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To: CiviL MENTAL HEALTH PROGRAM STAKEHOLDERS!:

Welcome to the First Judicial District of Pennsylvania Civil Mental Health Program Electronic
Filing System Pilot Program.

Under the leadership of President Judge Frederica A. Massiah-Jackson, and, with the support of
District Court Administrator Joseph J. DiPrimio, Esquire and Philadelphia Prothonotary Joseph H.
Evers, the Court of Common Pleas has unveiled an Electronic-Filing Project for Civil Mental Health
Petitions. The undertaking was initially conceived during the term of former President Judge Alex
Bonavitacola.

As you know, Philadelphia County Civil Mental Health hearings are conducted by Mental Health
Review Officers appointed by the President Judge. In calendar year 2000, a total of 4,166 Mental
Health Applications or Petitions were filed. Of those, 3,242 were Applications under §303 of the
Mental Health Procedures Act of 1976, as amended. These Applications must be filed and heard
within 120 hours of patients' initial periods of involuntary commitment. Importantly, hearings must
be held by Mental Health Review Officers within 24 hours of the filing of the Applications.
Therefore, within hours: 1) applications must undergo Prothonotary review and satisfy conditions
for official filing; 2) hearings must be scheduled at one of five hearing sites; and 3) hearings must
be conducted.

This important initiative is designed to improve the orderly filing, scheduling and hearing of Civil
Mental Health Applications and Petitions utilizing a recent procedural rule adopted by the Supreme
Court of Pennsylvania authorizing electronic filing of pleadings.

The current Pilot Program represents the beginning of County-wide electronic filing of Mental
Health Applications and Petitions. A Pilot Program was conducted from May 21, 2001 to June 15,
2001 with the Eastern Pennsylvania Psychiatric Institute (EPPI) and the medical facilities reporting
to EPPI. We learned much from that experience, and improved the system as a result.

The current Pilot Program, for all participating Philadelphia hospitals, commences in July, 2001
and continues until August, 2001. During this time period, however, all filing hospitals must
continue to file the Petitions in the Prothonotary’s office and serve them as before, in addition to



doing so electronically. Service of the electronic Petitions will be accomplished electronically. All
parties will be able to electronically retrieve e-filed pleadings. During the proceedings, Mental
Health Review Officers will have access to the electronic documents, hold the hearings, and
immediately issue electronic orders, which will then be filed and served on all interested parties.

We need your full cooperation and assistance during this Pilot Phase. Report all difficulties you
may encounter to our Vendor, Verilaw Technologies, Inc., by using the “Feedback” link available
on the system (see top of the main screen). Should you encounter problems in filing a Petition,
contact the Verilaw Help Desk at: (610) 296-9117. During the Pilot Program, the Verilaw Help
Desk will be available from 9 A.M. to 5 P.M. thereafter, the Verilaw Help Desk will be available
24 hours a day - seven days a week.

We expect that on August 27, 2001, the Electronic Filing Program will be implemented throughout
Philadelphia County on a permanent basis. Thereafter, the filing of Petitions in the Prothonotary’s
office will be discouraged. Should you wish to file an Application or Petition in the Prothonotary’s
office, you will be charged the filing fee which has been previously waived for Mental Health
Petitions ($ 203.50 for the filing of the first Mental Health Application or Petition and $102.00 for
subsequent Applications or Petitions) together with an Electronic Filing Fee (currently $5.00). After
August 27, 2001, The Prothonotary’s office will not accept any pleading for filing in their office
without the required fees.

Should you have any questions or comments during the Pilot Phase, or thereafter, please do not
hesitate from contacting me, at (215) 686-3745.

Thank you for your cooperation and support.

DOMINIC J. ROSSI, ESQUIRE
Deputy Court Administrator, Legal Services
Project Leader
dominic.rossi@courts.phila.gov



IMPORTANT NOTICE TO PETITIONERS

Electronic vs. Hard Copy Applications and Petitions

Please note that Pa. R.Civ.P. 205.4, and President Judge Administrative Order No. 2001-01,
copies of which are attached to these materials, specifically authorize electronic filing of
Applications and Petitions pursuant to the Mental Health Procedures Act (under Sections 303, 304,
305 and 306) without requiring traditional “signatures.” Accordingly, electronic Applications and
Petitions generated through the Mental Health Program’s Electronic Filing System do not contain
“signature(s)” of the filing Petitioners, but rather the applicable name(s).

