity without creating an account. Users without an 
account can view recent portal announcements, access training resources and links to 
additional Court recourses, and perform searches for Court of Appeal cases. Registering for 
an account gives you access to additional features such as requesting case access, viewing 
more detailed case information, filing case documents, and receiving notifications.  

Registration Requirements 
 
To login or register for a portal account, you will need: 

• A Ontario.ca Account 
• A mailing address  
• An email address 
• A telephone number  
• A request letter on firm or organization letterhead outlining the reason for the request 

and contact information (required only for Lawyer and Organization Administrator 
accounts) 

 
You can begin by selecting Login/Register in the top banner or Register on the Home 
Page. 
 

PORTAL HOME PAGE – STARTING THE REGISTRATION PROCESS 

 

Sign In 
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After selecting Login/Register, you will be redirected to the Government of Ontario sign-in 
page. You can sign in using an existing Ontario.ca Account or Sign-In Partner Interac® 
service. 
 
1. Sign in with an existing Ontario.ca Account 
 
If you already have a Ontario.ca Account, enter your email and password to sign in. 
 

ONTARIO.CA ACCOUNT SIGN-IN PAGE 

 
 
After signing in, you will be taken to the Welcome Page to complete your portal account 
setup (see the Complete Your Portal Account section for further instructions).   
 
2. Sign in with Sign-In Partner Interac®  
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You may also sign in using your online banking credentials through the secure Sign-In 
Partner Interac® service. Sign-In Partner Interac® sign-in service is a secure, private, and 
convenient way to sign in to online government services. No passwords or personal 
information are shared with the Court, the Government of Ontario, or your bank. For 
information about Sign-In Partner Interac® sign-in service, visit Help | Ontario.ca Account. 
 
Steps for using Sign-In Partner: 
 

• Select Sign-In Partner. 
 

ONTARIO.CA ACCOUNT SIGN-IN PAGE 

 
 

• Select your preferred language. 
 

https://profile.signin.ontario.ca/help


  

Page 8 of 153 
Ontario Court of Appeal Public Portal User Guide 

INTERAC® SIGN-IN SERVICE – LANGUAGE SELECTION PAGE 

 
 

• Select your bank and log in using your online banking credentials.  
 

INTERAC® SIGN-IN SERVICE – SIGN-IN PARTNER SELECTION PAGE 
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After signing in, you will be redirected to the Welcome Page, to complete your portal account 
setup (see the Complete Your Portal Account section for further instructions). 

Create a Ontario.ca Account 
 
If you do not have a Ontario.ca Account: 

1. Select Create Account on the sign-in page. 

ONTARIO.CA ACCOUNT SIGN-IN PAGE 

 
 
2. Enter your email address and create a password that meets the requirements listed.  
3. Review and accept the Terms of Service, then select Create Account.  
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CREATE ACCOUNT PAGE 

 
 
4. A verification code will be sent to your email. You may either: 

• select Activate your account, or 
• enter the code on the verification page 
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ONTARIO.CA ACCOUNT VERIFICATION EMAIL 

 
 

If you do not receive the email, select Send Again and/or check your junk/spam folder. 
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ONTARIO.CA ACCOUNT VERIFICATION PAGE 

 
 

After your email is verified, you will be redirected to the Welcome Page to complete your 
portal account setup (see below for further instructions). 

Complete Your Account  
(These steps apply to all new users – whether you signed in using an existing Ontario.ca 
Account, Sign-In Partner Interac®, or created a new account.) 

 
1. Enter your first and last name, then select Save. 
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PORTAL WELCOME PAGE – ENTER NAME 

 
 
2. Choose the User Type that best matches your role:  

• Public  
File documents with the court, search basic case information, update and edit their 
profile and important contact information, and request an additional level of access for 
specific cases that the user is a party to. Suitable for self-represented litigants, 
members of the public, and media.  
Note: Once a public user submits a filing to a case in which they are a party to the 
case and it has been accepted by the court, public users will not need to request case 
access to that specified case as it will already be granted. 
 

• Lawyer  
File documents and access detailed information for cases where you are representing 
a party, and access basic case-search information. Requires your Law Society of 
Ontario number and a lawyer request letter on letterhead. 
Note: Self-represented parties on a case would have the same level of access to 
filings as a Lawyer on the same specified case. 
 

• Organization Administration  
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Manage portal users within your firm or legal organization. Add or remove users, 
assign support staff, and manage other organization-wide functions. Requires an 
organization administrator request letter on firm/legal organization letterhead. 

 
If you do not require additional access, you may skip this step. Your account will default to 
Public User. You can update this information later in your User Profile. For detailed 
instructions on updating your User Profile, refer to section 1.3 of this user guide. 
 

USER TYPE SELECTION PAGE 

 
 

3. Enter your Address, then select Continue. Self-represented litigants and lawyers should 
provide their address for service. 
 

4. Enter you Contact Number, then select Continue.  
 
5. If you selected Lawyer or Organization Administration as you user type, you will be 

prompted to provide additional information. Enter the required details and upload the 
applicable request letter, select Submit Request. 
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LAWYER USER TYPE REQUEST FORM 
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ORGANIZATION ADMINISTRATOR REQUEST FORM 

 
 

You will receive an email notification confirming that your request has been received, and 
another once it has been reviewed.  

 
If your request is rejected, Court comments can be viewed in the User Access section of 
your User Profile. For detailed instructions on accessing your User Profile, refer to section 
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1.3 of this user guide. If you have any further questions about your request, please contact 
the Court directly. 
 

USER PROFILE – USER ACCESS REQUESTS HISTORY 

 

After Registration / Sign-In 
 
Once setup is complete, you will be taken to your User Profile, where you can update your 
information, manage notification preferences, and request additional access at any time. For 
detailed instructions on updating your User Profile, refer to section 1.3 of this user guide. 
 
Going forward, you may sign in to portal using: 

• your Ontario.ca Account credentials, or 
• the Sign-In Partner Interac® service 

 

https://www.ontariocourts.ca/coa/contact/
https://www.ontariocourts.ca/coa/contact/
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1.3 User Profile 
 
The User Profile settings allow you to: 

• View your login account details and login history 
• Update your name, address, and contact information 
• Adjust locale and time zone preferences 
• Manage associated legal organizations and support staff information (for lawyers and 

organization administrators only) 
• Add calendar subscriptions 
• Set notification preferences 
• Request user and/or case access and review past requests 

 
Accessing the User Profile 
 

• Select your name at the top-right corner of the page, then choose Profile. 
 

ACCESSING THE USER PROFILE FROM THE ACCOUNT MENU 

 

 

 
Updating Login Information 
 

• In the Login Account tab of the User Profile page, you can view your username, email 
address, and password.  

• Login details are managed through Ontario.ca Account. To makes changes, visit the 
Ontario.ca Account website. For information about how to edit your Ontario.ca Account 
profile, visit Help | Ontario.ca Account. 
 

https://profile.signin.ontario.ca/help
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USER PROFILE – LOGIN ACCOUNT TAB 

 
 
Adjusting Locale and Time Zone 
 

• Select Preferences in the left menu. 
• Choose your locale and time zone from the dropdown lists, then select Save. 
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USER PROFILE – PREFERENCES TAB 

 
 
Updating Address 
 

• Select Address in the left menu. 
• Update your address information and select Save. 
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USER PROFILE – ADDRESS TAB 

 
 
Updating Contact Information 
 

• Select Contact in the left menu. 
• Your primary email address cannot be changed here. Any updates must be done via 

your Ontario.ca Account. For more information, visit Help | Ontario.ca Account. 
• You may add cc email addresses for notifications and update your phone number. 

Select Save when finished. 
 

https://profile.signin.ontario.ca/help
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USER PROFILE – CONTACT TAB 

 
 
Associated Organization 
(Only for Lawyer and Organization Administrator users) 
 

• Select Associated Organization in the left menu to view organization details. 
• To leave an organization, select Leave Organization, then confirm in the overlay. 
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USER PROFILE – LEAVING AND ASSOCIATED ORGANIZATION 

 
 

Support Staff 
(Only for Lawyer and Organization Administrator users) 
 

• Select Support Staff in the left menu to add or remove support staff who are 
authorized to access the portal and file documents on your behalf.   

