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ORPHANS’ COURT DIVISION (215) 686-

January 3, 2005
To Orphans’ Court Filers:

As the Philadelphia County’s Orphans’ Court Electronic Filing System (OCEFS) is
implemented, it is with great pleasure that I invite you to become acquainted with the Electronic Filing
Process adopted in Philadelphia County to facilitate the filing of pleadings in the Orphans’ Court.
OCEFS is designed to eliminate the necessity of filing pleadings in person in the Clerk’s office. OCEF'S
provides an even greater service to those parties who now file their pleadings by mail because of the
attendant delay in the receipt and processing of the pleadings, some of which may be time sensitive. The
User Manual which follows describes the OCEF'S functionality.

The Orphans’ Court Electronic Filing System has been designed to allow the Filer to submit
electronic pleadings and exhibits to the Clerk of the Orphans’ Court, provide for the payment of the
filing fees, and generate an acknowledgement and email informing the filer that the Clerk has received
the pleading. Moreover, after the pleading has been reviewed, the Clerk similarly generates an
acknowledgment and email informing the Filer that the pleading has either been accepted for filing or
rejected. If the latter, the acknowledgment and email will identify the reasons why the pleading was
rejected. This entire process is accomplished in a paperless, electronic, user-friendly manner. Even if the
pleading is rejected, the Filer is able to make the necessary changes and resubmit the pleading with
minimum additional effort. The User Manual will be a dynamic document — as the OCEF'S functionality
is implemented and modifications made in the ensuing months, they will be reflected in the Manual.

We realize that with any new undertaking a certain degree of apprehension and uncertainty is felt
by those impacted. However, we do know that the Electronic Filing System will enable us to provide
better access to the Court and quicker disposition of cases thereby improving the Court’s mission of
providing prompt, efficient and fair resolution of issues coming before the Court.

We know that you may experience some issue or problems, especially during the beginning weeks
and months. Please communicate those issues to us via email at: ocsupport@courts.phila.gov.

Thank you for your help.

Honorable Joseph D. O’Keefe
Administrative Judge, Orphans’ Court
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1. INTRODUCTION

This User Manual provides instructions for using the Orphans’ Court Electronic Filing
System (OCEFS) to file documents with the Clerk of the Orphans’ Court Division of
Philadelphia County, to view documents filed beginning in 2005, and thereafter, in
connection with all Orphans’ Court cases in the system in which you are a party or
represent a party, as well as view docket reports. There are three basic
requirements to access OCEFS: Internet access (cable or dsl recommended over
dial-up), any popular browser (MS Internet Explorer, Netscape Navigator, Mozilla
Firefox, et al.), and Adobe Acrobat or similar program necessary to convert, save
and view the electronic pleading from its word processing format (i.e. Word or
WordPerfect) to a Portable Document Format (pdf).

1.1. OCEFS System Capabilities — The OCEFS can be accessed through the First
Judicial District of Pennsylvania’s (FJD) website as follows:

1.1.1. Access the FID Web Page at http://courts.phila.gov . Click
the “Orphans’ Court EFiling” link at the top right of the screen, and
you will be brought to the OCEFS’ User Log On screen.

1.1.2. To view or download the most recent version of the OCEFS
User Manual, click that link at the bottom of the User Log On
screen.

1.1.3.To Apply for a User Name, password and PIN which is
needed to log on to electronically file pleadings and documents in
Orphans’ Court cases, click that link at the bottom of the User Log
On screen.

1.1.4. If you Forgot your Password or User Name, click that link
at the bottom of the User Log On screen. You will need to enter
your PIN. Your User Name, Password and PIN will be emailed to
your registered email address. If you do not remember your PIN,
send an email to ocsupport@courts.phila.gov requesting the
desired information.

1.1.5. To view the Electronic Filing Tutorial, which provides a
brief overview of the Electronic Filing System, click that link at the
bottom of the User Log On screen.

1.1.6. The state and local Orphans’ Court rules which implement
electronic filing are also available from links on the User Log On
screen. The rules are also attached to this User Manual as
Appendix 1.
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1.2. System Requirements
1.2.1. Hardware

1.2.1.1. Personal computer running a standard operating system such as
Microsoft Windows or Macintosh

1.2.1.2.  Sufficient memory and storage capacity to handle large files

1.2.1.3. Internet transmission device such as a cable, dsl lines, or 56k
modem. Cable or dsl lines are preferred over modem or dial-up access

1.2.1.4.  Scanner to convert paper exhibits to digital format for electronic
filing to the court (Use a scanner ONLY if you cannot electronically
prepare your documents or if your document or exhibit exists only in a
hard copy format)

1.2.1.5. Fax machine, as an alternative to a scanner, to facilitate saving the
hard copy exhibits to the required pdf format. The fax machine will be
used to send the hard copy exhibits or documents to the Court’s Fax
Server and the document or exhibit will then be automatically converted
to the required pdf format. See Section 2.3.4.3 below.

1.2.2. Software

1.2.2.1. An internet service provider (ISP) such as Comcast, Verizon, AOL,
Netscape, Netzero, MSN, etc.

1.2.2.2. A web browser such as Internet Explorer v6.0, Netscape v4.0,
Firefox v1.0 or Opera v7, or newest version.

1.2.2.3. Software to convert documents from word processing such as
Word or WordPerfect to Portable Document Format (pdf). Two of the
products available (not endorsed by this court) are Adobe Acrobat
Standard or Professional 5.0 or higher
(http://www.adobe.com/products/acrobatstd/main.html ), and PDF995
(a free download with advertising requirements or without advertising
for a nominal fee) (http://www.pdf995.com/ ). See Section 1.4 below for
further information.

1.2.3. User Registration

1.2.3.1. Access to the OCEFS requires a User Name, Password and PIN
which are issued by the Orphans’ Court. See Section 2.2.1 below.
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1.3. Setting up Portable Document Format (pdf) Software

1.3.1. Pa.0O.C.R. 3.7 (b) requires that legal papers be filed in pdf format. The
OCEFS application does not permit the attachment or submission of documents
which are NOT in pdf format. Nonetheless, please view the pdf formatted
document before it is efiled to ensure that it appears in its entirety and in the
proper form.

1.4.Saving or Converting Electronic Documents to PDF Format

1.4.1. You must save the electronic document to a pdf format before submitting
the document to the Clerk’s office through the OCEFS. Documents created in
some applications, like WordPerfect 9 (and newer versions) and Accounts
created using FASTER (Fiduciary Accounting System for Trust and Estate
Reporting) software can be saved in a pdf format directly from those applications.
Other applications, such as Lackner System, do not have a built-in conversion
feature but may provide related programs (such as PDF Factory Pro, for the
Lackner System software) which do contain conversion features. If you have any
guestions concerning an application’s ability to save a document in a pdf format,
contact the software manufacturer.

It may be necessary to convert documents created in other applications, such as
Word documents. The conversion process requires Adobe Acrobat full or
professional versions, PDF995 or similar applications.

PLEASE NOTE: DO NOT CREATE A PDF VERSION BY PRINTING THE
DOCUMENT AND SCANNING IT. The electronic document will become much
larger and will lose some of the functionality needed to properly process it in the
OCEFsS.

1.4.1.1. From Word Perfect Version 9

1.4.1.1.1. Open the document in WPD 9.
1.4.1.1.2. From the menu bar, click on File and from the drop-down menu
select Publish to PDF.

1.4.1.1.3. Save the files as a pdf file, giving it a .pdf extension.
1.4.1.1.4. The file is now in Adobe PDF format under the newly
designated name. The original document remains in WP9 format

with its original file name.

