CRIMINAL ELECTRONIC FILING SYSTEM DEMONSTRATION

)} The Philadelphia Courts '

First Judicial District of Pennsylvania

= 1. To access the Criminal E-filing site,
T please go to http://courts.phila.gov,
LA P AOTHORTY click on the Online Services Tab, and

« Pay a Parking Ticket

+ Paya Rea gh Vol @ select the CIVIL, CRIMINAL, & ORPHAN’S E-

ELECTRONIC FILING SYSTEMS

» Civil, Cvnmmt’dﬁrphan's E-Filing FILING llnk.

» Civil Mental Health

@ The Philadelphia Courts
Electronic Filing System

Username:

Password:

Pin:

Use of the Electronic Filing System constitutes an acknowledgment that the user has read the Electronic Filing Rules
PaQCR 23and3.7 and Phila O CR 37 A PaRCP 2054, PhilaRCP *2054, PhilaR.CP 2041 and

Phila R Cnm P, 576 and agrees to comply with same.

Need Help?

Forgot your password? Click here

To Apply for a User Name, click here
EJD Civil Electronic Filin r Manual Criminal Court Electronic Filing Tutorial
- Powe, quire
Orphans'’ Court Electronic Filing User Manual . rbvint coauired
rphan: it Electronil
fas,

Filing Tutorial
7 plugin required

Find us on I :
B8 Facebook Follow Us On

To enter Civil Docket Access, click here
To enter Orphans’ Court Docket Access, click here

Let us begin by logging into the Criminal Electronic Filing System, or Criminal EFS for
short. Once you have created a username, password, and pin number, you will enter them in
the respective fields. When ready, click enter to proceed.
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The Philadelphia Courts

Electronic Filing System

Welcome
Anthony V. Scatt
Lo Off

Username:ascott!
Update Information
TODAYS DATE: February 28, 2013

&9 CivilOrphans’ F-Filing Systam
& Criminal E-Filing System

&3 Search Civil Dockets

& Search Orphans' Court Dockets

st Juicial D

vr
secursd

Once logged into Criminal EFS, you will arrive at the F]D portal screen. This screen allows
you access to the civil e-filing system as well as the criminal system with the same login

information. Please click the Criminal E-Filing System link to continue.

The Philadelphia Courts
Electronic Filing System

(c) Orphans’ Court Cases: if the requisite payment s received, and alegal paper is accepted for filing, the date and time of
acceptance shall be the date and time of submission. Ifa legal paperisrejected, itis deemed as nothaving been filed.

9) Delayed availability of criminal legal papers: As authorized by Philadelphia Local Criminal Rule 376 (h)(2), the clerk of courts is
authorized to delay the availability of legal papers to the general public in the courthouse for five (3) days after the legal paper is accepted
for filing, to minimize any potential prejudice or harmto the parties or wimesses, and to enable the parties to seek a protective order when
alegal paper is not filed as required by subsections (a)(2) and (f) of this rule.

10) Legal Papers Filed in a Paper Format on and after January 2, 2013. Any legal paper submitted for filingto the clerk of courts in 2
paper (or “hard-copy”) format beginning on and after January 2, 2013 shall be converted to pdf. Once converted to pdf, the pdf version of
the legal paper shall be deemed to be, and shall be treated as. the original legal paper and may be used by the parties and the court for all
purposes, including court hearings and wmials. in the Municipal Court and the Court of Common Pleas

All information provided by the First Judicial Diswict through this Intemet serviceis provided "asis,” with no warranties, express or

implied. including the implied warranty of fimess for a particular purpose. In no event shall the First Judicial District be liable for any
damages, of any nature whatsoever, arising out of the use of, or the inability to use, this Internet service. Any commercial use of data
obtained through this site is strictly prohibited.

The user understands that legal papers filed through the First Judicial District's Court Electronic Filing System will be displayed
to the general public and to counsel or parties to the case as may be provided by the Court from time to time. The user
understands and acknowledges that in order to keep the information available through the Elecironic Filing System private and
confidential, the Username, Password and PIN necessary to access the Electronic Filing System must not be shared with any other
person.

The Elecirenic Filing System implements electronic filing oflegal papers as authorized by the above-referenced rules of Court. The

user, by utilizing this site, represents that he/she has read, undeyiands and agrees to comply with the above rules.