• Choose the name(s) from the list in the Authorized Support Staff field. If a name 
does not appear, confirm that the staff member is linked to your organization. For 
detailed instructions on adding users to an organization, refer to section 5.2 of this 
guide. 

• To forward notifications to support staff, select Forward Notifications (optional), then 
select Save. 
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USER PROFILE – SUPPORT STAFF TAB 

 
 
Adding Calendar Subscriptions 
 

• Select Calendar Subscriptions in the left menu. 

• Select the copy icon   to copy your calendar subscription URL (token). 
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USER PROFILE – CALENDAR SUBSCRIPTIONS TAB 

 
 

• Open your calendar application and select Add Calendar. 
 

OUTLOOK WEB – ADD CALENDAR 
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OUTLOOK DESKTOP – ADD CALENDAR 

 
 

GOOGLE CALENDAR – ADD CALENDAR 

 
 

• Choose the option to add a calendar by URL. 
• Paste the token (URL), complete any required fields and save. 
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OUTLOOK WEB – SUBSCRIBE FROM WEB 

 
 

OUTLOOK DESKTOP – SUBSCRIBE FROM INTERNET 
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OUTLOOK DESKTOP – CONFIRM SUBSCRIBE FROM INTERNET 

 
 

GOOGLE CALENDAR – SUBSCRIBE FROM URL 

 
 

GOOGLE CALENDAR – CONFIRM SUBSCRIBE FROM URL 
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Setting Notification Preferences 
 

• Select Notification Preferences in the left menu. 
• Choose how you want to receive notifications (in the application and/or by email). 
• Mandatory email notifications are checked in grey and cannot be changed. 
• Select Save. 

 
USER PROFILE – NOTIFICATION PREFERENCES TAB 
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Viewing and Requesting User Access 
 

• Select User Access in the left menu to view your current access or submit a new 
request for user or case access. 

• To submit a request, select Submit Request and choose the appropriate option from 
the dropdown. 

 
USER PROFILE – USER ACCESS TAB 

 
 
Requesting Case Access 

• For detailed instructions on how to request case access, refer to section 4.1 of this 
user guide.  

• Case access is available only to parties and their legal representatives. 
 
Requesting Lawyer or Organization Administrator Access 
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• Select the request option, complete the required fields in the form, and select Submit 
Request.  

LAWYER ACCESS REQUEST FORM 
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ORGANIZATION ADMINISTRATOR ACCESS REQUEST FORM 

 
 

• You will receive a confirmation notification in the application and/or by email. The 
request will be reviewed, and you will be notified of the outcome.  

• If your request is rejected, you can view the Court’s comments by following instructions 
below. For further help, contact the Court directly. 

 
Viewing Previous Requests 
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• Select View All Requests to open an overlay with a table listing all previous access 
request, including their status and comments from the Court. 

 Select the X icon  or Close to exit the overlay. 
 

USER PROFILE – USER ACCESS REQUEST HISTORY 
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1.4 Overview 
 
Navigation Menu and Top Banner 
 
The Navigation Menu on the left and Top Banner at the top of the screen is available on 
every page in the portal. On smaller devices, such as tablets or cell phones, the menu may be 
hidden. To open it, select the navigation drawer (three horizontal lines)  in the top 
banner. This will expand the full menu so you can easily move between different areas of the 
portal.  
 
Home Page 
 
The portal Home Page is structured to help you navigate the portal efficiently and access the 
information you need quickly. Return to the Home Page at any time by selecting Home in the 
left navigation menu. 
 
From the Home Page, you can: 

• view announcements about the portal 
• access training resources for the portal  
• search for publicly available case information 
• access additional resources, including forms, rules, practice directions, and contact 

details for the Court of Appeal for Ontario. 
 
Announcements  
 
Registered users can view all portal announcements, including the most recent and past 
updates, on the Announcements page. You can access this page from the Home Page or 
through the navigation menu. When a new announcement is posted, registered users will see 
a ‘New’ icon  next to the Announcements button in the navigation menu.  
 
Unregistered users can only see the announcements displayed on the Home Page and will 
not see the ‘New’ icon  notification for new messages. 
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1.5 Notifications 
 
You may receive notifications in two ways: within the portal and by email. 
 
In-Portal Notifications 
 
When there is a new message or update, the ‘New’ icon   will appear next to the 
Notifications button in the navigation menu. Select Notification to view the details. 
 
The Notifications page includes a table which lists: 

• Whether the notification is read or unread 
• The date received 
• The subject of the notification 
• The case file number (when applicable) 

 
PORTAL NOTIFICATION PAGE 

 
 
You can select multiple notifications and Mark as Read. 
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NOTIFICATION PAGE – MARK AS READ OPTION ON 

 
 
Sorting and filtering tools are available: 

• All column headers on the table are sortable. By default, the table is sorted by the Date 
in descending order (newest to oldest). 

• Select any column header to sort the list. 
• Select it again to reverse the sort order.  

• Use the filter icon  in the top-right corner of the table to open the Filter and Sort 
sidebar and refine the list.  
Select Update to apply your filters. 
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NOTIFICATION PAGE – SORT AND FILTER OPTIONS 

 
 
Email Notifications 
 
You may also receive email notifications with summaries of important updates. Each email 
includes a link that will take you directly to the portal. 
 
To adjust how you receive notifications, update your preferences in your User Profile. For 
detailed instructions on how to set notification preferences, refer to section 1.3 of this user 
guide.  
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1.6 Searches  
 
The Search page allows you to search for Court of Appeal cases. This page can be accessed 
from the Home Page or through the left navigation menu. 
 
Registered and unregistered users have different levels of access: 

• Unregistered users may search for civil case information filed after August 22, 2022, 
excluding cases that are subject to any type of confidentiality order (i.e. a publication 
ban or sealing order)  

• Registered users with case access may view additional details for cases they are 
connected to. 

 
For the time being, this feature will not be available for criminal or family law cases. 
 

PORTAL HOME PAGE – START A SEARCH 

 

 
 
You can search by Case or by Party. 
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PORTAL SEARCH PAGE 

 

Case Search 
 
To search by case, enter the Court of Appeal Case File Number (full or partial) and/or the 
Case Title, then select Search. The case title refers to the short title of the proceedings, 
also known as the style of cause (e.g., Doe, Jane v. Doe, John). 
 
You may select the Exclude Closed Cases view only open cases.  
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CASE SEARCH FIELDS 

 
 
Advanced Search Option 
 
Select Switch to Advanced Search to refine how the Case Title is matched. The default 
search type is Match, which means the results will include all cases with containing the 
entered keywords. 
 
Use the dropdown to update the Case Title Seach Type if needed, then select Search. 
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ADVANCED CASE SEARCH OPTIONS 

 
 

Case Search Results 
 
The Search Results page will display a table with the relevant results. This table will include 
the following case information: 

• Case Number – the Court of Appeal case file number 
• Case Title – the short title of proceedings 
• Case Classification – the type of matter 
• Filed Date – the date the case was filed 
• Case Status – whether the case is open or closed 

 
Selecting the Case Number opens the Case View page. 
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CASE SEARCH RESULTS 

 
 
Sorting and filtering tools are available: 

• All column headers in the table are sortable. By default, the table is sorted by the Filed 
Date in descending order (newest to oldest). 

• Select any column header to sort the list. 
• Select it again to reverse the sort order.  

• Use the filter icon  in the top-right corner of the table to open the Filter and Sort 
sidebar and refine the list.  