1.4.1.2. From PDF995

1.4.1.2.1. PDF995 installs a printer option in your Print Dialogue Box
called “PDF995.” To create a PDF document from any word
processing application, click the Print button and choose the
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PDF995 printer from the Printer Dialog box (unclick the “Print to
File” box if it is checked).

1.4.1.2.2. You will be prompted to name (or rename) the file. Please note
the location of the file on your computer or network.

1.4.1.2.3. PDF995 will be automatically launched (pdfEdit995 may be
used to configure this option). As the vendor informs the User, the
free version of PDF995 will display sponsor page(s) which you
need to click each time you create a file using PDF995. If you
would prefer not to see sponsor pages, you may download a
license key for $9.95.

1.4.1.3. Using Adobe Acrobat

1.4.1.3.1. Adobe Acrobat Standard and Professional versions install a
menu line “Adobe PDF” on your Word application as well as a
printer option in your Print Dialogue Box, also called “Adobe PDF”.
The Word document can be saved in a pdf format by clicking the
Adobe PDF Menu line and clicking the “Convert to Adobe PDF”
option. For other software applications, follow the instructions
below.

1.4.1.3.1.1. From any program displaying your attachment or
exhibit, click on “File” from the menu line of your application.

1.41.3.1.2. Click on “Print”.

1.4.1.3.1.3. From the Print Dialogue Box, select “Adobe PDF”
from the printer name field.

1.4.1.3.1.4. Click on the “Print” button.

1.4.1.3.1.5. You will need to name your file and select a location

to save your file and click on the “Save” button. Your file will
be converted to PDF format and saved. The original
document remains in the original applications’ format with its
original file name.
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2. THE ORPHANS’ COURT ELECTRONIC FILING SYSTEM

2.1.First Judicial District’'s Homepage — Shone Diecory | Contac Us | e Hap | Full Seach
At your computer go to your internet The Philadelphia Courts sl -
browser available through your “ First Judicial District of Pennsylvania ;.p.n courteriingd oo M;;;Tliejgg‘ix:nrg%
Internet Service Provider (ISP). In the
address window at the top of the Nerese 28014 - ——
screen, type in http:/courts.phila.gov =~ ™
to access the First Judicial District’s
Website.

ft Division
. 2004-01 - RE: Electronic Filing First Name {options/)

2004 Middle Name (sptivnl)

Hest ale? Jicial District
: Tiew the Philadelphia Court of Common Pleas, Municipal Court A ———
= and Traffic Court Judicial Schedules for the wsek of November Begining Case Filing Date (oprional)
21, 2004, &= I (BD-HON-VFrY)
November 10, 2004 Ending Case Filing Date {optional)
First Judicial District

&= L View the Philadelphia Court of Common Pleas, Municipal Court 0
A0 Hearing List and Traffic Court Judicial Schedules for the week of Movember Check for Phanetic Search
Crimine KearngList 14, 2004, = Mare
Pienkans! Mo Hasrina list =

2.2.0rphans’ Court Electronic Filing System — On the FID Home page, click on
the Orphans’ Court E-filing link at the top right of the home page screen.

2.2.1. User Log On screen - clicking on the Orphans’ Court E-Filing link takes
you to the OCEFS User Log On screen.

-2} orphans' E-Filing User Log On - Microsoft Internet Explorer provided by First Judicia i =18 =]
Fle Edt Wiew Favorkes Tools  Help | "

OBack - O - Ij IELI _;‘J | /"’ Search :\/ Favorites @Medua @<| \/ = = j“

Address I@j https: f{fidwebserver, phila,goviplsFidizk_fid_prvt_efile_00 secured_logon

User Log On "

Username:
Password:
Pin:

Use of the Electronic Filing System constitutes an acknowledgrment that the user has read the Electronic Filing Rules Pa.0.C.R. 3.7 and Phila O .C.R.37 A
and agrees to comply with same.

Need Help?
Forgot your password? Click here To Apply for a User Mame, click here
User Manual Electronic Filing Tutorial

Flash Folugin egaird

[ -|
[&] pore ,_ ,_ E %J Local intranet
W Startl &3 Desktop Manager | Inbox - Microsoft,., I d Search Results I @ Elec Filing Manual...l @ Orphans’ E-Filin... @ Documents - Micr, | |CD¢ g :j_)@ !? a 11:19 &AM

2.2.1.1. Fillin your Username, Password and Pin and click on the Enter
button, or
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2.2.1.2. User Name Application Process. If this is the first time using the
OCEFS, you need to apply for a Username, Password and PIN. Click
on the link To Apply for User Name. (See Image on Previous Page).

2.2.1.3. The first “Create Username” screen will ask if you are an attorney.
Click in the circle for Yes or No and then click the “Submit” button.

2.2.1.3.1. If you click “Yes”, you will be brought to a screen which
requires you to enter your “PA Attorney Number” (Do not include
leading zeros), and your “Date of Birth”.

7 Attorney Activity Access Log On - Microsoft Internet

Orphans' Court Wectronic Filing System

Fle Edt View Favorites Tooks Help
@ N A ) =
Q- Q- ] (2l G Powet Feill @t €| (5~ o W -
agdress [[E] hetpifjetvora0l..courts. phia.gov/Fidjzk_fid_puble_ar b _atty_logon -

Couri@lectronic Filing System

Create New User Name

Create New User Name

Orphans

For security purposes, we need to verify your idéntification. Please enter the following information.

PA Attorey Number || Leading zeros will be truncated.

Date of Birth Day IMUmh ¥||‘Year ¥

Are you an attorney licensed to practice in Pennsylvania?

CYes T No

2.2.1.4. Ifyou receive the message “The attorney number and date of
birth did not match our records!” (see below) click the link “To
update your Attorney information, click here.”

3 Create New User Account - Microsoft Internet Explorer provided by First Judicial Districk

File Edit Wiew Fawvaorites Tools  Help

OBack Ml > B d ﬂ .;‘J | /.- ) Search ‘v\\( Favorites w‘Media 6-(|

Address I@j https: fifjdwebserver . phila, gov/plsifidizk_fid_prvt_efile_10.zp_efile_user_setup

Orphans’' Court Electronic Filirg

Create New User Name

The attorney number and date of birth did not match our records!

Click the back button to try again.

To update your Attorney information, elick here

2.2.1.4.1. Your email application (i.e. Outlook, hotmail etc.) will open and
an email will be pre-addressed to ocsupport@courts.phila.gov.
Provide the requested information: Name, Attorney ID, Date of
Birth, Address, Email Address, Telephone Number and Fax
Number. Click Send.

2.2.1.4.2. Upon receipt of the email, the Clerk of the Orphans’ Court will
update the database and you will be sent an email advising you to
return to the Apply for User Name screen and continue the User
Name application process.
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2.2.1.5. The main “Create New User Name” screen requires you to
complete all pertinent information and then click the “Submit” button.
You will receive electronic confirmation that your request was received
and your User Name, Password and PIN will be sent to the email
address you provided.

Orphans' Court Electronic Filing System -

Create New User Name

Please enter all information, then click on "Submit". ¥our user name, pin number, passwaord and ProSe number
(if nat an attorney) will be emailed to the email address you entered

"Last Name |

“First Name I

Middle Initial I

Suffix I (Example: Jr, Sr. WD, I, PhD ete)

"Date of Birth

|

"Street Address

I

"City
"State

=
Zip Code I

"Phone Number Extl

I
Fax Number I
|

"Email Address

"Re-enter Email Address |

" Required Fields

| verify that the staterments made herein are true and correct, and that false staternents herein are made subject
to the penalties of 18 Pa. C.5. 4904, relating to unsworn falsification to authorities.