The above Rule and Administrative order, however, require the filing hospitals (or
petitioners) to maintain “the original” hard copies of the Applications or Petitions which do contain
the signatures of the Petitioner(s), examining physicians, and others. Thus, filing hospitals must
maintain within their records (or charts) Applications or Petitions upon which signatures have
been executed. The signed Application or Petition must be made available for inspection as
provided in Rule 205.4.

Accordingly, Applications or Petitions must be filed electronically through the Court’s
Electronic Filing System. Once Applications or Petitions are accepted by the Prothonotary’s office,
copies should be printed for signature by the appropriate individuals. These documents will be
maintained as the “original” hard copies of the Applications or Petitions with (original) signatures.

Questions concerning the requirements for maintaining original hard copies of the 303, 304,
305 and 306 Applications or Petitions with signatures, should be addressed to Mary Anne Jordan
or Melissa Rosenthal at (215)546-0300.

Thank you.
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Introduction

Welcome to the First Judicial District of Pennsylvania’s Civil Mental Health Program’s
Electronic Filing System.

The System provides a unique web-based environment that automates the preparation, filing and
service of Civil Commitment Applications and Petitions, as well as the process of reviewing
Petitions and issuing Orders.

The Training Materials offer a thorough overview of the System’s features, and detail the
process of preparing, submitting, serving, reviewing, and deciding Petitions. It includes step-by-
step instructions, along with examples of the System’s most important screens. These Materials
are not a comprehensive users’ manual for the CMHP System. Instead, users of the System
should rely on this information as a supplement to the hands-on System training they will
receive by the First Judicial District.

Users may not rely on these Materials for substantive information about Court rules,
requirements, policies, or procedures. Please contact, as appropriate, your hospital
administrator, the Office of Mental Health, the City Solicitor’s Office, The Defender of
Philadelphia, or the Prothonotary’s Office for such information.

User The System provides different functionality for distinct classes of users:
Classes counsel for the petitioners and respondents/patients; Petitioners and
Facilities; Review Officers; and Court Personnel.

The Petitioner-Medical Facility user class are able to access the system to
Petitioners generate and edit petitions on-line for electronic filing. They also can
Facilities search and access case information and documents residing on the System
utilizing the Case Search functionality (Name Search, and Case 1.D.
Search). This functionality is shared by all users.

Prothonotary Clerks use the System to review Petitions that have been

Court Users filed, and to officially accept or reject them for filing. Supervisory Court
Users also can generate reports and have general administrative control
over the Electronic Filing System.

Solicitors The attorneys for the parties, the Assistant City Solicitors, and attorneys
Defenders employed by the Defenders' Association of Philadelphia have read-only
access to the system, with the exception of the ability to file petitions for
review of the MHROs commitments or orders. Solicitors and Defenders

will receive notification of the filing of petitions via e-mail.
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Review Review Officers may use the System to review Petitions that have been
Officers filed with the Court, and, most importantly, to issue Orders from the
hearing sites.
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Access and Login

Accessing Users may access the FJD’s CMHP System by clicking on the link to the
the System CMHP System that appears on the Main Page of FJD’s website:
e o ..., http://courts.phila.gov, shown to the
B r—— =S8 | /. The Username will be provided
*. ' g;m’ Df_"m;m_"”'m;:l by the Court (generally the
o P username formula is as follows:

“firstname_lastname”), and the
Password will likewise be provided
by the Court. Until further notice,
a test site has been created for user
1 training. The URL is:

{ https://philamh.demo.verilaw.com.
The User Name for the test site is
the same as the User Name for the
live system; however, the password is “Password.” All users are strongly
urged to use the test site as much as possible to learn the nuances of the
Electronic Filing System’s functionality.

o e

Figure 1

Logging In The CMHP System will ask your computer to authenticate your identity,
to the through the use of the Digital Certificate that has been installed on your
System computer. You will see the following dialog box:
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Figure 2
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e = . .
e 085 G i Sy 0 ~wmmemnowe ool Verify that an authorized name

vt dudicial Distict of Pennsylvania appears in the dialog box, and

L — —

click OK. Your web browser will
ask you to acknowledge that an
application is requesting access to
a Protected item, as shown in
Figure 3. By clicking OK, you
will authorize your computer to
pass the Digital Certificate which
will authenticate you to the CMHP

PO T T = T
Figure 3 System.
13 e e _lgm1 Once you have accessed the Home
| +obae v = B[ | Dherch Do ewnry | - G0 1 |Jadem i || e R
. The Philadelphia Courts E Page, you must enter the username

#=#,  First Judicial District of Pennsybvania .

E Cht et becth Program . Escrere g St and password you were provided,
e s and click the “Login” button. The
Home Page aqq ¢ .