Select Update to apply your filters. 
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CASE SEARCH FILTER & SORT SIDEBAR 

 
 

Party Search 
 
To search by party, enter the name of an individual or organization, then select Search. 
For individuals, enter their first name, last name, or both (e.g., “Jane Doe”; “Doe, Jane”; 
“Jane”; or “Doe”). 
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PARTY SEARCH FIELDS 

 
 
 
Advanced Search Option 
 
Use Switch to Advanced Search to: 

• Update the Party Type (Person or Organization/Business) 
• Change the Name Title Search Type (default is Contains)  
• Select Search to proceed 

 



 

Page 45 of 153 
Ontario Court of Appeal Public Portal User Guide 

ADVANCED PARTY SEACH OPTIONS 

 
 
Search Results 
 
The Search Results page will display a table with the relevant results. This table will include 
the following case information: 

• Case Number – the Court of Appeal case file number 
• Case Title – the short title of proceedings 
• Case Category – the type of matter 
• Filed Date – the date the case was filed 
• Role – The party’s role in the case 
• Name – The party’s full name 
• Case Status – whether the case is open or closed 
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An individual’s or organization's name may appear multiple times in the search results if they 
are involved in multiple cases. Selecting the Case Number opens the Case View page. 
 

PARTY SEARCH RESULTS 

 
 
Sorting and filtering tools are available: 

• All column headers in the table are sortable. 
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• Select any column header to sort the list. 
• Select it again to reverse the sort order.  

• Use the filter icon  in the top-right corner of the table to open the Filter and Sort 
sidebar and refine the list.  

Select Update to apply your filters. 
 

PARTY SEARCH FILTER & SORT SIDEBAR 
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2 Case Information 

2.1 Case View 
 
The Case View page provides key information about a Court of Appeal case. 
 
You can access it in two ways: 

• From search results (see section 1.6) 
• From My Work (see section 3) 

 
The Case View page contains sections for: 

• Case details 
• Parties and Representation details 
• Hearing information 
• Documents 
• Ticklers (this feature is currently unavailable) 
• Case Menu actions 

 
Each section is described below. 
 
Accessing the Case View Page 
 
Select the Case Number from the Search Results or in My Cases. 
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CASE VIEW PAGE 

 
 
Case Details 
 
The top of the Case View page displays: 
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• Short Title of Proceedings 
• Long Title of Proceedings 
• Case Number 
• Case Classification 
• Filed Date and Time 
• Case Status  
• Status Change Date and Time 

 
CASE DETAILS DISPLAYED ON THE CASE VIEW PAGE 

 
 
Parties and Representation 
 
The main Case View page displays the first few parties and their representation details. To 
view all parties and their lawyers, select the Parties tab in the last section of the page.  
 
The Parties tab includes a table with: 

• Party names 
• Party roles (e.g., Appellant, Respondent, Moving Party, Intervener) 
• Status  
• All associated lawyers and/or legal organizations 
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If a party has multiple lawyers, the full list appears in the Parties tab.   

 
PARTIES AND REPRESENTATION DETAILS ON CASE VIEW PAGE 

 
 
Sorting and filtering tools are available: 

• All column headers in the table are sortable. 
• Select any column header to sort the list. 
• Select it again to reverse the sort order.  

• Use the filter icon  in the top-right corner of the table to open the Filter and Sort 
sidebar and refine the list.  

Select Update to apply your filters. 
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PARTIES TAB – FILTER AND SORT SIDEBAR 

 
 
Hearings 
 
The next scheduled hearing appears on the Case View page. To see all past and future 
hearings on the case, select the Hearings tab in the last section of the page. 
 
This tab includes: 

• Hearing Date and Time 
• Location 
• Courtroom Number 
• Hearing Type 
• Hearing Status 
• Video Streaming Link (if applicable) 
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HEARINGS INFORMATION ON THE CASE VIEW PAGE 

 
 
Sorting and filtering tools are available: 

• All column headers in the table are sortable. By default, the table is sorted by the 
Hearing Date in descending order (newest to oldest). 

• Select any column header to sort the list. 
• Select it again to reverse the sort order.  

• Use the filter icon  in the top-right corner of the table to open the Filter and Sort 
sidebar and refine the list.  

Select Update to apply your filters. 
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HEARINGS – FILTER AND SORT SIDEBAR 

 
 
Documents  
 
The Documents tab lists all documents filed in the case.  
 
You can see: 

• Document Type (e.g., Certificate, Notice, Book) 
• Subtype (Certificate of Perfection, Notice of Appeal, Exhibit Book) 
• Filed Date 
• Submitted By 
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DOCUMENTS TAB IN THE CASE VIEW PAGE 

 
 
Viewing Documents 
 
While all users can see what documents are filed, only verified parties on a case can view 
and download the documents. If you are not a party and wish to request access to a court 
document, visit the Court’s Accessing Court Documents page. 
 
To view a document on the portal: 

• Select the paper icon  in the View column of the table in the Documents tab.  
• The Documents overlay will open,  
• Select View in the last column of the overlay to view or download a copy of the 

document. 
• Some entries may be available in multiple documents (e.g. volumes). 
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VIEW A DOCUMENT 

 
 
Sorting and filtering tools are available: 

• All column headers in the table are sortable. By default, the table is sorted by the Filed 
Date in descending order (newest to oldest). 

• Select any column header to sort the list. 
• Select it again to reverse the sort order.  

• Use the filter icon  in the top-right corner of the table to open the Filter and Sort 
sidebar and refine the list.  

Select Update to apply your filters. 
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DOCUMENTS – FILTER AND SORT SIDEBAR 

 
 
Ticklers - This feature is currently unavailable. 
 

TICKLERS ON CASE VIEW PAGE 

 
 
Case Menu 
 
The Case Menu is located on the left side of the Case View page. 
 
Available options include: 

• Request Case Access (registered Users only) 
• Create Filing (registered User only) 
• Printable View 
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CASE MENU ON CASE VIEW PAGE 

 
 
Request Case Access 
 
Case access is restricted to parties involved in the case and their legal representatives. 
 
If you are a self-represented party, you may submit a Case Access Request through the 
portal so the Court can verify your connection to the case. 
 
For lawyers, case access is usually granted automatically: 

• If you file a document on a case as counsel for a party, you will be added to the case 
once the filing is accepted by the Court. 

• Lawyers for the opposing party listed in the filing submission or in the initiating 
document (e.g., Notice of Appeal, Notice of Motion) will also receive access. 

 
If you are a lawyer who represents a party but were not included in the original filing 
submission or initiating document, you will need to file a: 

• Notice of Appointment of Lawyer, or 
• Notice of Change in Representation, 

to be added as counsel on the case. 
 
To request case access: 

• Select Actions  Request Case Access 
• You will be redirected to the Request Access Public page to complete the access 

request form. For detailed instructions on requesting case access refer to section 2.2 
of this user guide. 
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Create Filing 
 

• Select Actions  Create Filing 
• You will be redirected to the Create Filing page. For detailed instructions on filings 

refer to section 4 of this user guide. 
 

ACTIONS OVERLAY 

 
 
Printing Case View page 
 
Displays all Case View information on one page to save or print. 
 

1. Select Printable View. 
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CASE MENU – PRINTABLE VIEW 

 
 

• Open the browser menu.  
• Select Print, or press CTRL + P.   

 
PRINTABLE VIEW – BROWSER MENU 
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2.2 Request Case Access 
 
A Verified Party is a person whose connection to a case has been confirmed by the Court of 
Appeal. Only verified parties and their legal representatives can view case information that is 
not publicly accessible, such as documents and panel information. 
 
Who can Request Case Access 
 
Case access is restricted to: 
 
1. Parties to the case 

• If you are a self-represent litigant who filed the case at the Court of Appeal, you will 
automatically be granted access once the filing is accepted. 

• If you are a self-represented litigant who did not file the case (e.g. Respondent), you 
must submit a Case Access Request so the Court can verify your involvement. 

 
2. Lawyers representing a party 

Lawyers usually receive access automatically when: 
• they file a document on the case, 
• they are counsel for the appellant or moving party, or 
• they are listed as counsel for the opposing party in the initiating filing submission or 

initiating document 
 

If you represent a party but were not included in the initial filing or initiating document, you 
must file one of the following before access can be added to your portal account: 
• A Notice of Appointment of Lawyer (Form 15B – Civil), or 
• A Notice of Change in Representation (Form 15A – Civil or Form 9 – Criminal). 