I By clicking "Submit" | request that you issue a username and password which | will use to access the
Orphans' Court Electronic Filing Systern and agree to comply with all applicable rules.

Submit

Orphans' Court Electronic Filing Syste

2.2.1.6. Spam Filters. The
Password issuance process is fully =~ ©reate New UserName
automated, and upon submission, the  Your request was submitted successfully!
fOIIOWing screen Wl" be dlSp|ay6d %ﬂnad containing the usemame and password was sent to roy. caraan@couns. phila.gov
advising the User that an email will
be sent immediately to the

IMPORTANT NOTICE!

H H Spam Filters. The Password issuance process is fully autormated, and an email is
regIStered emall address Users Who generated within minutes of your reguest for 2 User Mame. This email contains the User
have not received their User Name Name, Password and PIN. However_ we have received numerous calls and emails from

)

Users who have not recenved their User Name, Password and PIN. Should you not
recene an email with your user name infarmation within 30 minutes of your submission
request, the most likely culprit is a spam filter, most likely installed by your Intemet
Service Provider or your network administrator, which intercepts this email. The email
may be in your "Trash” or similar email folder. Ask your ISP or netwaork administeator to
review your spam fiters. Should you be unable to retrieve this email contact
ocsupportg@courts.phila.gov.
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Password and PIN. Should you not receive an email with your user name
information within 30 minutes of your submission request, the most likely
culprit is a Spam filter, most likely installed by your Internet Service Provider
or your network administrator, which intercepts this email. The email may be
sent to your “Trash” or similar email folder. Ask your ISP or network
administrator to review your spam filters. Should you be unable to retrieve
this email contact ocsupport@courts.phila.gov.

2.2.1.7. The User Log On screen also includes a link you can click for
assistance if you forgot your Password.

2.2.2. Once you log on to the OCEFS, you will see an Electronic Filing History
screen (below), which tracks all of your electronic filing submissions.
There are four case statuses:

2.2.2.1. Filings that are “Drafts” —i.e. filing submissions started but not
“Submitted” for review by the Clerk. These items are not part of any official
file and are only viewable by you — and should be deleted if you do not plan to
efile them. To delete, click the following Document Icon: [

Orphans' Court Electronic Filing System

August 03, 2005 12:28pm L
m Electronic Filing History
Dominic .1 Rossi E-File # Case ID Status Created
Username: drossi 0501139 20041234 Draft B 06/03/05
S =isinbrme o 0501248 19991234 Draft Bx 06/23/05
’ = Draft B 06/24/05
3 mﬂse 20041234 Pending, 07/21/05 0G/27./05
N 200412234 Rejected, 07/18/05 06/22/05
&9 My Cases 20051234 Rejected, 0785 0B/30/05
::: %ﬂoﬂ 20041234 Draft B OB/30/05
B 20041234 Diraft B 070105
E-Filing Summary 0501384 = Rejected, 07/08/05 07/01/05
Pending: 2 0501402 - Rejectad, 0718405 07/05/05
Rejected: T -
Accepted: 0 0501431 Rejected, O7/18/05 O7/07/05
Draft: 5 0501436 - Rejected, 0785 070705
0501465 = Rejected, O7/18/05 O07/08/05
User AcceptAgrees to 0501532 = Pending, 07/18/05 07/18/05

RulesfAgreement.

E CONTACT US

2.2.2.2. Filings that are “Pending” — submitted to the Clerk, but not yet
approved by the Clerk.
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2.2.2.3. Filings that have been “Accepted” (i.e. filed) — reviewed and
accepted by the Clerk and docketed as “filed”

2.2.2.4. Filings that have been “Rejected” by the Clerk due to some
procedural defect. These submissions may be “corrected” and re-
submitted. See Section 2.3.8.1 below.

2.2.2.5. Filing Date. A legal paper accepted for filing shall be deemed to
have been filed as of the date and time it was received by the Court’s
Electronic Filing System. The Dockets will display the both “Filing Date”
and the “Approval/Entry Date” which is the date the pleading was
reviewed by the Clerk, approved and docketed.

2.2.2.6. From the Electronic Filing History screen you can click on any of
the E-Filing numbers (image on previous page) and, except for any
matter in Draft status, you may view the current status of the filing
submission and any document associated with it.
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2.3. How to E-File a NEW CASE or a new document or pleading in an
EXISTING CASE

2.3.1. New Case. If no papers, documents or pleadings have been filed with the

2.3.2.

Clerk of the Orphans’ Court in connection with an Estate (even if the
Estate is a Decedent’s Estate which was commenced in the Office of the
Register of Wills), and an Orphans’ Court number has not been assigned
to the Estate, you must click the “New Case” option in the Command Box
located at the left of the Electronic Filing History screen when you
commence an electronic fAiing submission.

Orphans' Co;

August 03, 2005 12:28pm

t Electronic Filing System

&

Welcome! Electronic Filing History

Dorninic J. Rossi E-File # Case D Status Created
Usemame. drossi 501139 20041234 Draft B DRAISA5
Uedate Information 0501248 19991234 Draft B 062305
- 0501255 - Drafi B 0B/24/05
= New Lase 0501276 20041234 Pending, 07/21/05 0B/27./05
Existing Case

0501337 200412234 Rejected, 07/16/05 0B/29/05
& My Cases 0501365 20051234 Rejected, 07/16/05 DB/30/05
== Help 0501374 20041234 Draft B 0R/30/05
e | oqg OFf

0501376 20041234 Draft B 07401405

2.3.1.1 Upon Clicking the New Case option, Page 1 of the OCEFS will be
displayed. An “E-File #” will be automatically generated and this number
will be used for tracking purposes until such time as a “Control Number” is
assigned.

Orphans' Court Electronic Filing System

gust 04, 2006 12:34pm You are in Page |1 a
Welcome! Estate Information

el ] *Last Name First Marne Middle  Suffie

“Entity Marme, if applicable

(if not an individual, maximum of 60 characters, abbreviate if necessan)

Is there an Alternative Name/A KA ? C Yes & No

EFile # 0501915
Status: New
Started: 08/04/05

“Type of Estate |— Selectirom list— =l

MName of Filing Party (Mot Counsel for the Party)

*
Required Field. Last Narme First Name Middle  Suffix®

Existing Case. If any paper, document or pleading has been filed with the
Clerk of the Orphans’ Court in connection with an Estate (including a
Notice of Claim filed by a creditor), and an Orphans’ Court number has
already been assigned to the Estate, you must click the “Existing Case”
option when you electronically file your pleading. See Image on next page.
If you select the New Case option, a new Orphans’ Court case will be
commenced and the Clerk will reject it during its review process.
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Orphans' Cg¥irt Electronic Filing System

August 03, 2005 12:28pm L

Welcome!

Electronic Filing History

Dorninic J. Rossi E-File # Case D Status Created
Username: drossi 0501133 20041234 Dirafi B 06/09/05
Uedate Infoimation 0501248 19991234 Draft B 062305

0501288 - Draft B 06/24/05
&= New Case
@B Evici 0501278 20041234 Pending, 07/21/05 06/27/05

Existing CHse

0501337 200412234 Rejected, 07/18/05 06/29/05
&) [y Cases 0501365 20051234 Rejected, 07/18/05 06/30/05
=3 Help 0501374 20041234 Draft B 0R/30/05
= | oq OFf

0501378 20041234 Draft B 070105

2.3.2.1 Upon clicking the Existing Case option, Page 1 of the OCEFS will
be displayed. See Image below. Note that the only difference between this
screen and the screen generated for New Cases is the Case Information
box at the top of Page 1 which requires the entry of the Orphans’ Court
Case Number and, when applicable, the Control Number.

