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INTRODUCTION  
 
 

Thank you for downloading the user manual for Philadelphia Municipal 
Courtõs CLAIMS System. This manual will provide you will all of the  
assistance you will need to successfully nav igate through our state of the 
art CLAIMS system.  Using CLAIMS you will be able to:  
 

o Initiate claims electronically from a remote location  
 

o Initiate additional claims such as counterclaims, cross -claims, 
additional defendants and co -defendants  

 
o File petit ions, writs, relistments, judgments by agreement, orders to 

satisfy, mark filings settled discontinued and ended and withdraw 
filings  

 
o Manage your Municipal Court calendar with a few clicks of your 

mouse  
 

To set up an account and secure a username and pass word, p lease 
email a request to theresa.cannon@courts.phila.gov  or 
john.joyce@courts.phila.gov .  Your request should include your name, 
the name of your firm, your PA bar number, your address, telephone 
number and an email address to be associated with the account.   

 
After you received your username and password you should log onto 

our website to activate your account.  The web address for CLAIMS is 
http://fjdclaims.phila.gov .  Electronic filing is now mandatory.   No further 
paper filings will be accepted.  We are extremely confident that once you 

become  an electronic filer you will never want to file in Mun icipal Court 
using any other method than CLAIMS.  Itõs just that good. 
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System RequirementsSystem Requirements

ÂÂ Windows 2000 or later; computer should have 256 MB Windows 2000 or later; computer should have 256 MB 

RAM or higherRAM or higher

ÂÂ Internet Explorer 4.5 or higher (must support JavaScript)Internet Explorer 4.5 or higher (must support JavaScript)

ÂÂ Adobe Acrobat Reader v4 or later (free download Adobe Acrobat Reader v4 or later (free download 

available from available from www.adobe.comwww.adobe.com))

ÂÂ Recommended screen resolution 800 x 600 or higherRecommended screen resolution 800 x 600 or higher

ÂÂ PrinterPrinter--any standard printer supported by Windowsany standard printer supported by Windows --note note 

that printing an entire case may take 10 pages so make that printing an entire case may take 10 pages so make 

sure your printer can support that.sure your printer can support that.

ÂÂ ScannerScanner--must produce PDF files.  The website does not must produce PDF files.  The website does not 

integrate directly with scanners so the user must first integrate directly with scanners so the user must first 

scan files to PDF.scan files to PDF.

 
 
 
 
 

 
 
 
 
 

 
 
 
 



 

 
 
 
 
 
 
 
 

The Home Page is broken down into 8 

sub-sections

Â CMS

Â Case Initiation

Â Private Attorney/Non-
Attorney Filer Queues

Â Schedule

Â Reports

Â Hearings

Â Service Packs

Â Miscellaneous

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 



 

 
 
 
HOME PAGE EXAMPLE 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 



 

 
 
 
 
 
 
 
 
 

Case InitiationCase Initiation

ÂÂ File all Small Claims and File all Small Claims and 

Landlord/Tenant Landlord/Tenant 

complaintscomplaints

ÂÂ File all petitionsFile all petitions

ÂÂ File writs of execution, File writs of execution, 

writs of possession, alias writs of possession, alias 

writs of possession and writs of possession and 

writs of revivalwrits of revival

ÂÂ File File relistmentsrelistments

ÂÂ Prepare and file Prepare and file 

additional claimsadditional claims

ÂÂ Request continuances Request continuances 

onlineonline

ÂÂ Prepare judgments by Prepare judgments by 

agreementagreement

ÂÂ Quick plaintiff listQuick plaintiff list

ÂÂ Online entry of Online entry of 

appearanceappearance

 
 
 
 

 
 
 
 
 
 
 
 
 



 

 
 
 
 
 
 
 
 
 

Initiate A New CaseInitiate A New Case

ÂÂ SCSC--Statement of Claims (heard at 9:15 am and Statement of Claims (heard at 9:15 am and 
1:15 pm in courtrooms 4D, 4E and 4F)1:15 pm in courtrooms 4D, 4E and 4F)

ÂÂ LTLT--Landlord/Tenant eviction complaints (heard Landlord/Tenant eviction complaints (heard 
at 8:45 am and 12:45 pm in courtrooms 4B and at 8:45 am and 12:45 pm in courtrooms 4B and 
4F)4F)

ÂÂ SC/LTSC/LT--Landlord/Tenant based Statement of Landlord/Tenant based Statement of 
Claims (heard at 8:45 am, 9:15 am, 12:45 pm, Claims (heard at 8:45 am, 9:15 am, 12:45 pm, 
and 1:15 pm in all courtrooms except 4A)and 1:15 pm in all courtrooms except 4A)