. System will identify you, your
iy E— function, display the petitions
L] stored on your Home Page, if any.

(See Figure 4.), and provide all of
the necessary functionality for
your role, based upon your
username and password.

Lo

[ T8 T e

Figure 4
Changing R e —— ol LR EA AV IER R RV R
Your ¥4 Eﬁﬂﬂﬁpﬁfﬁwmm clicking on the “Account
Password Er—— = Maintenance” link that appears on
Read Gnly View Home Page your Home Page. Follow the
o instructions and insert the new

bt ol e R —
6 Trps Ve [ e Ora Prapamd| Pase  Hearkhg Sin Hearag Duis

: password where indicated. Once
e you submit the changes, the
System will report whether the
changes were accepted.

.| Do not share your password with
any fellow employee since the
System tracks your use.

Ejoaw 1% T Wdsver

Figure 5
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Logging e sEb e G e wmeencfll YOU may leave the System at any
Out of the ¥ Eh"‘;h:'“'p'i’ﬁ; : time by clicking on the “Logout”

System P —— = link that appears at the upper right
Read Only View Home Page Of each screen.

Friaantfes e bevesy
PG T View [ Somn Ora Propamd| Fagem  Hearng Sm g Cur
| WE Davad 0200 oon Dot £ Fotadt 5020001 b2y
= mbmant T vy, avang e

{3 T2 Tof waset S
Figure 6
oS s v s o wme wom@ Once your browser displays a
3% FiretJudica Distret o Pennsylvanis " message confirming that you
IS I have logged out of the CMHP
User Admin System, you may close your
—— browser and terminate your
e ——— Internet session, if you wish.
-
= YT e =
Figure 7
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[ rrmicaip rm fan P el e = .
Read Only [t = 55 3 Qe v ey 2983 Imm'-w*g':l;’l Once you have logged into the
Home Page .}‘é& I:::lp;:ll:]algl‘;llpg::lﬂgfﬁhnns'rlvanla CMHP SyStel’l’l, yOll Wlll S€C a
Ak Gt Bt Hoctts Progrars - Siocronic Ring Systam | .
Pr— = Home Page that is specific to
Read Only View Home Page your particular user class. Users
e from the City Solicitor’s Office

s v T v and the Defender’s Association
i BRI el will see the System’s “ Home
Page,” shown in Figure 8.

Please note that the available

o functionality may be changed as

{3 [} T A—

Figure 8 necessary.
Searching e .. & You may use the CMHP System
and B3R Tt e Diior of Pennsybvani " to search and retrieve case
Retrieving e, information and documents
Case Case ID Search relating to active CMHP
Information Petitions. By clicking on the

Case search link, you can access
the System’s Name and Docket
search features.

e - wene= TOaccess a particular case,
Figure 9 simply enter either a Case ID

number or the last name in the
appropriate field, and click on the “Search” button.

38 o 12w - MAcrs Lot Eagorer

e — '”+‘E The System will display the
somrary “hits” or case(s) you requested.
Smemn Upon selection of the case
sought, you will see
comprehensive case information
in three categories: Summary;
Parties; and Documents. To
access any of the documents
relating to a particular case,

o —wene= simply click on the appropriate
Figure 10 link from the Case ID View
page.
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il car.srerlass_g g ri lorm Cxsrerthor| Wl e 467 - kikroncll Indmert Capkores

v ey [ 8 oo @ When you click on the link to a
¢ document, your computer will
Men S FRIGF LEH ror automatically launch Adobe
'''''' Reader® in order to display the
document on your screen. You
may save and print any
document by clicking on the
icons in your browser’s tool
bar. To return to the Case ID
e = View page, simply click your
Figure 11 o browser’s “Back” button.

Retrieving ~m You may retrieve blank forms
Blank 3% First udieial Districs of Pennsylvania by clicking on the “Form
Forms e Library” link from the Read

Form Library Only View Home Page. The

System will display a list of
links to all of the forms that are
available online. (See Figure
12.). Click on the
corresponding link to retrieve a
5 seme—2 form. The “blank” forms cannot
Figure 12 be completed on-line, but are
made available for ease of

review.

o ary 3 T BT OnT G W Bl - MAraace Iisarrist

S e e «+m The System will then display

- 2 the form you selected using
Adobe Reader.® As with any
document displayed in Adobe
Reader®, you can save or print
blank forms using the icons
appearing in your browser’s
tool bar. To return to the Form
Library page, simply click on
1= your browser’s “Back” button.