[Acces [ Dscine |

Each time that you log into Criminal EFS, you will be presented with the disclaimer screen. To
proceed to the main menu, please click the accept button. Clicking decline will log you out.
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The Philadelphia Courts

& Criminal Electronic Filing System

Electronic Filing History

m EFfder Coomt Type Docket No Status Croated Rl No

Appoarance
- My Cases

& Help Erery Mot arsered >

- FJD Pertal

£ Filing Summary

BReew
-]

The main menu of the criminal e-filing screen is your personal navigation tool for creating,
maintaining, and referencing all of your electronic filings. Let’s take a moment to explore all of
the resources this screen provides. Please direct your attention to the left side-bar menu.

-

-
-

By clicking on the Motions/Petitions link, you can file motions, petitions, applications,
answers, briefs, and PCRA matters. To proceed with filing screens for this section, click
here at anytime.

To file an Appeal or an Entry of Appearance, click on the corresponding link.
Appearance entries never require a payment.

The My Cases feature is only available to Attorneys (the Private Bar, Defender
Association of Philadelphia, and District Attorney). It allows you to access an inventory of

your cases and any document electronically filed based on a criteria search, such as
Participant Name.

Should you find yourself in need of technical assistance, please click on the Help link.
This will refer you to the Criminal EFS User Guide.

If you wish to return to the FJD Portal, please click the FJD Portal link.

To exit the entire E-Filing site, click the Log Off link. This will close your session.

We will now take a look at the Electronic Filing History area.

= The E-Filing Number is a system-specific number that is uniquely generated for each
filing created.
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= In the Court column, seeing the letters CP designates a Common Pleas Court case; seeing
the letters MC designates a Municipal Court case.

= To see what kind of filing was done on a case, look in the column labeled Type. This
column indicates one of the three main filing categories.

= Under Docket Number, you will see the actual case number.

= Status tells you at what stage the filing is currently related to the e-filing submission.

° Drafts are filings that were created but have not yet been submitted to the court.
Further processing will be required by you, the user, to complete the filing.
Remember, Criminal EFS saves your place on all created filings. Simply return to the
draft that you did not complete and select the screen number that you were last on.
A filing that is Pending Payment was submitted to the court and is awaiting payment
before it can be processed further. In this instance, the filer has chosen to walk into
the courthouse and pay in person rather than online. The filing will not leave this
status until payment has been made. The filing date of the submission will be
recorded as the date of payment.

An approved filing will be marked with Filed. Seeing an envelope icon indicates to the
user that there is a message attached to this filing from the court staff. By clicking the
E-fling link, you can read the message.

A filing that is Pending Approval was submitted to the court and is awaiting
acceptance or rejection.

A rejected filing will be marked Rejected in bright red text. By clicking the E-Filing
link, you can access the reason for rejection. If payment is not received within 5
business days, after selecting the pay at the counter payment option, the filing will be
rejected.

= The Created column provides the date that the filing was created by the user. This is not

an acceptance or rejection date.

- The Reference Number column displays anything entered by the user in the personal

reference number field on screen three of any filing submission.
We will now demonstrate a filing. Please click on the Motions/Petitions link to file an
expungement.
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% The Philadeiphila Courts
@' Criminal Electronic Filing System
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Screen 1 requires you to select the court, CP or M(C, and the docket type, Criminal,
Miscellaneous, Summary, or Summary Appeal. If you do not know the docket number, you may
search for it using the link provided for the UJS Portal website. Enter the docket number and
either click the Tab button on your keyboard or click anywhere on the screen. Criminal EFS will
now search for any related cases. If you have entered the wrong docket number, now is the
time to correct it. If you intended to file on a related case and not the one you entered, click on
that docket number. If you feel that there is a system error with regard to the information you
are or are not seeing, please call the helpdesk.
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Next, make the appropriate selection from the Category drop down list.

ssion of filings in existing case only. The case nur

¢ anterad here must

Case o n existing case previcusly creeted. Enter the Caze number 10 o
Information fling. ¥ you do not know the Case number, click on "UJS For 5 will aliow you fo

conguct 8 search of existing cases.