 
This allows the Court to formally add you to the case and grant access. 

 
Important: Only parties to the case should submit a Case Access Request for the portal. If 
you are not a party and wish to request access to a court document, visit the Court’s 
Accessing Court Documents page. 
 
How to Request Case Access 
 
You can access the request form in two ways: 
 
1. From the Navigation Menu 

• Select Proceed to File from the navigating menu. 
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• Select Request Case Access. 
 

REQUEST CASE ACCESS FROM NAVIGATION MENU 

 
 

2. From the Case View Page 
• Select Actions from the Case Menu. 
• Choose Request Case Access from the overlay. 

 
CASE MENU 
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Complete the Case Access Request 
 
On the Request Access page: 

• Enter the Court of Appeal Case Number. 
• Upload supporting documentation that verifies your role in the case (a letter requesting 

reason for access and your current contact information). 
• Add any additional comments (optional) 
• Select Submit Request. 

REQUEST ACCESS PAGE 
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After You Submit the Request 
 
You will receive a notification either: 

• In the portal, 
• By email, 
• Both (depending on your Notification Preferences). 

 
The Court will review your request and notify you of the outcome. 
 
If your request is rejected, you can: 

• View the Court’s comments under User Access in your User Profile 
• Contact the Court for more information if needed 

 
USER ACCESS REQUEST HISTORY 

 
 

https://www.ontariocourts.ca/coa/contact/
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3 My Work 

The My Work menu is found in the Navigation Menu on the left of every page. 
 
Sorting and Filtering Table (Applies to Sections 3.1 – 3.6) 
 
Many pages in the My Work section include tables that display information such as filings, 
cases, hearings, e-service documents, or receipts. All tables throughout sections 3.1 to 3.6 
use the same sorting and filtering tools. 
 
Sorting Columns 
 
All column headers (except View) are sortable.  

• Select any column header to sort the table. 
• Select the same header again to reverse the sort order. 
• Each table has its own default sort (e.g., newest to oldest). 

 
Filter & Sort Sidebar 
 
To refine the table results: 

• Select the Filter icon  
• Enter or select your filter criteria. 
• Select Update to apply the changes. 

You may close the sidebar at any time to return to the full table. 

3.1 My Filings 
 
The My Filings page displays a table with all filings you have created or submitted in the 
portal. 
 
To access this page: 

1. Select My Work in the left navigation menu.  
2. Select My Filings from the dropdown.   

What You Will See on the My Filings Page 
 
Each row in the table represents one filing submission. This table includes: 

• Filing Reference Number and Name 
• Case File Number  
• Case Classification (Type) 
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• Lead Document 
• Status (Draft, Received, Approved or Rejected) 
• Status Date (most recent update on the filing) 

 
PORTAL MY FILINGS PAGE 

 

Working With Your Filings 
 
View Filing Details 
 
Select the Reference Number to open the Manage Filing page for that submission. From 
there, you can: 

• finish or continue working on a draft filing 
• review all filing information  
• access uploaded documents in the submission 
• view the full status history for the filing 
• see rejection reasons from the Court (if the filing was rejected) 
• make corrections and resubmit a rejected filing 

 
Open the Case View Page 
 
Select the Case File Number to open the Case View page for that case. 
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Sorting and Filtering Filings 
 
Since all My Work tables use the same tools, refer to the Sorting and Filtering Tables 
section at the top of section 3 for full instructions. By default, the My Filings table is sorted by 
Status Date in descending order (newest to oldest). 
 

MY FILINGS – FILTER AND SORT SIDEBAR 

 
 

Filing Statuses – Quick Reference 
 

Filing Status Meaning 
Draft Filing has been started but not submitted 
Received Filing has been submitted and is waiting to be reviewed by the Court 
Approved Filing has been accepted 
Rejected Filing was not accepted; the user must correct and resubmit 
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3.2 My Cases 
 
The My Cases page displays a table with all cases where you are a verified party. This page 
allows you to quickly review all Court of Appeal cases associated with your portal account. 
 
To access this page: 

1. Select My Work in the left navigation menu.  
2. Select My Cases. 

What You Will See on the My Cases Page 
 
Each row in the table represents a case associated with your account. The table displays: 

• File Number  
• Title (Short Title of Proceedings) 
• Classification (Type) 
• Status (Open/Closed) 
• Filed Date  

 
PORTAL MY CASES PAGE 

 

Working With Your Filings 
 
Open the Case View Page 
 
Select the Case File Number link to open the full Case View page for that case. 
 
From Case View, you can: 
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• review all case details 
• view parties and representation 
• see hearing information 
• view documents  

 
Sorting and Filtering Cases 
 
The My Cases table uses the same sorting and filtering tools as other My Work pages. Refer 
to Sorting and Filtering Tables at the top of section 3 for full instructions. By default, the 
table is sorted by Filed Date in descending order (newest to oldest). 
 

MY CASES – FILTER AND SORT SIDEBAR 
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3.3 My Hearings 
 
The My Hearings page displays a table with all upcoming hearings for cases where you are a 
verified party. This page allows you to quickly review your scheduled appearances and 
access hearing details. 
 
To access this page: 

1. Select My Work in the left navigation menu.  
2. Select My Hearings. 

What You Will See on the My Cases Page 
 
Each row in the table represents a scheduled hearing for one of your cases. The table 
includes: 

• Hearing Date and Time 
• Location 
• Courtroom Number 
• Case File Number and Case Title 
• Hearing Type 
• Hearing Status 

 
PORTAL MY HEARINGS PAGE 

 

Working With Your Cases 
 
Open the Case View Page 
 
Select the Case File Number link to open the full Case View page for that case. 
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From Case View, you can review: 

• parties and representation 
• all hearing dates 
• documents filed 
• case status 

 
Open the Hearing Overlay 
 
Select the Hearing Date to view additional hearing details, such as hearing start and end 
time, and panel information. 
 

HEARING DETAILS OVERLAY 

 
 
Sorting and Filtering Hearings 
 
As with all pages in section 3, the My Hearings table uses the common sorting and filtering 
tools described at the top of section 3. By default, the table is sorted by Hearing Date in 
ascending order (earliest upcoming hearing first). 
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MY HEARINGS – FILTER AND SORT SIDEBAR 

 
 
Calendar Subscription (Optional) 
 
You may subscribe to your hearing schedule so it automatically appears in your calendar 
application (Outlook, Google Calendar, etc.). 
 
To subscribe: 

1. Select Subscribe at the bottom of the Hearings table. 
 

SUBSCRIBE TO CALENDAR BUTTON 

 



 

Page 73 of 153 
Ontario Court of Appeal Public Portal User Guide 

 
2. The Calendar Subscription URL overlay will open. Select Copy of Clipboard to copy 

your unique subscription link. 
3. Paste the link into your calendar application using the Add calendar by URL feature. 

For detailed instructions on adding Calendar Subscriptions, refer to section 1.3 of this 
user guide. 

CALENDAR SUBSCRIPTION URL 
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3.4 My e-Service Received 
 
The My e-Service Received page displays a table with all documents the Court of Appeal 
has electronically served on you through the portal. Examples include notices, orders, letters, 
and other Court communications. 
 
To access this page: 

1. Select My Work in the left navigation menu. 
2. Select My e-Service Received. 

 
New or Unread Documents 
 
A the ‘New’ icon   will appear next to My e-Service Received when new documents have 
been delivered to you. 
 
You may also receive: 

• In-portal notifications (if enabled), and/or 
• Email notifications 

 
For detailed instructions on setting your notification preferences, refer to section 1.3 of this 
user guide. 

What You Will See on the My e-Service Received Page 
 
Each row in the table represents a document sent to you by the Court. The table displays: 

• Received Date 
• Source (e.g. Court) 
• Case File Number  
• Case Classification 
• Document Type 
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MY E-SERVICE RECEIVED PAGE 

 

Working With Your Document 
 
Open the Case View Page 
 
Select the Case File Number link to open the full Case View page for that document’s case. 
 