Orphans' CoWt Electronic Filing System

August 04, 2005 12:44pm You are in Page |1 L
m Case Information For subsequent pleadings only, the case
Dominic J. Rossi Orphans' Court Control and control number entered here must
Case Nurnber Mo. match an existing case previously flled.

Usemame: drossi

Update Infarmation of I

& Main Menu Estate Information

Help
& | oq Off “Last Name First Name Middle  Suffix®

EFile # 0501916 B .
i Entity Mame, if applicable
Status: New (i not an individual, -

Started: 08/04/05 I

80 characters, abbi te if 9

Required Fizld. ST * Mo
SRl |5 there an Alternative Mamesfd K Ves i

User Accepistfgrees to

Rulesifgreement Type of EStaTEI_SEIEC‘fmm list— =l

E1 CONTACT US e of Filing Party (Mot Counsel far the Party)

Last Name First Mame Middle  Sufiix?
—_— | | |

Is there an Alternative Name/A KA ? € Yes & No

Street Address City I‘StateJ Zip Code

| | - |

|
|

Filing Party's Relationship to Estate |— S=lecttom list— =l
"Pleading or Docurnert Filed | — Selectiom list — =

Z5uffix Name (Example: Jr, 51, MD, IIl, PhD etc.)

2.3.3. Complete the data fields on Page 1. There are three data fields with

which the user must become familiar: Type of Estate (such as Minor’s
Estate, Decedent’s Estate etc.); “Filing Party’s Relationship to Estate”
(such as Personal Representative, Beneficiary etc.); and “Pleading or
Document Type” (such as Account, Petition etc.). A complete list is
attached to this User Manual as Appendix 2. Proceed to enter the
pertinent case data through Page 4 of the OCEFS.
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2.3.4. Attaching Documents. Page 5 of the OCEFS process was designed to
allow the filer to attach documents or exhibits to the electronic submission.

2.3.4.1. Signatures and Dates on E-Filed Documents. The electronically

filed document does not need to contain signatures since, as provided
by Pa.O.C. Rule 3.7(c), the electronic filing of a legal paper constitutes
a certification by the filing party that the original document was signed
and, where applicable, verified. However, the electronic document must
contain the date it was signed, and the name of the person who signed
it shall be typed, preceded by “/s/” indicating that the original has been
signed. Moreover, Rule 3.7(c) also requires the filing party to maintain
the original signed document for a period of five (5) years.

2.3.4.2. If your document was created or saved on your computer system in

portable document format (pdf), you simply click on the “Browse
Button” at the top of the page, find and highlight your file/document and
click on the “Add File Now” button. The file name will appear in the
“Current File Attachments” box. If you are attaching scanned
documents or exhibits, follow the same procedure.

23421 When scanning documents, please set the resolution on

your scanner at 300 x 300 dpi. Review the scanned copy to
assure it is readable. If it is not, incrementally increase the
resolution until it is readable but no higher than 600 x 600 dpi. The
maximum file size for each document is 10 megabytes (MB),
or 10,000,000 bytes. To estimate the time it will take to upload the
document to the system, click on the Upload Time Estimator link.

=N ’p

[=A

Address I@j https: ) fidwebserver, phila,gov/plsfidfzk_fid_pret_efile_55.2p_sfile_setup_idxfuid=YbEEHIHMgsbzLjl_go=YrsoXwwiOUC 1siDgdiefileno=0501245

August 04, 2005 01:09pm

" ’ Please liatif ihe maximuar file size for each
Dominic J. Rossi
Choese afile to attach: (must be a 2P

Username: drossi I
Update Information

Addfile to the list:
& Help Add File Now |Clwk here to estimate the file download time
& Log Off

= Main Menu

Current File Attachments:
EFile # 0501248

Status: New B
Started: 06/23/05 File Name Size

|_ Pet to Appt Gd 6-9-05. pdf 13695 bytes
* Raquired Field

estimatespeed pdf 13,103 bytes
User Acceptsra,
BulesiAare em!

If the Legal Paper or Exhibit iz not available in a portable dosument formal[pdﬁyou may
[ CONTACT US submit it to the Orphang' Court Electronic Filing Systern through the Cour's Fax Sel

50, you MUST click the button "Attach Uslng Fax Senver’ below, and you MUST use the
z ic Filing T ittal Form" by the ic Filing System

VariSig

5

Aftach Using Fax Server

| I B < i P

~
A= ai created by Adobe®
<< Back Continue >>
B e S e — =l
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2.3.4.2.1. You may electronically insert the exhibits at the end of the

2.3.4.3.

electronically prepared document and submit the document as
one merged file. The Standard and Professional versions of
Adobe Acrobat provide an option to insert pages to a pdf
document through the Document (Pages, Insert) menu line in
the Adobe Acrobat software. Alternatively, you may attach the
exhibits as a separate document; however, all exhibits should
be submitted as one document, unless the size of the electronic
file exceeds 10 MB.

If you need to attach as an exhibit a document which is only
available in a paper format, you can simply click on the “Attach
Using Fax Server” button on the bottom of Page 5 (see Image on
previous page) and fax the document to the OCEFS Fax Server.
The document will then be automatically converted to a pdf format
and added to your electronic submission before it is submitted to
the Clerk. See below.

2.3.4.3.1. Instructions for Using the OCEFS Fax Server

2.3.4.3.1.1. Print the fax Transmittal Form (see below) on 8.5” by

11" portrait oriented white paper.

Crphans’ Gourt Electronic Filing Systom
Fax Server

Transmittal Form

*138127395 4%

Eting Marser, 0500378
Uarrame. drossi
Caplon TEST TEST, AN ALLEGED INC PER
e ’

MSTRUCTIONS FOR USING THE FAX SERVER

2.3.4.3.1.2. Do not include a fax cover sheet!

2.3.4.3.1.3. Place the Transmittal Form as page 1 of the set of

pages you are going to fax.
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2.3.4.3.1.4. With the "FAX SERVER BOX” open and the green light
flashing (see Image, left) begin faxing your document to
the telephone numbers listed on the Transmittal Form
(currently 215-686-7948 or 215-686-7949).

2.3.4.3.1.5. Upon receiving confirmation from your Fax Machine that
the Fax went through, wait approximately one minute and
click the (“Click Here") in the Step 2 of the BOX SERVER
BOX to view a numerical link to your document.

2 https:/ /Tidwel|| ver.phila.gov,pls Fid/zk_fjd_prve_efile 55 N i 4 I3 https://fidwebserver.phila.gov,/pls/fid/zk_fid_prvt_efile 55

FAX SERVER BOX - FAX SERVER BOX

Print this file fj PO3T78.paf, follow directions and fax. |

faxed document.

on the link to verify that all pages are complete and readable.

ng your fax, please wait. ..

&

Click the "Ac¥ept” button to add the fax document as attachment.