Phila. Caminal Court Case Number
-~ Selectfrom list - Al
Bail Assignment
Commonwealth Motion to Proceed with Daisy Kates Heanng/Violation of Probation
Motion and Demand for Speedy Trial
Mobion for Allotment of Funds
Motion for Appointment of Counsel
Motion for Appointment of Expert Witness
Motion for Appointment of Private Investigator
Motion for Continuance
Moton for Counsel Fees
Motion for Creditfor Time Served "
Motion for DNA Testing
Motion for Discharge from Electronic Monitoring Program
Motion for Discovery
Motion for Early Release on Parole

Motion for Earlv Termination of Probation
Motion for Expungement
Motion for Extension of Rule 1013

00

Continue >>

Now choose the appropriate filing type from the Document Filed drop down list. Once all
selections have been made, click the Continue button.
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% The Philadeiphia Courts
@ Criminal Electronic Filing System
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Screen 2 provides you with a list of parties or aliases attached to the case in which you are
filing. If you do not see the name you need, you can manually enter the correct name below and
click the Add button. Please note that adding a name in this way will not alter anything in the
Criminal Case Management System. Please click Continue to go to screen 3.
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) The Philadelphia Courts
Criminal Electronic Filing System
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Because some filings are heard on the case’s next hearing date, Screen 3 will not always display
scheduling options. Our selection of Motion for Expungement in this demo, however, requires a
specific listing. For this particular filing, the date must be a weekday not within 3 weeks of
today’s date. You have the option to enter up to 3 preferred dates by manually typing them or
using the calendar. If the preferred dates conflict with the judicial calendar, or do not comply
with the rules, your filing will be given another date by the court staff. A date may be changed
with the approval of a Judge.

You may also select the no specific hearing date preferred option. Or, if a judge has provided you
with a specific date for the filing to be heard, enter the date in the pre-approved field. This
option should only be utilized in the special instance a date has been given by a judge prior to
filing. If using a personal reference number, this would be the time to enter it. Please click
continue to move forward.
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L The Philadelphia Courts
@ Criminal Electronic Filing System
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Screen 4 asks you to confirm that your contact information is correct. If you notice any errors,

please click the Update Information button. Otherwise, click Continue.
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Screen 5 requires the user to upload the PDF file relevant to the filing being processed. Some of
the filings in Criminal EFS will provide you with a form that you may fill out, save to your own
computer, and upload.

By clicking the Browse button, you may locate your PDF file and upload it. Be sure to save it in
a folder that will be easily remembered.

Once the file is selected, click the Add File Now button. If the wrong file has been uploaded,
please click the check box next to the File Name and delete it.
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The Philadelphia Courts
@’ Criminal Electronic Filing System
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1] E-filing Rule.pdf - Adobe Acrobat Pro
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attached here and upload I} CorRT. CRIVINAL SECTION,
Username ascott
Ugdste Infermstion RULE £76.

(a) (1) Ges

‘File Attachment
& Main Menu Piease limit the maximum file size for ea

=) Help and do not use these characters in the fil
Choose a file to attach: (must be a

CP-51-CR-0000129-2012
EFile # 1209001965

Status: Draft Add file to the list:

Court: CR AddFileNow | iy noe oo

Current File Attachments:

B File
[l Expungement 790 pd

& CONTACT US

CURED '
S0 4

< Enfrust’ > [~ Check this box if a Confider]
w il - 576 (7)(1) is being submitted
"/ e i confidential form must be uj
A 2 [ respective file upload areas

| NOTE: To complete the fif

Criminal Rule 576 provides a provision for a filing party to attach a confidential information
form to any filing submission. Information such as social security number, child victim name,
and financial information must not be included in the legal paper being filed. That information
must be included in the court approved confidential information form.

If your filing requires a confidential information form, click the appropriate box, complete and
save the confidential information form found at the appropriate link and upload the form now.

Please remember to upload your filing document in the top portion of the screen and the
confidential information form in the bottom portion of the screen. The documents must be
uploaded separately. Please, click Continue.
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The Philadeiphia Courts
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Screen 6 will appear differently for a number of reasons. If you have a Criminal EFS account
that does not require payment - such as the Defender Association of Philadelphia’s office or
District Attorney’s office - this screen will display a zero dollar amount with no further options
aside from Back or Continue.