View the Document 
 
Select View to: 

• open the Filing Service page 
• review high-level information about the document 
• open or download the document in a new browser tab 
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VIEW E-SERVED DOCUMENT 

 
 
Sorting and Filtering e-Service Received 
 
The My e-Service Received table uses the same sorting and filtering tools described in 
Sorting and Filtering Tables. By default, the table is sorted by the Received Date in 
descending order (newest first). 
 

MY E-SERVICE – FILTER AND SORT SIDEBAR 
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3.5 My Receipts 
 
The My Receipts page displays a table with all payment receipts associated with your portal 
account. These receipts are generated when you pay filing fees through the portal. 
 
To access this page: 

• Select My Work in the left navigation menu. 
• Select My Receipts. 

What You Will See on the My Receipts Page 
 
Each row in the table represents one receipt generated through your account. The table 
includes: 

• Transaction Date 
• Receipt Number 
• Receipt Type 
• Receipt Status 
• Amount 

 
MY RECEIPTS PAGE 

 

Working With Your Receipts 
 
View a Receipt 
 
Select the Receipt Number link to open a detailed view of the receipt. This may include: 

• payment details 
• filing or document information 
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• amount paid 
• transaction reference information 

 
VIEW RECEIPT 

 
 
Sorting and Filtering Receipts 
 
The My Receipts table uses the same tools described in the shared Sorting and Filtering 
Tables section. By default, the table is sorted by the Transaction Date in descending order 
(most recent receipt first). 
 

MY RECEIPTS – FILTER AND SORT SIDEBAR 
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3.6 My Purchased Documents 
 
This option is not currently available through the portal.  
 

MY PURCHASED DOCUMENTS – FEATURE NOT AVAILABLE 
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4 Filing 

The portal e-filing process has two main parts: 
 

1. Create Filing  
In the first stage, you set up the filing by choosing the type of filing and entering the 
basic information the Court needs to identify the submission. This includes choosing 
the lead document and providing any required preliminary details. Think of this stage 
as creating the “shell” of your filing before you add documents and case information. 

2. Manage Filing  
In the second stage, you complete all remaining information required for the Court to 
accept your submission. This includes adding parties (if applicable), uploading all 
required documents, entering filing details, adding originating court information (if 
needed), and completing payment. This is where you review, finalize, and submit the 
full filing package to the Court. 

4.1 Create a Filing 

File a New Appeal or Motion 
 
You can file a new appeal or motion directly through the portal. This feature lets you initiate 
the appeal process and submit all necessary documents in one place. You should select this 
option if you are filing a new appeal or motion, including both an originating motion (e.g., a 
motion unattached to a previously filed appeal or motion) or a non-originating motion (e.g., a 
motion to be filed under an existing appeal or motion). 
 
Once submitted: 

• If the documents meet the standards set out in the applicable rules, acts and practice 
directions, the matter will be filed with the Court. 

• If corrections are needed, you will receive instructions on what must be amended. 
• Filing fees may apply and can be paid online during the filing process. 

 
1. Start a New Filing 

Select Proceed to File in the left navigation menu, then choose New Filing / Existing 
Filing. This will take you to the Create Filing page. 
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ACCESS NEW FILING OPTION FROM NAVIGATION MENU 

 
 

2. Step 1 of 4 – Select Filing Type 
Choose File a Notice of Appeal or Notice of Motion, then select Continue to proceed to 
the next step. 

 
CREATE FILING STEP 1 – SELECT FILING TYPE FOR NEW APPEAL/MOTION 
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3. Step 2 of 4 – Select Filing Type 

Select the appropriate Notice of Appeal or Notice of Motion from the list. You may also 
search for it by keyword or the advanced search function.  
Note: Additional documents can be added to your filing submission later in Manage 
Filing. 
 
Select Continue. 

 
CREATE FILING STEP 2 – SELECT FORM TYPE FOR NEW APPEAL/MOTION 

 
 
4. Step 3 of 4 – Enter Details 

Enter a Reference Name for the filing. Changing the reference name from the default 
option is optional. This name is for your use only and does not appear on the Court file. 
When communicating with the Court, always refer to the official Court of Appeal file 
number.  
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Select Continue. 
 

CREATE FILING STEP 3 – ENTER DETAILS FOR NEW APPEAL/MOTION 

 
 

5. Step 4 of 4 – Summary.  
Review all information entered. If everything is correct, select Create Filing.  

 
CREATE FILING STEP 4 – SUMMARY OF FILING DETAILS FOR NEW APPEAL/MOTION 
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After selecting Create Filing, a draft filing is created and you will be taken to the Manage 
Filing Overview page to continue completing the filing.  

File Documents on an Existing Case 
 
You can file documents on an existing appeal or motion through the portal.  
 
Once submitted: 

• If the documents meet the standards set out in the applicable rules, acts and practice 
directions, they will be filed. 

• If corrections are needed, the document will be rejected and you will receive 
instructions on what must be amended. 

• Filing fees may apply and must be paid online during the filing process. 
 
1. There are two ways to initiate filing documents on an existing case:  
 

a. From Proceed to File 
Select Proceed to File in the left navigation menu, then choose New Filing / Existing Filing. 
This takes you to the Create Filing page.  
 

b. From the Case View Page 
On the Case View page, select Actions, then choose Create Filing in the overlay. This takes 
you to the Create Filing page.  
 

CASE VIEW PAGE – ACTIONS BUTTON 
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CASE VIEW PAGE – ACCESS CREATE FILING OPTION 

 
 
2. Step 1 of 4 – Select Filing Type 

Choose File Materials on an existing Appeal or Motion. Enter the Case Number, then 
select Continue to proceed to the next step.  
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CREATE FILING STEP 1 – SELECT FILING TYPE FOR EXISTING APPEAL/MOTION 

 
 
3. Step 2 of 4 – Select Filing Type 

Select your lead document from the list. You may also use the search bar.  
Note: Additional documents can be added to your filing submission later in Manage 
Filing. 
 
Select Continue to proceed to the next step. 
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CREATE FILING STEP 2 – SELECT FILING DOCUMENT FOR EXISTING APPEAL/MOTION 

 
 

4. Step 3 of 4 – Enter Details  
Enter a Reference Name for the filing. Changing the reference name is optional. This 
name is visible only to you.  
 
Continue to proceed. 
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CREATE FILING STEP 3 – ENTER DETAILS FOR EXISTING APPEAL/MOTION 

 
 

5. Step 4 of 4 – Summary  
Review the information, then select Create Filing.  

 
CREATE FILING STEP 4 – SUMMARY OF FILING DETAILS FOR EXISTING APPEAL/MOTION 

 
 

After selecting Create Filing, a draft filing is created and you will be taken to the Manage 
Filing Overview page to upload documents and complete the submission. 
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4.2 Manage a Filing 
 
Manage Filing is the second stage of the e-filing process. After creating the filing “shell,” you 
must complete all required steps before submitting the filing to the Court. The workflow differs 
depending on whether you are filing a new case or filing documents on an existing case. 
 
The Manage Filing workflow for a new case includes 5 steps: 

• Parties 
• Filing Information  
• Originating Court 
• Documents 
• Summary 

 
For documents filed on an existing case, the workflow includes 4 steps: 

1. Parties (optional) 
2. Filing Information 
3. Documents 
4. Summary 

Parties 
 
The Parties step is where you confirm or add the parties involved in the case before 
submitting your filing. 
 
If you are filing a new case, all parties must be added. There must be at least one Filing 
Party (Appellant or Moving Party), and one Respondent added to proceed to the next step in 
managing the filing. 
 
If you are filing documents on an existing case, this step is optional. You may add new parties 
only if necessary.   
 
Add a Party 
 
Select Manage Parties, then select Continue to Add Party(ies) to begin. 
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PORTAL MANAGE FILING PAGE 

 
 

MANAGE FILING – PARTIES PAGE 
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1. Role 

• Choose the party’s Involvement Type: 
o The Filing Party is the person or organization that is initiating or has initiated 

the proceeding by submitting legal documents to the court (Appellant or Moving 
Party). 

o The Responding Party is the person or organization who must be served with 
and respond to these documents (Respondent). 

o The Involved Party is a person or organization who is directly involved or 
interested in the legal proceeding (e.g., intervener, amicus, duty counsel, etc.). 