ÂÂ SC/CPSC/CP--Collection matters (heard at 1:00 pm in Collection matters (heard at 1:00 pm in 
4A, 9:15 am and 1:15 pm in 4D, 4E, and 4F)4A, 9:15 am and 1:15 pm in 4D, 4E, and 4F)

ÂÂ SC/MVSC/MV--Motor vehicle accidents (heard at 9:15 Motor vehicle accidents (heard at 9:15 
am and 1:15 pm in courtrooms 4D, 4E and 4F)am and 1:15 pm in courtrooms 4D, 4E and 4F)

 
 
 

 
 
 
 
 
 
 
 
 



 

Case Initiation -Small Claims  
To begin case initiation chose the Initiation New Case link from the 
homepage.   
 
Select Case Type page :  Choose you r case type.  To file a collection 
matter in Courtroom 4A, choose the SC/CP option.  
 
Initiate -Small Claims page :  Begin by entering the information into your 
caption.  Choose a plaintiff from your Quick Plaintiff  queue or use the Add 
a Plaintiff link.  Add  a defendant using the Add a Defendant  link.  You 

have the ability to add as many plaintiffs and as many defendants as you 
like.  If you are adding the same defendant at different addresses make 
sure to link each defendant. Type the summary of the complain t in the 
space provided.  IMPORTANT NOTE:   If you must leave this page for any 
reason make sure to save the complaint or you will lose your information.  
Populate the principal amount and any other fees that apply.  (Do not use 
commas or the dollar sign wh en entering a monetary amount).  You may 
also request an Affidavit of Physician, Affidavit of Repairman or a Notice 
to Defend at this time.  If you choose to add a Notice to Defend, you will 
be responsible to provide a self addressed stamped envelope to be  

attached to the service copy.  If your case has an upcoming statute, 
please check the òstatute expiringó box.  The comment box at the bottom 
should be used to alert the court clerk of any special instructions or 
requests.  The information will be viewable on the screen used by the 
court clerk to review your complaint but will not bee seen anywhere else.  
After you have completed all the information needed for your complaint, 
click the Next  button to save your information and move to the next page.  
 
Initiate  ClaimñDocket Entries :  On this page you will b e able to preview 
the complaint and go back to the previous screen to edit the complaint if 

necessary. Also, you will need to add exhibits .   To add exhibits, you must 
first scan them into your computer as a W ord document, PDF file or TIFF 
file. IMPORTANT NOTE :  prior to scanning exhibits please make sure to 
remove any personal information belonging to either the plaintiff or 
defendant such as social security numbers, dates of birth, etc.  Once the 
exhibits are in your computer, click the Add Exhibit  link, provide a 
description of your exhibit and upload the exhibit file.   You can also 
upload or generate several other documents including a 109 Affidavit , a 
Claim Fact Sheet  and various petitions.  After you have c ompleted all 
tasks on this page click on the Next  button and move to the next page.  

 
 
 
 
 



 

Initial Claim Submit to Court :  This page lists the applicable court costs 
for this case.  It also has a drop down menu to schedule the case for 
court.  You can sched ule an individual case fro m this page. If you are 
ready to schedule your case now, choose a hearing date from the drop 
down menu, enter your credit card information (all credit card 
transactions are processed through PayPal) and hit the Submit To C ourt  
but ton.    However, if you are filing more than one case, it is suggested 
that you prepare all of your cases prior to scheduling a hearing date so 
that you can be assured that your cases will be heard on the same day 
and more importantly in the same courtroom .  The Create Another Case  

link can be used to go back to the beginning of case initiation to create 
another case.  Once you have created all of your cases the  Schedule Bulk 
Filing  link can be used to schedule several cases from the same case 
type for one h earing date.  Choose the case type, select the number of 
cases to be filed and choose a hearing date. Once you choose a hearing 
date, you will need to enter your credit card information.  
 
Court Notification :  After your cases have been submitted to the cou rt, a 
court clerk will review them.  If the complaints are approved, you will 
receive notice by email and they will be housed in the Approved Pending 

Adjudication  queue.  If they are rejected, you will also receive a notice by 
email and those cases can be found in the Review Deficiency Returned 
Items  queue.   
 
 
PLEASE NOTE:  YOUR CREDIT CARD WILL NOT BE CHARGED ANY FEES 
UNTIL YOUR CASE HAS BEEN ACCEPTED FOR FILING.   
 