If you are typically required to pay, you will be presented with the following options:
= Credit Card Payments are processed through a secure site.
= The Walk-in and pay over the counter option requires the filer to deliver payment to the
second floor motion’s counter at the Criminal Justice Center. When selected, a link will
appear to provide the filer with directions - if needed.
= Selecting the In Forma Pauperis or Court Appointed Attorney payment options will
waive the filing fee. The court will verify fee waiver status upon review and will accept or
deny it accordingly.
For the purposes of this demo, we will select credit card payment. Please click Continue.
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Screen 7 is a final review screen. To correct any information viewed on this screen, you may
click one of the numbers on the top, right-hand side of the page. If you are submitting payment
via credit card, you will enter the card information on this screen. Once completed, click the
check to acknowledge box and click the Submit button.
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Filing Fee: $113.50
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Dear ANTHONY SCOTT,
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The legal paper you electronically presented for filing has been User Mame

received by the Clerk of Courts. The following information will
assist you in tracking the status of the pleading:
of a swom or

Docket No.: CP-51-CR-8088129-20812 ined within an
bn of the court

All parties are requested to review the [mportant information contained in the Disclaimer
which displays immediately before accessing the Criminal Electronic Filing System.

Thank “ou,
Joseph H. Evers
Clerk of Courts/Prothonotary

Exit Demanstration

Once your transaction has been submitted, a confirmation page will appear.

Simultaneously, an electronic confirmation email will be automatically sent to the address
supplied in your contact information. After review and acceptance by the court, a subsequent
email will be delivered. Please click on the go back to main menu link to access the Interactive
Menu feature of this demonstration. You may then select the Log Off link to exit this application
or use it to explore the other areas of Criminal EFS.

HELPFUL TIPS

CREATING A PDF FILE
PC Users (Windows / Microsoft Office)
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~ [ Save the file as a Word Document,

Open

Il; Word Template
Save Save the document as a template that can

be used to format future documents.

lﬁ’] Word 97-2003 Document
SaveAs | Save a copy of the document that is fully
compatible with Word 97-2003.

£ T
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apd Biint > 45| Adobe PDF
v ;ﬁr Prepare » | [iw ) OpenRocument Text
: B : Save the document in the Open Document
Format.
&

Send 4 > PDF or XPS
Q Publish a copy of the document as a PDF or
XPS file.

Publish »
§ Other Formats
ave astyPe: | word Document
Word 97-2003 Temﬁlate
XPS Document
MAC Users (0S X)
Printer: iX4000 i)
Presets: = Standard (3|
Copies & Pages —3'
Copies: 1 ‘Z’Collated
Pages: @ All
") From: 1 to: 1
7 ( PDFv ) ( Preview “Cancel ( Print )
| dow Save PDF as PostScript... s get to 52 3 word [eesss
: Fax PDF... o B | peconord
Remember me

youre Mat Compress PDF ertable

vnt POE

Lost Password? 1
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For newer versions, simply click
on the circular Windows symbol
located in the top left of the open
word document being saved and
hover over the Save As option.

A sub-menu will appear.

Select the option for PDF or XPS. If
it is available, the option to save
as Adobe PDF can also be used to
achieve the same results.

For older versions, click on File,
Save As, and select PDF from the
Save as type options at the bottom.

Hit [apple] [p] or select print from
the file menu.

Don't hit Print when the print
dialog box appears. Instead, take a
look at the left bottom corner.
Click on the PDF button and select
Save as PDF.

NAVIGATION OF CRIMINAL EFS SCREENS

Screen Navigation Toolbar
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You are in Page |1 -

Criminal EFS provides a navigation tool at the top right-hand corner of each
screen. A large green number will indicate to the user what page they are
currently accessing. Should the computer malfunction, or the user become
unable to finish a filing, Criminal EFS will automatically save the last screen
accessed. The user may return to the draft from the Main Menu Electronic
Filing History area at another time. This tool can also be used to return to a
previous screen while processing a filing.

Screen 1 Docket Entry

For submizsion of filings in exizting case only. The case number entered here must
Case match an existing case previously created. Enter the Case number o proceed with your
Information  filing. If youw do not know the Case number, click on "UJS Portal”. This will allow you o

conduct & search of exizsting cazes.
Phila. Criminal Court Case Nurnber
(4 Search My Cases

CP »|-51-|CR ¥|- - o Search for the case number
at the UJS Portal website

Remember that it is necessary to either use the Tab key on your keyboard or
click anywhere on the screen using the mouse in order to proceed with a
filing once the docket number has been entered.

Pressing the Enter key will not work.
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