• Choose the party’s Role.  
• If you are a self-represented litigant, use the Add Myself checkbox to autofill your 

details (name, address, and contact). 
• Select Continue to proceed. 
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ADD PARTY – SELECT ROLE 

 
 
2. Name 

• Select the Party Type (Person or Organization). 
• Enter the Party’s Name. 
• Add Alias Information if the party is known by another name(s). 
• Select Continue to proceed. 
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ADD PARTY – ENTER PARTY NAME 

 
 
3. Address 

• Enter the party’s Address for service. 
• If the party is represented by a lawyer, enter the lawyer’s address for service. 
• Select Continue to proceed. 
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ADD PARTY – ENTER ADDRESS 

 
 
4. Contact Information  

• Enter the party’s Contact Phone Number and Email Address for service. 
• If the party is represented by a lawyer, enter the lawyer’s telephone number and email 

address for service.  
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ADD PARTY – ENTER CONTACT INFORMATION 

 
 
5. Representation 

• Choose one of the following options for ‘Does this party have representation?’: 
o I am representing this party 
o This party is represented by a lawyer 
o This party is self-represented 
o Not Applicable (if representation is unknown) 

• You can only add one lawyer or legal organization for a party at this stage of the filing. 
Detailed instructions on how to add multiple lawyers for one party is provided at the 
end of this section of the guide. 

• If the party is represented by a lawyer, first choose whether you want to search for an 
existing lawyer or legal organization. Then use the corresponding button (Select 
Attorney or Select Legal Organization) to open the search screen and find the 
representative. 
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Note: Adding a lawyer gives that lawyer access to the case once Court staff review 
and approve the filing. Adding a legal organization does not give all users associated 
to that organization access to the case. Only individuals added as representative will 
receive access. 

 
ADD PARTY REPRESENTATION DETAILS – LAWYER 
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ADD PARTY REPRESENTATION DETAILS – LEGAL ORGANIZATION 

 
 

• You can search for a lawyer by name or Law Society of Ontario (LSO) number, or 
search for a legal organization by the organization name. 
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ADD PARTY – SEARCH FOR ATTORNEY 

 
 

ADD PARTY – SEARCH FOR LEGAL ORGANIZATION 

 
 

• Use the Select button to choose the lawyer or legal organization from the search 
results. 
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ADD PARTY - SELECT SEARCH RESULTS 

 
 

• If you cannot find the lawyer or legal organization in the database: 
o For lawyers filing through the portal: 

You may add the lawyer to the database by selecting Add new representation 
information and entering the lawyer’s details. 
The Court will review the information and, if appropriate, add the lawyer to the 
database. 

o For self-represented parties: 
Select Not Applicable for “Does this party have representation?” 
Self‑represented parties cannot add lawyers or legal organizations to the 
database. 
Note: All Court documents submitted for filing must include a service list that 
identifies the correct representation details for every party involved in the matter.  

 
• Select Continue to proceed. 

 
6. Summary 

• Review the Summary, then select Finish. To add another party, select the Add 
Another Party before finishing.  
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ADD PARTY – SUMMARY 

 
 

• Follow the steps outlined above to add the remaining parties.  
 
Edit or Remove Party Information and Representation Details 
 
To Edit or Remove a party’s information or representation details, select the Actions menu 

(three dots)  in the Parties table. 
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MANAGE FILING – EDIT/REMOVE PARTY 

 
 
Select Remove to delete the party from the case, then select Remove in the confirmation 
overlay.   
 

MANAGE FILING – REMOVE PARTY CONFIRMATION OVERLAY 
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Select Edit to modify the party’s information or representation details. In the Edit Party 
section, 

• Select the pencil icon  to edit the party’s information. 

• Select the trashcan icon  to remove a lawyer or legal organization, then select 
Remove in the confirmation overlay.   

• Select Add Representation to add other lawyer(s) or legal organization for a party. 
After adding a new representation, select Save. Repeat these steps as needed to 
include all representation details for the party. 

• Select Back to Parties to return to the Parties page. 
 

EDIT PARTY PAGE 

 
 

• Select Continue to Add Party(ies) to add all remaining parties in the case or select 
Continue Filing Information to proceed to the next step in managing the filing. 
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MANAGE FILING PARTIES PAGE 

 

Filing Information 
 
The Filing Information step is where you enter or update key details about the lead 
document and any notes the Court needs before reviewing your submission 
 
Select Add Filing Information to begin.  
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MANAGE FILING – FILING INFORMATION PAGE 

 
 
New Cases 
 
Most fields in the Edit Filing Information page are optional unless required. If no further 
information is needed, simply select Save to continue. 

 
If applicable, you can make the following updates in this section: 

• Update the document Reference Name 
• Add Comments for the Court 
• Mark the filing as Urgent Filing 
• Mark the filing as Confidential Filing 

 
Urgent filings: 
A filing is considered urgent only if the matter is scheduled for hearing within the next three 
weeks. To mark a filing as urgent:  

1. Select the Emergency checkbox. 
2. Use the Comments field to indicate the hearing date. 

 
Confidential Filing: 
A filing can be marked as confidential if it relates to a matter that is subject to a confidentiality 
order (i.e., a sealing order or non-publication order).  
To flag the filing: 
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1. Select the Sealed/Restricted checkbox. 
2. In the Comments field, include the specific court order or legislative authority that 

requires confidentiality. 
Note: Selecting this option has no legal effect. If a party is seeking to restrict public access to 
all or part of a court record, they must follow the applicable process to obtain a confidentiality 
order. If this option is selected, indicate the legislative provision or court order in the Comment 
field. 
 
After entering any information, select Save to proceed. 
  

EDIT FILING INFORMATION ON NEW CASE 

 
 
Existing Case 
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You must choose the party whose behalf the document is being filed. If the party does not 
appear in the list, enter their name in the Filed by Other field.  
 
Comments, urgency, and sealing details can also be entered here. 
 
Select Save to continue. 
 

EDIT FILING INFORMATION PAGE ON EXISTING CASE 
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After saving, select Continue to proceed to the next tab or select Edit to make changes to 
the Filing Information. If you are filing a new case, the next step in manage filing will be 
Originating Court. If you are filing on an existing case, the next step in managing the filing will 
be Documents.  

Originating Court 
(new cases only) 
 
The Originating Court step is where you enter information about the court or decision-maker 
that made the decision from which the appeal/motion arises. It is also the step where you can 
provide the Court of Appeal file numbers for other appeals from the same originating 
proceeding. 
 
Typically, the originating court is the first court or decision-maker where the case began. If the 
matter has already been appealed, the originating court is the intermediate appellate court 
from which the appeal to the Court of Appeal is taken.  
 
If your filing involves more than one originating court (e.g., the Provincial Offence Office and 
the Ontario Court of Justice, or the Ontario Court of Justice and the Superior Court of 
Justice), you must add each set of judgement details. 
 
Select Add Originating Court Case.  
 

MANAGE FILING – ORIGINATING COURT PAGE 
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1. Case 

Choose the Originating Court using the dropdown and enter the Case Number. All other 
fields are optional and should be provided if the information is available. Select Continue 
to proceed. 

 
ADD ORIGINATING COURT CASE – ENTER CASE INFORMATION 

 
 
2. Details 

Add Additional Case Details (optional). 
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ADD ORIGINATING COURT CASE ADDITIONAL DETAILS PAGE 

 
 
3. Judgements  

Enter the name of the Judge or Decision-Maker whose decision is being appealed and 
the Judgment Date, then select Continue.  

 
ADD ORIGINATING COURT ENTER JUDGEMENT DETAILS 

 



 

Page 110 of 153 
Ontario Court of Appeal Public Portal User Guide 

 
4. Summary 

Review the Summary and select Finish.  
 

ADD ORIGINATING COURT CASE SUMMARY PAGE 

 
 
If your filing involves more than one originating court, select Add Originating Court Case to 
add the additional judgement details related to the same case.  
 