Acceptl Cancel | Fe-Fax

=1o1x]
=1
Print this file fs050 1248.pulf, follow directions and fax. |
Below will be your faxed document.
When ready, click on the link to verify that all pages are complete and readable.
N a Upon receiving confirmation from wour Fax Machine that the Fax
= went through, wait approximately one minute and Click Here to
“Wiew a link to your Document.
Click the "Accept” button to add the fax document as attachment.
Accept | Cancel Re-Fax

[ ]

2.3.4.3.1.6. Once your fax has been received by the OCEFS Fax
Server, a Document Number will be generated by
OCEFS and appear under Step 2 of the FAX SERVER
BOX. You can view the document by clicking on the
Document Number.

FAX SERVER BOX -

Print this file {050 1248.pdf, follow directions and fax. ‘

Below will be your faxed document.
When ready, click on the link to verify that all pages are complete and readable.

B 0501248 0001003274 pdf
)

Click the "Accept” button to add the fax document as attachment.

Accept | Cancel | Re-Fax |
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2.3.4.4.

2.3.4.3.1.7. Review the content and quality of the image of the
faxed document and click the “ Accept” button to attach the
document. Once you click the “Accept” button, you should
see the title of the faxed document in the “File Name” box.
See Image on page 15 of this User Manual. If no additional
documents are to be attached, click “Continue” at the
bottom of Page 5.

2.3.4.3.1.8. Click the “Cancel” button if you wish to abort the faxing
process and click the “Re-Fax” button to resubmit the
document again using the Transmittal Form. If the
document is re-faxed, you must fax the entire set of
documents again and must attach the Transmittal Form as
instructed above.

2.3.4.3.1.9. If you are faxing more than once for the same filing,
attach the Transmittal Form as page 1 of each set of
documents. This is required because the Transmittal Form
associates the faxed documents to the case.

Accounts. Accounts are usually filed together with a Petition for
Adjudication. The Account should be filed as the primary pleading
so that Accounts can be properly tracked and OCEFS can calculate
the applicable filing fee. The Petition for Adjudication should be
attached as an exhibit (captioned “Petition for Adjudication — EFile
#xxxxxxx” referencing the E-File number assigned by the OCEFS
when the filing session is initiated). Accordingly, only one electronic
submission is necessary, containing both the Account and the
Petition for Adjudication.
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2.3.5. Payment Options. On Page 6 of the OCEFS, the filing fees are
automatically calculated and the user must select the method of payment.
Please note that as required by statute, the Clerk cannot accept the
document as filed until the appropriate fee is paid. Moreover, the Clerk’s
review process will not commence until the fee is received by the Clerk. If the
user must meet a deadline, care should be taken to timely submit the
pleading and filing fee or risk rejection of the pleading and the risks attendant
to a late filing or non-filing.

=101 x|

2
"

.Eﬂe Edt ew Favorites Tools Help
Qek -0 - N[ G 5

Address [&] https: idevi-orad courts.phila.gov:d444fidjzk_fid_prvt_efile_S6.2p_efile_setup_idxPuid=T76GLyGQdsb2Lj_to=WnpplwwmkTC2tiCTete = | [ G0

Orphans' Court Electronic Filing System

MNowvernber 24, 2004 03:3%pm Youarein Page 11213 31567 L3
Total fee for this filing: $ 25.00

Daminic Rossi

. @ Credit Card Payment?
Usemame: drossi Please note that the payment will be p)

Update Information

Pay the amount of § 25.00
) Main Menu © Pay by Mail
&) Help ©  Walk-in and pay over the counter
= Log off ¢ Are you filing In Forma Pauperis and without payment of filing
fees?
EFile # 0400328
Status: New
Started: 11/18/04
Fee: § 25.00

™ Required Field m Continue >>

Couer Sheet Form

User AcceptsiAgrees to
BulestAgreement.

1 CONTACT US

y

4 First dudlisial yivania. 41 Rights Reserved,

|

oo I N T

2.3.5.3. Secure Credit Card Payment is the preferred payment method.
Pay by Mail and Walk-in and pay over-the-counter are also currently
available payment methods.

2.3.5.4. The In Forma Pauperis (Initial Request) payment option will

require the completion of detailed screens which will generate a Petition
to Proceed In Forma Pauperis. Judicial approval is required, and if the
Petition to Proceed In Forma Pauperis is denied, you will be ordered to
pay the required filing fees. If the filing fees are not paid, your filing will
be rejected or dismissed. Counsel rendering pro bono service shall file
an “Attorney IFP Praecipe Pursuant to Rule 240" as a separate E-Filing
submission, and will thereafter be permitted to file additional pleadings
without the payment of filing fees.
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2.3.6. Final Review. Page 7 of the OCEFS is the Final Review Page
(below, Left). At the end of the page, you are required to Check Off
that you reviewed the data and verify that it is true and correct. You
can then click on the “Submit” button. A pop-up box will ask a final
time if you want to continue to “ Submit” the filing. If you click on the

“OK” button, the filing will be submitted for Clerk review (below,
Right).

I Orphans' Caurt E-Filing, S0400320 - Part 7 of 7 - Microsalt Internet Explarer ded by B N T=E|
Ele ER  Yew Wu Iock bl >
DBack = 03+ =) i3] e -

Aiirons (18] it de-on 01 couats.phia. o HAA T lih_fid_prvt_sfie_S7.20_stie_sehup i ud=T 765k yGdsball_ta=raot v S autiefie =] (] G0

Orphans' Court Electronic Filing System

Novarnber 24, 2004 03 d0pm You are in Page 112034 7 ®

Walcoma! Final Roview
Dominic Roasi Al gnirigs provided here are not considered final uriil the revew process has
bwan complated, Read all necessary names, parties and other information for
accuracy and olick on Submit

Fiatrash this page

Usarnarme diossd

- sl Mo o mart . amd e kgmper, i imparant ihat yau reivesh i ppe
- ol
& Log o E-Filing # 0400328 SUMMARY

Generated: 11242004 03:40pm

EFile # 0400328 HAME OF ESTATE.

Stutus: New WICHAEL JONES, A MINOR
Staried 111804 VP8 OF FOTATE
Fee § 2500 MINORS
* Naqiiied Fis FILING FARTTE RELATIONEWF TO ESTATE b7
o it e FATHER
Cowes Shast Foum FLEADING OR DOCUMENT FILED:
PET APPT GUARDIAN MINOR
Unar Assapisifgrass bs AL OF FILING PARTY [verTEs.
RulssiAamamant INOT COUNSEL FOR THE PARTY) 275 HORSE HAIR ROAD
PETER JORES PHILADELPHIA PA 19150
pro— T0 THE CLERK OF ORFHANG COURT

Kindly enter my appearance on hehalf of
PETER JONES, HENRY JONES

BAME OF FILING ATTORNET OR FARTT.  |[WDDRESS:

DOMINIC ROSSI 371 CITY HALL

FHONE HUMBER A HUMBEE, PHILADELPHIA PA 19107
2156863745 21 56863782

SUPREME COURT 8. MO E-AIL ADDRESS:

LLEE ] dominic.sossiaconrs.phila.gov
OTHER PARTHES.

o HENRY JONES, 10 MAIN STREET, PHILADELPHIA PA 10195

Caurt Usa Only Infarmatian

Agress [ (] hitpes: fdavt-orsn courts. phis gov: AT pet_afle57.59_efbn 56 Wb =T 751G l\-o—vxml....mrfuuu-_] Be

e [ |8 ol eranme

Oy [ v Pueotes (Inck i o
Ok -

T i e g e e e e ——————ry 2 £

Orphans' Court Electronic Filing System

Howerriber 24, 2004 03 41pm 2
Congratulations!
Dioeninic Roses
Your case was submdied succisluly, plests recond the e-le contiel
Usaenama dioss numbas fos your records
| ktate inseehabien

| Date Submitted 10 Clork: Novsmbar 242004 15:41
= i M )
- jisip E-File Control Ne - (40000
& Leqon

LI e & Mwm

Con Mo AASHAEFAT

atified by e-mad when your peau ing or bagal papar has been
rajiciad by th Clark. I iejectad, thi st will provide the

" masons

W you do ot reca ¢ rujection within six (5] & hours
and the Hiny Jlnla\nc ;a.lccnn i |r.| e

Vi e rinwnched it Pa .G R 3 7] recpnes 1t hard copy of i
logal paper you have Tiled alectroncally shal be sigred nd, s spehcabi,
venfieef concumantly wih Hhe alectronic lilvg of Hee legal papee, and shall be
maintained by you 1o fhe (5] years alter the later of - (i the aiaposition of
The cove; (3] the dntey of an orcier esoking the isoue raved by the kgal
g, or (i) 1 chapoation by an appedate coun of i et raved by ihe
legai paper.