 
 
Scheduling Hearings :  Hearings are scheduled by case type.  From the 
homepage, use the Schedule Private Attorney Hearings  link.  From the 
Schedule Hearings page, either schedule the individual case or select 
the Schedule Bulk Hearings  link.  After you choose the case type, select 
the cases to be scheduled.  Hearings are scheduled at least 45 days out.  
Each date will show the time of the hearing, and the number of slots 
available for that date.  Once the hearing date has been chosen, click on 
the Submit to Court button.  The cases have now been sent to the Court 
for approval.  You will have th e option to print an invoice that shows the 
court costs for each case.  Although the invoice will show the cost for 
each case, your credit card will not be charged until the court clerk 

approves the complaints for filing.  
 
 
 



  

Case Initiation -Landlord/Ten ant  

To begin case initiation chose the Initiate New Case  link from the home 
page.   
 
Select Case Type page : Choose the LT case type.  
 
Initiate -Landlord/Tenant page :  Begin by entering the information into 
your caption.  Choose a plaintiff from your Quick P laintiff  queue or use 
the Add a Plaintiff  link.  Add a defendant using the Add a Defendant  link. 

You have the ability to add as many plaintiffs and as many defendants as 
you like.   Populate all necessary fields (required fields will be bolded).  
IMPORTANT  NOTE: If you must leave this page for any reason make sure 
to save the complaint or you will lose your information.   If requesting 
rent, type the amount due in Section III and itemize in the appropriate 
boxes.  (Do not use commas or the dollar sign when entering a monetary 
amount).  You may also request an Affidavit of Repairman at this time.  
The comment box at the bottom should be used to alert the court clerk of 
any special instructions or requests.  The information will be viewable on 
the screen used by the court clerk to review your complaint but will not 

been seen anywhere else. After you have completed all the information 
needed for your complaint, click the Next  button to save your information 
and move to the next page.  
 
Initiate Claim ñDocket Entri es: On this page you will be able to preview 
the complaint, add exhibits by uploading them through another file on 
your computer. To add exhibits, you must first scan them into your 
computer as a Word document, PDF file or TIFF file. IMPORTANT NOTE :  
prior  to scanning exhibits please make sure to remove any personal 
information belonging to either the plaintiff or defendant such as social 
security numbers, dates of birth, etc.   You can also upload or generate 
several other documents including a 109 Affidavi t and various petitions.  
After you have completed all tasks on this page click on the Next  button 
and move to the next page.  
 
Initial Claim Submit to Court :  This page lists the applicable court costs 
for this case.  It also has a drop down menu to schedu le the case for 
court.  You can schedule an individual case fro m this page. If you are 
ready to schedule your case now, choose a hearing date from the drop 
down menu, enter your credit card information (all credit card 
transactions are processed through Pa yPal) and hit the Submit To C ourt  

button.    However, if you are filing more than one case, it is suggested 
that you prepare all of your cases prior to scheduling a hearing date so 
that you can be assured that your cases will be heard on the same day  
 



 

and more importantly in the same courtroom.  The Create Another Case   
link can be used to go back to the beginning of case initiation to create 
another case.  Once you have created all of your cases the  Schedule Bulk 
Filing  link can be used to schedule severa l cases from the same case 
type for one hearing date.  Choose the case type, select the number of 
cases to be filed and choose a hearing date.  Once you choose a hearing 
date, you will need to enter your credit card information.  
   
 
PLEASE NOTE:  YOUR CRED IT CARD WILL NOT BE CHARGED ANY FEES 

UNTIL YOUR CASE HAS BEEN ACCEPTED FOR FILING.   
 
 
 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 
 

 

SELECT CASE TYPE EXAMPLE PAGE  
 
 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

Select the case type you will be 
filing.  Choose SC/CP if you would 
like to file a bulk filing in 
Courtroom 4A.  The time for these 
hearings is 1:00pm.  A trial 
commissioner presides in this 
room. 



 

 
 
STATEMENT OF CLAIM CASE INITIATION PAGE EXAMPLE:  

 
 
 
 
 
 

  

 
 
 
 

 
 
 
 
 

Begin by adding the parties to your case 

The Description of Claim text box is a 
required field.  The Principal amount is a 
required field.  Do not use commas or a dollar 
sign when entering a monetary amount.  

The comment box is your opportunity to 
communicate with the court clerk who will 
be reviewing your complaint.  The 
information provided in this box will not 
appear on the docket. After you have completed all information on 

this page, click the Next button which will 
save your information and move you to the 
next page. 

Is your statute about to expire?  
Please click the box and call us to 
let us know you have submitted a 
case with a statute. 



 

LANDLORD/TENANT EVICTION CASE INITIATION PAGE EXAMPLE:  

 
 

Begin by adding the parties to your case 

Type in the rent due and other amounts due 
such as late fees, utilities, etc. in the text box.  
Itemize the amounts due in the fields below. 

The comment box is your opportunity to 
communicate with the court clerk who will 
be reviewing your complaint.  The 
information provided in this box will not 
appear on the docket. 


