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First Judicial District of Pennsylvania 
Court of Common Pleas 
JUDICIAL CHAMBERS 

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. OCEFS

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 OCEFS 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 OCEFS 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. 

JOSEPH D. O’KEEFE 
ADMINISTRATIVE JUDGE 

ORPHANS’ COURT DIVISION 

304 CITY HALL 
PHILADELPHIA, PA 19107 
(215) 686-7342 

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 FJD 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. 

    
 

http://courts.phila.gov/
mailto:ocsupport@courts.phila.gov
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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. 
 
  

 

http://www.adobe.com/products/acrobatstd/main.html
http://www.pdf995.com/
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1.3. Setting up Portable Document Format (pdf) Software 
 

1.3.1. Pa.O.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 
questions 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 
OCEFS. 

 
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. 
 
1.4.1.3.1.2. 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. 

http://www.pdf995.com/
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2. THE ORPHANS’ COURT ELECTRONIC FILING SYSTEM  
 

2.1. First Judicial District’s Homepage –
At your computer go to your internet 
browser available through your 
Internet Service Provider (ISP). In the 
address window at the top of the 
screen, type in http://courts.phila.gov 
to access the First Judicial District’s 
Website. 

 
 

2.2. Orphans’ Court Electronic Filing System – On the FJD 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.  

 
 

 
 

 
2.2.1.1. Fill in your Username, Password and Pin and click on the Enter 

button, or 
 

http://courts.phila.gov/


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”. 
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2.2.1.4. If you 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.” 

 

 
 

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. 

mailto:ocsupport@courts.phila.gov.


 
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.  
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2.2.1.6. Spam Filters. The 
 Password issuance process is fully  
automated, and upon submission, the  
following screen will be displayed 
advising the User that an email will 
be sent immediately to the 
registered email address. Users who 
have not received their User Name,  

 

 
 
 
 
 



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:  
  
 

  
 
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. 



 
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 
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 filing submission.   

 

 
 

 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. 
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2.3.2. 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.  



 
 
 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.  

 

 

 

 
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. 

 
2.3.4.2.1 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. 
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2.3.4.2.1. You may electronically insert the exhibits at the end of the 
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.  

 
2.3.4.3. 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. 

 
 

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). 
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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. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
2.3.4.3.1.6.    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. 
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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. 

 
2.3.4.4. 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.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 

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. 

 
 
 
 
 
 
 
 
 
 

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). 

 

 
 

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.  

 



 
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.   

 

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. 

Simply  
 
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) 

 
2.5.4. 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 
 (iii) 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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 (g) 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. 
 
 (i) 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) 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.  
 
 (a) 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.  
iii. 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”  
 
1. Alleged Incapacitated Persons   
2. Appeal From Register  
3. Corporate Fiduciaries  
4. Decedents Estate  
5. Incapacitated Persons  
6. Inter Vivos Trust  
7. Marriage Application Amendment  
8. Minors  
9. Non Profit Corporations  
10. Power Of Attorney  
11. Presumed Decedents  
12. Testamentary Trusts  
13. Vecchione Guardian  
 
“Party Type” 
 
1. Accountant  
2. Agency  
3. Alleged Incapacitated Person  
4. Attorney  
5. Attorney In Fact Corp Fid/Sure  
6. Attorney In Fact Personal  
7. Auditor  
8. Beneficiary  
9. 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  
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
22. Guardian/Institution  
23. Guardian/Other Organization  
24. Guardian/Relative  
25. Incapacitated Person  
26. Interested Party  
27. Intestate Heir  
28. Minor  
29. Mother  
30. Non Profit Corporation  
31. Personal Rep Corp Fid/Surety  
32. Personal Representative  
33. Petitioner/Agency  
34. Petitioner/Institution  
35. Petitioner/Other Individual  
36. Petitioner/Relative  
37. Presumed Decedent  
38. Principal  
39. Petitioner/Other Organization  
40. Settlor  
41. Spouse  
42. Trustee  
43. Trustee Corp Fiduciary/Surety  
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“Pleading Type” 
 
1. Account Filed    
2. Ad Litem Report Filed  
3. Addendum Filed  
4. Affidavit Filed  
5. Amended Account Filed  
6. Annual Report Filed  
7. Answer Filed  
8. Appeal To Appellate Court  
9. Attorney IFP Praecipe/Rule 240 
10. Audit Papers Filed  
11. Brief Filed  
12. Disclaimer Filed  
13. Entry Of Appearance Filed  
14. Exceptions Filed  
15. Family Agreement Filed  
16. Final Report Filed  
17. Guardian Inventory Filed  
18. Memorandum Of Law Filed  
19. Miscellaneous Entry  
20. Notice Of Claim Filed  
21. Objections Filed  
22. Pet For Writ Of Attachment  
23. Pet Appt Guardian Minor  
24. Pet For Adjud Of Capacity  
25. Pet For Appointment Of Counsel  
26. Pet For Appt Of Ad Litem Filed  
27. Pet For Appt Of Emergency Grdn  
28. Pet For Appt Of Limited Estate  
29. Pet For Appt Of Limited Estper  
30. Pet For Appt Of Limited Person  
31. Pet For Appt Of Plenary Estate  
32. Pet For Appt Of Plenary Estper  
33. Pet For Appt Of Plenary Person  
34. Pet For Appt Of Succ Custodian  
35. Pet For Cit For Attachment  
36. Pet For Cit To File Inher Tax  
37. Pet For Guardians Discharge  
38. Pet For Letters After 21 Yrs  
39. Pet For Order To File Account  
40. Pet For Substitute Guardian  
 
 
 
 
 
 

 
 
 
 
41. Pet To Act As Corp Fiduciary  
42. Pet To Comp Minors Action  
43. Pet To Extend Grdn Of Person  
44. Pet To Settle Small Estate  
45. Petition Filed  
46. Petition For Adjudication  
47. Petition For Allowance Filed  
48. Petition For Cit To File Acct  
49. Petition For Citation Filed  
50. Petition For Default  
51. Petition For Evaluators Costs  
52. Petition For Finding Of Death  
53. Petition For In Forma Pauperis  
54. Petition For Ips Compromise  
55. Petition For Review Hearingi  
56. Petition To Appoint Evaluator  
57. Petition To Buy Real Estate  
58. Petition To Compromise Wd&Sa  
59. Petition To Sell Real Estate  
60. Power Of Attorney Filed  
61. Praecipe Filed  
62. Preliminary Objections Filed  
63. Proof Of Deposit Filed  
64. Proof Of Service Filed  
65. Reply To Answer & New Matter  
66. Row Notice Of Appeal Filed  
67. Satisfaction Of Award Filed  
68. Satisfaction Of Claim Filed  
69. Schedule Of Distribution Filed  
70. Security (Bond) Filed  
71. Spousal Election Against Will  
72. Statement Of Matters (1925b)  
73. Stipulation Filed  
74. Suggestion Of Death Filed  
75. Supplememt To Adjudication  
76. Withdrawal Of Appearance  
77. Withdrawal Of Petition Filed  
78. Withdrawal/Entry Of Appearance  
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