Vou tmurst produce e avigiaal of & hard copy of a legal paper o et wth
the dlays affer sonace of @ notice fiied by any party

[g)vore = B (5 ol ritranet

BATE OF BIRTH 0101/1993
DATE OF BEATH: nana snisied TaThn A RESPONDENT
e il el et
DATE OF DEED OF TRUST: nena anbared | L oo o rigR PETITION DEEW DECIDED i
ssn B 123456789 s casur No

|15 ANDTHER PETITION PENGINGT No

1% NOTICH KECuREDT No
IF CITATION IE REQUES TED.

Eette Appt Gel.pdf 14,078 bytes
Exhibit - Consent of Guardian.pdf 14,240 bytes

AMOUNT,  $ 26,00 USD
cann wumper, 40128508 888.1881 (123)

wxrigation: 12006 Tvre _]
iCA
E =

s ber gant for offiial filng, Continue to ubme?

= |

1 have read the information suppied above snd vanly that subject 1o penalies
rerating o wnaworn falsdication 1o authontios, the above information is e and
conect

) -

(L pee—

A
-

|5 S Local rwranct

=101.x]
ol

=

[ e

2.3.7. You will receive an acknowledgment or confirmation notice (above, Left)
and an email, acknowledging that the filing has been successfully submitted.
At the top right of the page, you can click on a link which will allow you to
view a Preliminary Draft of the Cover Sheet (above, Right) which is
automatically created by the OCEFS. This Draft does not include the
Orphans’ Court case number or Clerk approval signature and stamp.
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2.3.8.

After review by the Clerk’s office, an acknowledgement will be

displayed and you will receive an email notice that the filing has been

Accepted or Rejected.

Coset of Comeses Pleas of Phildeiisia Coury

Cophses? Conset D

Cover Sheet =y

2.1.1.1. If accepted, the email

will provide the Orphans’

Court case number and

Control Number, and

instructions to view the
OCEFS Electronic Filing

History screen, which

contains a link to the Cover

Sheet which now contains
the Case Number as well

as the Clerk Filed Stamp
and Signature.

2.3.8.3.

If rejected, the email from the Clerk, and OCEFS acknowledgment,
will indicate the reason(s) for the rejection. You do not need to re-
create the filing process to re-submit the rejected pleading.

Orphans' Court Electronic Filing System

August 08, 2005 02:46pm "
I Reiccted
Dominic J. Rossi
Username: drossi Your legal paper or pleading is rejected because of the following
Update Information reasons:
&9 Main Menu |:| 1. Missing or incomplete affidavit or verification.
&9 Help

2. Missing decree page.
= | og Off u

[] 3 Failed to include consents of all parties in interest OR copies of
EFile # 0501384 twenty day natice letters (Orphans' Court Rule 1.24).
Status: Rejected

Started: 07/01/05 D 4. The proper fee was nat paid. The proper fee is § 0.00

Fea: §7,566.00 [] & This matter should not be filed in Orphans’ Court.
" Required Field. [] B A parent CAMNOT be appainted as sole guardian of a minor's
estate (20 Pa C.5.A9T12(3).
User Aoceptsifgrees to m G S

Bules’Agreement.

B CONTACT US Documents
_ Preliminary CoverShest
@;:Q:;gg) estimatespeed. pdf
— Pet to Appt Gd 68-9-05 pdf

[T Check here if you want to re-subrmit this pleading as part of an "Existing Case”

i
S I m ply il Eﬂ = Sk I Eﬂ- Adobe Acrobat 5... | Elec Filing Manua\...l Docurment 16 - Mi... | @ Orphans' Court... @

by clicking “Continue” at the bottom of the rejection page you can make the
appropriate changes and resubmit the filing. As provided in Phila.O.C.R.
3.7.A (5)(d), if you disagree with the reason for the rejection, you may file a
petition requesting that the legal paper be deemed filed as of the submission
date. Such petition shall state the date and time of the alleged failure or
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rejection. A petition alleging failure of the Court’s website shall state why the
legal paper could not be timely filed in person in the Clerk’s office. A petition
alleging erroneous rejection of a legal paper shall state why the rejection was
erroneous and why the legal paper could not be timely resubmitted.

2.4. Redaction. As required by Phila.O.C.R. 3.7.A.(4), the Clerk will redact
the following datafields from electronically filed documents (excluding
exhibits):the name of the minor in minors’ estates; social security
numbers; dates of birth; financial account numbers; and home
addresses. The Clerk will display these redacted documents to the
general public, and shall display the unredacted documents to the Court
and parties to the case.

2.5. Service of Pleadings and Electronic Service (E-Service)

254, The filing party is responsible for serving the electronically filed
pleading, as provided by rules of court, on all interested parties,
and shall file a certification of service, proof of service, or an
affidavit of service, as may be required by the applicable rules.
The filing party may effect service by electronic transmission as
provided in Pa.O.C.R. No. 3.7(h).

2.5.5. Electronic Service through the OCEFS. It is anticipated that
commencing in 2006, service of all electronically filed pleadings will
be effected though the OCEFS on those parties, and counsel for the
parties, who have agreed to accept service by electronic transmission
or who have filed an entry of appearance or other legal paper
containing an electronic mail address. Upon implementation, this
functionality will generate a notice, together with an appropriate
docket entry, indicating which parties have been served electronically
by the OCEFS and which parties must be served through other
means by the filing party. When implemented, the filing party would
only need to serve those parties and counsel who are not served by
the OCEFS. Appropriate advance notice will be provided prior to
implementation of this functionality.

If you have any questions about the above materials or
encounter any problems or issues you wish to bring to our
attention, please email us at:

ocsupport@courts.phila.gov
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Appendix 1
Electronic Filing Rules

PENNSYLVANIA ORPHANS' COURT RULES
Rule 2.3. Definitions

The following words when used in these rules, unless the context clearly
indicates otherwise, shall have the meanings ascribed to them in this rule:

"Clerk" means the Clerk of the Orphans' Court Division.

"Court", "Orphans' Court" or "Orphans' Court Division" means the Orphans' Court
Division of the Court of Common Pleas, or any judge thereof, having jurisdiction.

"Electronic Filing" means the electronic transmission via the internet of legal
papers to the Clerk of the Orphans' Court Division.

"Fiduciary" includes executors, administrators, guardians, agents acting under a
power of attorney and trustees, whether domiciliary or ancillary, individual or corporate,
subject to the jurisdiction of the Orphans' Court Division.

"Filing party” means a party or an attorney acting on behalf of a party who files a
legal paper by means of electronic filing.

"Legal paper" means a petition, pleading, or other document.