To make changes after entering the information, use the Actions menu (three dots)  in 
the Originating Court table to edit or remove an originating court entry.  
 
Once all originating court(s) information has been added, select Continue Documents to 
proceed to the next step in managing the filing. 
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MANAGE FILING ORIGINATING COURT PAGE 

 
 

Documents 
 
The Documents step is where you upload your documents, review docket entries, and add 
any additional documents needed for your filing. 
 
All docket entries must be reviewed before you can proceed to the next step. Most filings at 
the Court of Appeal require proof of service. An Affidavit of Service docket entry is 
automatically added to your filing submission if proof of service is required. You may upload 
to the Affidavit of Service docket entry any acceptable proof of service as provided in the 
applicable rules, such as an affidavit of service or lawyer’s certificate of service. 
 
Review Required Docket Entries 
 

• Select Review in the Amend column.  
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MANAGE FILING – DOCUMENTS PAGE 

 
 

• In Review Docket Entry, you may:  
o Update the document name in accordance with the Court’s Naming 

Conventions for Electronic Documents 
o Add comments to the Court 
o Select the reason a document has Sealed/Restricted status  
o Upload the document  

 

https://www.ontariocourts.ca/coa/how-to-proceed-court/general/appendix-b/
https://www.ontariocourts.ca/coa/how-to-proceed-court/general/appendix-b/
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REVIEW DOCKET ENTRY PAGE 

 
 

• Select Save to proceed.  
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Edit Document Information 
 

• Use the Actions menu (three dots)  in the Documents table to: 
o Edit document information 
o Remove and replace a document 
o Add Additional Documents (e.g. additional volumes) to a docket entry  

 
MANAGE FILING DOCUMENTS PAGE – ACTIONS MENU 

 
 

• Selecting Edit will take you to the Edit Docket Entry page. On this page you can: 

o Select the pencil icon  to edit information about the document.  

o Select the trashcan icon  to remove the document that was preciously 
uploaded.  

o Select Add Additional Documents to add another volume (if applicable).  
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EDIT DOCKET ENTRY – DOCUMENT INFORMATION 

 
 

• If you are adding addition document(s), enter the necessary information, upload the 
document, then select Save.  

 
EDIT DOCKET ENTRY – ADD ADDITIONAL DOCUMENT 
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• Select Continue Filing to go back to the Documents page.  

 

 
 
Add Additional Documents  
 

• To add more documents to the filing submission, select Add Additional Documents. 
 

MANAGE FILING DOCUMENTS PAGE 
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• Choose the document for filing from the list or type the document name to search for it, 

then select Continue. 
 

ADD DOCUMENTS PAGE – SELECT DOCUMENT TYPE 

 
 

• Enter the necessary information, upload the document, then select Continue.  
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ADD DOCUMENTS PAGE – UPLOAD DOCUMENT 

 
 

• Review the Summary, then select Finish. 
 

ADD DOCUMENTS – SUMMARY 

 

 
 
Select Continue Summary to proceed to the final step in managing the filing. 
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Fee Waivers 
 
If your filing includes a fee, the option to request a Fee Waiver will appear. This feature lets 
you ask the Court to waive the filing fee for your submission. For more information on fee 
waiver eligibility, visit the Have your court fees waived page on the Ministry of the Attorney 
General’s website. 
 
You may request a fee waiver at the Court of Appeal if: 

• the filing party is the Ontario government and is exempt from paying court fees, 
• the filing party is applying to the Court of Appeal for a fee waiver certificate for this 

proceeding, or 
• the filing party has already been granted a fee-waiver certificate at the Court of Appeal 

for this proceeding. 
 
To make a request, select Fee Waiver Request.  
 

MANAGE FILING DOCUMENTS PAGE – FEE WAIVER REQUEST 

 
 
In the Fee Waiver Request overlay, select the Fee Waiver Request Reason from the list, 
then select Save.  
 

https://www.ontario.ca/page/have-your-court-fees-waived
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FEE WAIVER REQUEST – SELECT REASONS FOR REQUEST 

 
 
To edit the fee waiver request reason, select the Edit Fee Waiver. To remove the fee waiver 
request, select Remove Fee Waiver.  
 
If you are applying for a new fee waiver certificate, you must also upload the completed 
fee waiver application with the required supporting documents.  
 
To upload these documents, select Add Additional Documents and follow the instructions in 
the Documents step of this guide. 
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UPLOAD FEE WAIVER APPLICATION 

 

Summary 
 
This final step allows you to review your entire filing package and submit it to the Court. 
 
If any amendments are required, you can select Return to Overview to go back to any step 
in the Manage Filing page and make the necessary changes.  
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MANAGE FILING – SUMMARY PAGE 

 
 
If no amendments are required, select Submit Filing Send to Court to proceed. 
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MANAGE FILING SUMMARY PAGE – SUBMIT FILING 

 
 
Submission and Payment  
 
If no payment is required, select Submit in the confirmation overlay to submit the filing. 
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SUBMIT FILING CONFIRMATION OVERLAY 

 
 
If a filing fee is required, you will be redirected to Ontario’s secure payment system.  
 
Select Submit Filing Send to Court. 
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MANAGE FILING – SUMMARY PAGE 

 
 
Review the payment details in the Submit Filing overlay, then select Checkout. 
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SUBMIT FILING OVERLAY 

 
 
Select Make Payment to continue. Acceptable payment methods include: 

• Visa 
• Visa Debit 
• Mastercard 
• Mastercard Debit 
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ORDER SUMMARY PAGE 

 
 
Enter payment information, then select Submit Payment.  
 

PAYMENT INFORMATION PAGE 
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Once payment is complete, you will be redirected to back to the portal. Select View Receipt 
to access the receipt. 
 

FILING SUBMITTED SUMMARY 

 
 
You will receive a notification (within the portal and/or via email) confirming that the filing 
submission has been received. The filing will be reviewed, and you will be notified of the 
outcome. 
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4.3 Correct a Rejected Filing 
 
If a filing submission is not accepted for filing, users will receive a notification explaining why 
the submission was rejected. You may receive this notification either within the portal, by 
email, or both, depending on your notification preferences. Each rejection includes a clear 
explanation of the issues that must be corrected before the filing can be resubmitted. 
 
1. Open the Rejected Filing 
 
Select the Access this Filing link from the rejection notification. This will open the filing 
submission directly in the portal.  
 
At the top of the page, you will see the Rejection Reasons highlighted in red. These reasons 
list the specific issues that must be corrected. 
Note: If one or more documents in the submission is not accepted, the entire submission will 
be rejected. You only need to correct the items listed in the Rejection Reasons. You do not 
need to redo the entire filing. 
 

PORTAL NOTIFICATION – FILING REJECTED 

 
 
2. Create a Corrected Draft 
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Select Make Corrections. This creates a new draft of your filing with a new reference 
number. All documents that were submitted in the original filing are copied into the new draft. 
You only need to replace the documents noted as deficient. 
 

MANAGE REJECTED FILING 

 
 
After selecting Make Corrections, choose OK in the confirmation overlay to proceed. 
 
You will be redirected to the Manage Filing page of the new draft. 
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MAKE CORRECTIONS CONFIRMATION OVERLAY 

 
 
3. Replace the Deficient Documents(s) 

• Select Manage Documents in the Manage Filing Overview. 
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ACCESS MANAGE DOCUMENTS FOR A REJECTED FILING 

 
 

• In the Amend column, select the Actions menu (three dots)  menu beside the 
document you must correct. 

• Choose Edit. 
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OPEN ACTIONS MENU FOR A DOCUMENT REQUIRING CORRECTION 

 
 

• Select the trashcan icon  to remove the incorrect document.  
 

REMOVE A REJECTED DOCUMENT 

 
 

• Select Remove in the confirmation overlay. 
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CONFIRM REMOVAL OF DOCUMENT 

 
 

• Select Add Additional Documents to upload the corrected version.   
 

