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Access Portals 

The eSubpoena system is accessible through the First Judicial District homepage at courts.phila.gov 
or from within the Common Pleas Civil e-filing account. Both access points are shown below. 

Access from FJD Homepage

 

 

 

 

 Access from Civil eFiling Account 

The eSubpoena link is available when logged into the  
Court of Common Pleas Civil Electronic Filing System. 
    

 

 

 

 

 

Civil Electronic 
Filing History 

http://www.courts.phila.gov/�
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Requesting a Subpoena - Payment 

Home Screen 

• A party to a case may request the Prothonotary to issue a subpoena by entering the applicable Case ID and clicking the 
Submit button. 

• eFiling users are urged to login before ordering. This will expedite the ordering process. 

 

Subpoena Type 

• Identify which type of subpoena is requested: 
o Subpoena to Attend and Testify (see Pa.R.C.P. No. 234.1 et seq.) or 
o Subpoena to Produce Document and Things (see Pa.R.C.P. No. 4009.1 et seq.) 

 

 

eFiler Login 
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Requesting Subpoenas (continued) 

 

Subpoena Form 

• Complete all applicable fields in the Subpoena form 
o Note: requesting attorney/party contact information fields are mandatory 

• Save and Continue to complete Subpoena  
or Return to Previous Screen to cancel request 
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Requesting Subpoenas (continued) 

 

Return to Home Screen 

• The first Subpoena has been placed in the cart. 

• Repeat process to place additional subpoenas in the cart or checkout. 

• Screen Features:  
o Overview of all subpoenas in cart 
o Preview each document 
o Modify subpoenas in cart  

 

 

 

 

 

            
                 

 

 

 

 

 

My Cart 

Subpoena 
Preview 
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Completing the Request - Checkout 

My Subpoena Cart 

• Selecting Checkout on any screen will lead to My Subpoena Cart 

• Screen features: 
o Preview Subpoena(s) 
o Remove unwanted subpoenas by checking box and updating cart 
o Return to home screen and Order More Subpoenas 

• Click Start Checkout to continue 
 
 
 

 

 

 

 

 

 

Email Information Screen 
Note: this screen will be bypassed if previously logged into an eFiling account 

• Screen options 
o Login to EFS account  
o or  Public users must provide at least one email address 

• Select Login or Submit to continue 
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Payment Selection 

Select a form of payment (all subpoenas ordered must fall within the same payments type) 

• Credit Card (a $5 convenience fee will be applied to online credit card transactions) 
o Note: a single order of  multiple subpoena will incur one convenience fee 

• In Forma Pauperis 

• Walk-in & Pay 

 

 

 

 

 

 

 

 

Payment Information Screen 

• Credit Card:  Enter payment information and Finish Checkout 
o Cards Accepted: Visa, MasterCard, Discover, American Express 

• In forma Pauperis: Read the important message and Finish Checkout 
(Note: every subpoena ordered must fall under the payment option selected) 

• Walk-in & Pay:  Read the important message and Finish Checkout 
(Note: every subpoena ordered must fall under the payment option selected) 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Example: 

Credit card payment 
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                 Submission Complete 

 
Confirmation Screen 
The completion screen will vary based on the payment option selected. 
 

• Credit Card:  
o The transaction is complete. Links to the document appear on screen.  The Subpoena(s) may now be printed and/or 

saved. You are urged to save the document(s) for future use. An email containing this information and document links 
has also been sent to the email address provided by the user.  Subpoenas are produced in a PDF format. 
 

• In forma Pauperis:  
o An onscreen message reiterates that In Forma Pauperis fee waiver status must be verified by the court prior to 

issuance of the Subpoena. An email has been sent confirming that the request is pending review by the Office of the 
Prothonotary. 

 
• Walk-in & Pay: 

o An onscreen message reiterates that completion of the request is dependent upon delivery of payment to the 
courthouse. An email containing links to the subpoena document(s) will be sent immediately upon receipt of payment. 
Filers must reference the order number when delivering payment. If payment is not received within five (5) business 
days the submission will be rejected. 

 
 
 
 
 
 
 
 
 

 
 

 
 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Issued 
Subpoena 

Example: 
online payment 
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Emails 
 

 
 
 
 
 
 

• Online Credit Card Payment:  
o An automated email is sent to the requester containing payment information and links to all subpoenas requested. 

 
• In forma Pauperis:  

o Two emails are sent to the requester: 
1. Confirmation of successful submission 
2. Approval, rejection or partial approval of the Subpoena request based on the confirmation of the fee waiver.  

Approval and partial approval emails will contain links to the subpoena(s) issued by the court 
 

• Walk-in & Pay: 
1. Immediate confirmation of successful submission 
2. Approval or rejection of Subpoena request(s) based on delivery of payment within five (5) business days. 

Approval emails will contain links to Subpoena(s) issued by the court. 
 

*All documents are provided as PDF* 
 

 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Issued 
Subpoena 

Sample 
Email 

Document 
link(s) 
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Important Reminders 

 

• Subsequent Availability of the Subpoena(s): 
o Requested Subpoenas are NOT saved as part of the civil file. You are urged to save the subpoena(s) on your 

computer for future use. The email link is the only means to retrieve the Subpoena(s). 

• Service: 
o The party must serve the subpoena as prescribed by Rule 402(a). The Subpoena(s) will not be served by the 

eSubpoena or eFiling systems.   
 

• Support: 
o Email eCommCertSupport@courts.phila.gov 
o Phone: (215) 686-6663 

 

 

 

 

 

mailto:eCommCertSupport@courts.phila.gov�

	User Guide Cover Sheet2
	User Guide - updated 6-18-13