"Register of Wills" or "Register" means the Register of Wills having jurisdiction.

Rule 3.7. Electronic Filing and Service of Legal Papers
(a) Authorization for Electronic Filing.

(1) A local Orphans' Court may permit or require electronic filing of legal papers.
Any Court which implements electronic filing shall establish procedures governing such
filing by local rule which shall be consistent with the procedures set forth herein.

Note: Those jurisdictions which require e-filing must also provide the necessary
technical assistance to those parties who lack the capability to electronically file legal
papers.

(2) This rule does not mandate the implementation of electronic filing by a local
Orphans' Court.

(b) Electronic Filing of Legal Paper.

(1) A filing party may file a legal paper with the Clerk by means of electronic
filing.

(2) Legal papers and exhibits shall be filed in portable document format (.pdf).

(3) Exhibits to a legal paper shall be converted to portable document format (.pdf)
by scanning or other method.
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(4) Any party may require the filing party to file the original or a hard copy of a
legal paper or exhibit by filing a notice to file with the Clerk and serving a copy of the
notice upon the filing party. The filing party shall file the specified document with the
Clerk within fourteen (14) days after service of the notice. Upon disposition of the
matter before the Court, an original document may be returned to the party who filed it,
or retained by the Court, as the Court may determine.

(c) Signature, Verification and Retention of Legal Paper.

(1) The original legal paper shall be properly signed, and where required,
verified.

(2) The electronic filing of a legal paper constitutes a certification by the filing
party that the original document was signed, and where applicable, verified.

(3) Unless retained by the Court, the filing party shall maintain the original of all
documents so certified, together with any exhibits filed, for five (5) years after the later
of:

(i) the disposition of the case;
(ii) the entry of an order resolving the issue raised by the legal paper; or
(i) the disposition by an appellate court of the issue raised by the legal paper.

(d) Website and Filing Date.

(1) The Court shall designate a website for the electronic filing of legal papers. A
user name and password shall be issued to authorized users.

(2) The Court shall provide electronic filing access at all times. The time and
date of the filing shall be that registered by the Court's computer system.

(3) The Court shall provide, through its website, an acknowledgement that the
filing has been processed. Such acknowledgement shall include the date and time of
filing in a form which can be printed for retention by the filing party.

(e) Delay in Filing. A filing party shall be responsible for any delay, disruption, or
interruption of electronic transmission, and for the legibility of the document
electronically filed, except for delays caused by the failure of the Court's website. The
filing party may petition the Court to resolve any dispute concerning an alleged failure of
the Court's website.

(f) Fees.

(1) A filing party shall pay the fee for electronically filing a legal paper as provided
by the Court.

(2) The Court may assess an additional automation fee for each legal paper
electronically filed which shall be used for the development, implementation,
maintenance, and training in the use of the Orphans' Court electronic filing system, and
other related uses.
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(9) Local Procedures. The Court may develop further administrative procedures,
as needed, to implement this rule and to provide for security of the electronic filing
system, as required by changing technology.

(h) Service of Legal Papers by Parties.

(1) Service of original process shall not be permitted by electronic means, unless
agreed to by the respondent.

(2) Service of subsequent legal papers may be effected by electronic
transmission if the parties agree, or if an electronic mail address appears on an entry of
appearance, or other legal paper previously filed with the Court in the action. Electronic
service is complete when the legal paper is sent to the recipient's electronic mail
address, or when the recipient is notified by electronic mail that a legal paper affecting
the recipient has been filed and is available for review on the Court's website.

() Notices. The Clerk and the Court may serve all notices via electronic means.

Note: This Rule is designed as a general enabling mechanism by which local
judicial districts can, if they so choose, implement electronic filing. Implementation
procedures not inconsistent with this Rule will be determined by local rules of court.

Nothing in this Rule is intended to change the procedural requirements of
Orphans' Court practice, as embodied in the statutes and rules of court. Rather this
Rule is intended to facilitate the delivery of legal papers to the Court and the parties, as
well as to reduce record management burdens in the office of the Clerk. The terms
"electronic filing," "filing party,” and "legal paper" are defined in Rule 2.3.

The Court may, from time to time, modify the approved electronic filing system to
take into consideration the costs and security of the system, and the maintenance of
electronic data and images.

Existing procedures regarding record retention for paper documents by the Clerk
shall apply to electronically filed documents. A local Orphans' Court which permits
electronic filing may require filing and maintenance of paper documents or exhibits; it
may also accept paper documents, convert such documents to electronic format, and
destroy the paper documents. (See Record Retention & Disposition Schedule with
Guidelines, adopted by the Supreme Court of Pennsylvania by Order, dated November
28, 2001, as part of the amendment to Pa.R.J.A. No. 507).
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PHILADELPHIA ORPHANS’ COURT

Electronic Filing Rule
(Effective May 2, 2005)

Phila.O.C. Rule 3.7.A.
(1) Authorization for Electronic Filing.

(a) Effective immediately, parties may file all legal papers with the Clerk by
means of electronic filing in portable document format (“pdf”).

(b) Commencing July 1, 2005, parties shall file all legal papers with the Clerk by
means of electronic filing in pdf.

(c) Effective immediately, in the event any legal paper or exhibit is submitted in
hard-copy format, the Clerk shall convert such legal paper or exhibit into pdf, without
changing the content or format of the legal paper or exhibit, and shall accept the legal
paper or exhibit for filing in pdf. The Clerk shall return the hard-copy legal paper or
exhibit to the filing party for retention as required by Pa.O.C.R. 3.7(c)(3).

(2) Website, Username and Password.

(a) Website. The Orphans’ Court Electronic Filing System shall be available at
all times at the Court’s website address, http://courts.phila.gov, or at such other website
as the Court may designate from time to time.

(b) Username and Password. To obtain access to the Orphans’ Court Electronic
Filing System, counsel or a party not represented by counsel (“filing party”) shall apply
for a Username and Password at the Court’s website.

(3) Electronic Filing of Legal Paper.

(&) A filing party shall file all legal papers and exhibits in pdf at the Court's
website.

(b) In the event an exhibit is not available in pdf and the filing party is unable to
convert the exhibit to pdf, the filing party shall submit the exhibit via facsimile utilizing
the Electronic Filing Transmittal Form generated by the Electronic Filing System.

(c) The Clerk shall not maintain a hard copy of any legal paper or exhibit filed
electronically under this rule.

(d) A hard copy of the legal paper shall be signed and, as required, verified prior

to the electronic filing of the legal paper, and the filing party shall retain such hard copy
as required by Pa.O.C.R. 3.7(b)(4) and 3.7(c)(3).
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(4) Redaction and Access.

(@) All legal papers and exhibits filed electronically shall be available
electronically to the filing parties, as the Court may provide from time to time. The Clerk
shall maintain computer terminals in the Clerk’s office for this purpose.

(b) The Clerk shall provide public access to a redacted copy of electronically-filed
legal papers and exhibits, as the Court may provide from time to time. The Clerk shall
maintain computer terminals in the Clerk’s office for this purpose.

(c) The Clerk shall redact the following personal data identifiers from
electronically-filed legal papers, including the Cover Sheet but excluding exhibits, for
public access:

i. The name of the minor in minors’ estates.
ii. Social Security numbers.

ii. Dates of birth.

iv. Financial account numbers.

v. Home addresses.

(d) A filing party shall redact the personal data identifiers listed in subsection (c)
from all exhibits to a legal paper. The Clerk shall not review exhibits to determine
whether personal data identifiers have been redacted.