ADD ADDITIONAL DOCUMENTS TO REPLACE A REJECTED FILE 

 
 

• Upload the document, then select Save. 
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UPLOAD CORRECTED DOCUMENT 

 
 

• Select Continue Filing to return to the Documents page.  
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• Repeat this process for any other document that require correction. 
 
4. Upload Updated Proof of Service (If required) 
If you revised any document that requires service on the other party, you must: 

• Re-serve the corrected document(s), and 
• Upload the updated proof of service in the Affidavit of Service docket entry. 
 

5. Resubmit the Filing 
 
Once all required corrections have been made: 
 

1. Review the Summary page. 
2. Confirm that all documents are complete and accurate. 
3. Select Submit Filing. 

 
RESUBMIT CORRECTED FILING FOR REVIEW 
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If a filing fee applied to the original submission: 

• The original payment will be voided and refunded automatically, and 
• You will be prompted to make a new payment when resubmitting the corrected filing. 

 
After submitting, you will receive a new notification confirming that the corrected filing has 
been received for review. 
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5 Organization Administrator  

 
When registering for a portal account, you may request to become an Organization 
Administrator. Organization Administrators manage users within their legal organization or 
government agency and ensure that all team members have the correct access to work 
efficiently in the portal. 
 
As an Organization Administrator, you can: 

• add or remove users from your organization 
• assign and remove support staff 
• grant administrator access to other users 
• view all payment receipts associated with your organization 

 
You can request Organization Administrator access during registration or at any time through 
your User Profile. 
 

5.1 Register as an Organization Administrator 
 
You can request Organization Administrator access: 
 
1. During registration (refer to section 1.2 of this user guide) 
When creating your portal account, select Organization Administrator as your user type. 
 
You will be prompted to: 

• enter your organization’s name 
• upload your organization administrator request letter (on official firm or organization 

letterhead) 
 

2. After registering (refer to section 1.3 of this user guide) 
You may also request Organization Administrator access later from your User Profile. 
 
Select: Profile  User Access  Submit Request  Organization Administrator 
 
Upload your request letter and submit the form. 
 
Once submitted, you will receive a confirmation notification. The Court will review your 
request and notify you when it has been approved.
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5.2 Manage Organization 
 
To manage your organization, select Manage Organization from the left navigation menu.  
 
Organization Details 
 
This tab displays:  

• organization name 
• organization type 
• address 
• list of current of Administrator(s) 

 
These details also appear in your User Profile under Associated Organization. 
 

ASSOCIATED ORGANIZATION DETAILS 

 
 
Users 
 
Select Users from the left sub-menu to view and manage all users associated with your 
organization. 
 
Add a User 
 

• Select Add User. 
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ADD A USER TO THE ORGANIZATION 

 
 

• Enter the user’s email address associated with their portal account.  
• Select Next. 

 
ENTER USER EMAIL ADDRESS 

 
 

• If needed, check Administrator to give the user Organization Administrator privileges.  



 

Page 141 of 153 
Ontario Court of Appeal Public Portal User Guide 

• Select Save. 
 

SAVE NEW USER 

 
 
Grant Administrator Access  
 
You can give administrator privileges to a user in two ways: 
 
1. Bulk Edit  

• Select the checkbox beside the users’ name (or select all). 
• Select Edit Users. 
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BULK EDIT USERS 

 
 

• In the Edit Users overlay, choose Add Administrator Access from the dropdown. 
• Select Save. 

 
GRANT ADMINISTRATOR ACCESS USING BULK EDIT 
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2. Edit a Single User 

• Select the Actions menu (three dots)  beside the user’s name. 
• Select Edit. 

 
EDIT A SINGLE USER 

 
 

• Enable the Administrator checkbox. 
• Select Save. 
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ENABLE ADMINISTRATOR ACCESS 

 
 
Add Support Staff 
 
Support staff can file documents, manage cases, and receive notifications on behalf of a 
lawyer in the organization. 
 
To add support staff: 

• Select the checkbox beside one or more lawyers. 
• Select Add Support Staff. 
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ADD SUPPORT STAFF FOR MULTIPLE LAWYERS 

 
 

• In the Add Support Staff overlay, choose the support staff user(s). 
• Select Save. 

 
ADD SUPPORT STAFF 
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Alternatively, you can also add support staff for a single lawyer using the Edit Staff option in 

the Actions menu (three dots) . 
 

EDIT SUPPORT STAFF FOR A LAWYER 

 
 
Forward Notifications (optional) 
You may check Forward Notifications so the lawyer’s notifications are also sent to their 
support staff. 
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FORWARD NOTIFICATIONS TO SUPPORT STAFF 

 
 
Remove a User  

• Select the Actions menu (three dots)  beside the user’s name. 
• Select Remove. 
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REMOVE A USER FROM THE ORGANIZATION 

 
 

• Select Remove to in the confirmation overlay. 
 

CONFIRM USER REMOVAL 
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Receipts 
 
Select Receipts from the left sub-menu to view all receipts associated with users in your 
organization. 
 
The Receipts page includes a table with the following information: 

• Transaction Date 
• Receipt Number 
• Receipt Type 
• Receipt Status 
• Amount 
• User (who made the payment) 

 
Note: Receipts created before a user joined the organization will not appear in this list. 
 
Sorting and filtering tools are available: 

• All column headers on the table are sortable. By default, the table is sorted by the 
Transaction Date in descending order (newest to oldest). 

• Select any column header to sort the list. 
• Select it again to reverse the sort order.  

• Use the filter icon  in the top-right corner of the table to open the Filter and Sort 
sidebar and refine the list.  
Select Update to apply your filters. 

 
Select the Receipt Number link to view the receipt.   
 
 

 



 

Page 150 of 153 
 

5.3 Support Staff 
 
Support staff are users who perform portal tasks on behalf of a lawyer or Organization 
Administrator. This includes filing documents, managing cases, viewing hearings, and 
reviewing receipts for the lawyer they support. For detailed instructions on adding a support 
staff, refer to section 5.2 of this user guide. 
 
Working as a support staff 
 
Support staff can switch between working: 

• On behalf of a lawyer, or 
• As themselves 

 
To work on behalf of a lawyer: 

• Select your name in the top‑right corner. 
• Choose On Behalf Of. 

 
WORK ON BEHALF OF A LAWYER 

 
 

• In the Work On Behalf Of overlay, select the lawyer you will be working for. 
• Select Save. 
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SELECT LAWYER TO WORK ON BEHALF OF 

 
 
Once selected, all filings, cases, hearings, e-service documents, and receipts displayed in the 
portal will reflect the lawyer’s information. 

 
Return to Working as Yourself 
 

• Select your name in the top‑right corner. 
• Choose On Behalf Of again. 

 
RETURN TO WORKING AS YOURSELF 

 
 
In the Work On Behalf Of overlay, select Work as Myself. 
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WORK AS MYSELF 

 
 

Note: Any filings created while working on behalf of a lawyer appear in that lawyer’s filing 
list, not the support staff user’s own list. 
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6 Glossary 

Case Classification: The system used to categorize cases based on specific criteria, such 
as the category of case (civil or criminal) and subcategory (type of appeal or motion). This 
helps with organizing and managing cases within the court’s system.  

Docket Entry: A record created by the Court each time a document is filed on a case. Every 
document you submit through the portal becomes its own docket entry. The docket entry 
shows the document name, the date it was filed, and who filed it. 

Lead Document: The primary document in the filing submission.  

Non-originating Motion: An application/motion filed in an existing appeal or motion before 
the Court of Appeal. It is used to request the court to decide an issue within the existing case. 

Originating Court: The court or decision-maker that made the order from which the appeal to 
the Court of Appeal is taken. Typically, this is the court of first instance where a case is first 
commenced. If the case has already been appealed to an intermediate appellate court, it is 
the intermediate appellate court from which the appeal to the Court of Appeal is taken. 

Originating Motion: An application/motion that commences a proceeding in the Court of 
Appeal. It is often used to initiate an appeal, such as a motion for leave to commence an 
appeal. 

User Type: The classification of users based on their roles and privileges within the portal. 
Different user types have varying levels of access and capabilities. 
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