(5) Filing Date.

(a) Immediately upon receipt of the legal paper, the Court shall provide the filing
party with email notification that the legal paper has been received by the Court's
Electronic Filing System.

(b) Within six (6) business hours of receipt of the legal paper, the Clerk shall
provide the filing party with email notification that the legal paper has been accepted for
filing or rejected.

(c) A legal paper accepted for filing shall be deemed to have been filed as of the
date and time it was received by the Court’s Electronic Filing System. If a legal paper is
rejected, the Clerk shall specify the reason. Subject to the provisions of subsection (d),
a rejected legal paper shall be deemed as not having been filed.

(d) Any filing party for whom the failure of the Court’'s website or the erroneous
rejection of a legal paper resulted in an untimely filing may file a petition requesting that
the legal paper be deemed filed as of the submission date. Such petition shall state the
date and time of the alleged failure or rejection. A petition alleging failure of the Court’s
website shall state why the legal paper could not be timely filed in person in the Clerk’s
office. A petition alleging erroneous rejection of a legal paper shall state why the
rejection was erroneous and why the legal paper could not be timely resubmitted.
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(6) Automation Fee. Payment of Filing Fees.

(a) Effective immediately, the Clerk shall collect, in addition to all other applicable
fees, an automation fee of $10.00 for each legal paper for which a filing fee is now
charged.

(b) Commencing July 1, 2005, the Clerk is authorized to charge the sum of $1.00
per page for each page of a legal document or exhibit which is not filed in pdf.

(c) All fees collected pursuant to this rule shall be set aside by the Clerk and
remitted monthly to the First Judicial District's Procurement Unit.

(d) The Clerk shall not accept a legal paper as filed prior to payment of the
required filing fee.

(7) Local Procedures. The Court may develop further administrative procedures, as
needed, to implement this rule and to provide for security of the electronic filing system,
as required by changing technology. All such administrative procedures shall be posted
on the Court’s website.

Probate Section Comment:

The Clerk’s staff has traditionally functioned as the Court’'s gatekeeper by reviewing
legal papers presented for filing to insure conformity with applicable rules and
procedures. Any legal paper which did not comply with the Rules of Court was returned
to the filing party. No change in the gatekeeper function is intended by reason of
implementation of electronic filing. Instead, communication between the Clerk’s staff
and the filing party may now occur electronically as set forth in Local Rule 3.7.A(5)(c)
and (d). Filing parties are encouraged to allow sufficient time to correct deficiencies in
time-sensitive matters. The Clerk’s staff will continue to be available to review the hard
copy of any legal paper prior to electronic filing to assure conformity with applicable
rules and procedures.
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Appendix 2

Drop Down Lists — See Page 1 of OCEFS

“Estate Type”

. Alleged Incapacitated Persons
. Appeal From Register

. Corporate Fiduciaries

. Decedents Estate

. Incapacitated Persons

. Inter Vivos Trust

. Marriage Application Amendment
. Minors

. Non Profit Corporations

10. Power Of Attorney

11. Presumed Decedents

12. Testamentary Trusts

13. Vecchione Guardian

OCO~NOUILEWNPE

“Party Type”

. Accountant

. Agency

. Alleged Incapacitated Person
. Attorney

. Attorney In Fact Corp Fid/Sure
. Attorney In Fact Personal

. Auditor

. Beneficiary

. Care Provider

10. Child

11. Claimant

12. Corporate Fiduciary/Surety
13. Creditor

14. Custodial Parent

15. Decedent

16. Disclaimant

17. Examiner

18. Exceptant

19. Father

20. Guardian Ad Litem

21. Guardian/Agency

OCO~NOUILDEWNPE

22.
23.
24,
25.
26.
27.
28.
29.
30.
31.
32.
33.
34.
35.
36.
37.
38.
39.
40.
41.
42.
43.
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Guardian/Institution
Guardian/Other Organization
Guardian/Relative
Incapacitated Person
Interested Party

Intestate Heir

Minor

Mother

Non Profit Corporation
Personal Rep Corp Fid/Surety
Personal Representative
Petitioner/Agency
Petitioner/Institution
Petitioner/Other Individual
Petitioner/Relative
Presumed Decedent
Principal

Petitioner/Other Organization
Settlor

Spouse

Trustee

Trustee Corp Fiduciary/Surety



“Pleading Type”

OCO~NOUILE WNPE

. Account Filed

. Ad Litem Report Filed

. Addendum Filed

. Affidavit Filed

. Amended Account Filed

. Annual Report Filed

. Answer Filed

. Appeal To Appellate Court

. Attorney IFP Praecipe/Rule 240

. Audit Papers Filed

. Brief Filed

. Disclaimer Filed

. Entry Of Appearance Filed

. Exceptions Filed

. Family Agreement Filed

. Final Report Filed

. Guardian Inventory Filed

. Memorandum Of Law Filed

. Miscellaneous Entry

. Notice Of Claim Filed

. Objections Filed

. Pet For Writ Of Attachment

. Pet Appt Guardian Minor

. Pet For Adjud Of Capacity

. Pet For Appointment Of Counsel
. Pet For Appt Of Ad Litem Filed
. Pet For Appt Of Emergency Grdn
. Pet For Appt Of Limited Estate
. Pet For Appt Of Limited Estper
. Pet For Appt Of Limited Person
. Pet For Appt Of Plenary Estate
. Pet For Appt Of Plenary Estper
. Pet For Appt Of Plenary Person
. Pet For Appt Of Succ Custodian
. Pet For Cit For Attachment

. Pet For Cit To File Inher Tax

. Pet For Guardians Discharge

. Pet For Letters After 21 Yrs

. Pet For Order To File Account

. Pet For Substitute Guardian

41.
42.
43.
44,
45.
46.
47.
48.
49.
50.
51.
52.
53.
54.
55.
56.
S7.
58.
59.
60.
61.
62.
63.
64.
65.
66.
67.
68.
69.
70.
71.
72.
73.
74.
75.
76.
77.
78.
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Pet To Act As Corp Fiduciary
Pet To Comp Minors Action
Pet To Extend Grdn Of Person
Pet To Settle Small Estate
Petition Filed

Petition For Adjudication
Petition For Allowance Filed
Petition For Cit To File Acct
Petition For Citation Filed
Petition For Default

Petition For Evaluators Costs
Petition For Finding Of Death
Petition For In Forma Pauperis
Petition For Ips Compromise
Petition For Review Hearingi
Petition To Appoint Evaluator
Petition To Buy Real Estate
Petition To Compromise Wd&Sa
Petition To Sell Real Estate
Power Of Attorney Filed
Praecipe Filed

Preliminary Objections Filed
Proof Of Deposit Filed

Proof Of Service Filed

Reply To Answer & New Matter
Row Notice Of Appeal Filed
Satisfaction Of Award Filed
Satisfaction Of Claim Filed
Schedule Of Distribution Filed
Security (Bond) Filed

Spousal Election Against Will
Statement Of Matters (1925b)
Stipulation Filed

Suggestion Of Death Filed
Supplememt To Adjudication
Withdrawal Of Appearance
Withdrawal Of Petition Filed
Withdrawal/Entry Of Appearance
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Joseph Campbell, Esquire, Law Clerk, Office of the Administrative Judge
Daniel Glennon, Esquire, Law Clerk, Office of the Administrative Judge
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Robert Stewart, Records Supervisor, Office of the Clerk of Orphans’ Court
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Chief Deputy Court Administrator
First Judicial District Of Pennsylvania

Page 31



	INTRODUCTION