L= EEEra I

Figure 13

T Tl et
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Petitioner Functions

Navigation The CMHP System features navigation tools that appear at the top of
each data-entry page for all Petition types. Each page shows the User;
Petition Type; and Patient Name for the current Petition.

e =l :
ok v = < @] Q) Doeac rvomes Gy | e a6 H wares oo || e " [
At any time, you may move
y The Philadelphla Courts = ..
&=k FirstJudicial District of Pennsylvania from one part of a Petition form
- A Rdaniol fiectth Program - Eciionis Fng Spden

to another, by clicking on the
buttons that appear in the
navigation bar at the top of the
data-entry fields of each page.
e || The System automatically

highlights the button
ET————— ~ corresponding to the current
m: —— o= page. For example, in Figure
Figure 14 14, the “Part One” button is

highlighted, indicating that the
current screen is displaying the data-entry page for Part One of the

Petition.
Preparing SR e T E T :F'u;’| Petitioners/Hospitals may
a New I35 Foeet Sudicial Disteich of Pemnsyvania perform a variety of functions
. - 4 i Wooeh Frogeoem - Bincrorss g Satom . .
Petition Er - - = online, pursuant to their User
Facillly Home Page Rights, including preparing

Petitions; reviewing Hearing
Calendars; generating lists and
retrieving Forms from the
System’s Forms Library. (See
Figure 15.)

Figure 15 To prepare a new Petition,

simply click on the link marked
“Prepare new petition”, which appears on the Facility Home Page. Doing
so will bring you to the “New Petition” page, shown in Figure 16. From
this page, you can begin preparing a new Petition by clicking on the
desired Petition type.
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Data For each Petition type, the CMHP System contains a series of data-entry
Entry screens that replicate the original paper-based process of completing
Petitions under the MHPA.

[t = 2 ~O15 8 Qe S Gy |75 == =& For example, in order to
- The Philadelphia Courts g el

,,&@7_% I;nsl Judicial Dishid_?f Fennsylvania prepare a ncw 303 Petltlon,
E—— = simply click on the link marked
New Petition “303" from the “New Petition”

8y page. You will see a series of

2 Barpsim data-entry pages that replicate

the original paper-based 303
forms.
o 15 Ty waree 3
Figure 16
e e @l Figure 17 illustrates the first
The Fhiladelphia Courts 7

,?\%‘& First Judicial District of Pennsyhania data‘entry page fOI' a 303

L= G Lcnicl Hocth Frogeaen « Biocronkc Ring Sysferm .. . .
P —— - Petition. To begin preparing a
New 303 Petition new 303 Petition, simply enter
| —— the appropriate data in the
e — ; fields that appear on the screen.
N
- o3| The field marked “Requested

Figure 17 Hearing Date” features a drop-
down list of available hearing
i __ dates and facilities. Please note
BT e ——— mes8 that the Petitioning Hospitals
- The Philadelphia Courts ) A
#igth  Fiest Judicial District af pennsylvania must schedule their cases at the

o

S s s previously designated hearing
Pew 95 Paion site, on the assigned day(s). To
make your selection, scroll
through the list and click on the
down-arrow to the right of the
“Requested Hearing Date” data-
entry field. (See Figure 18).

Frouwe arew A0 Prgon

AT Ul FTE
Figure 18 The System features a similar
drop-down list for Petitioner

Facilities as well.

Page 10
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You can proceed to the next data-entry page by clicking on the “Save and
Continue” button.

Patient R P e T T &1 The System will then display a
3 Fivct Tadieial Dictrict of Pennsybania data-entry screen for Patient
i Mot Hootk Prograr - Liocrorks Fung Sefarn
P r— = information, as shown in Figure
303 Petition 19. You may enter free text in

Falaers:
T T T T T T

Femunre
R

——
—
Lt Harre | ——
[
—
—
—
,__|
[
—

some fields. Others feature

- drop-down lists. For example,
you may enter any appropriate
alphanumeric text in the fields
for the Patient’s first, middle,
4 and last names.

aae
S e

[ e
Az

Cure

adres

Addns [T

oy

o [ B T wamret

Figure 19

T e e wen @ Similarly, the last field on the
e Patient information page will
accept text to describe any
criminal proceedings or
detentions to which the Patient

|
N B may be subject.
—_rrr=a

The System provides fixed
choices for fields like
: _ J “Gender”, “State”, and
;D}"gure 20 **"" “Hearing Location and Date.”
You can move among fields by
using the “Tab” key, or by scrolling down the page using the scroll bar
located at the right of the screen.

somChangrs | smmasdcastian | Evini |

B —— = The System restricts data
o = formats for some fields. The
required data formats for any
restricted fields are shown in
parenthesis following the field
labels. For example, the
System requires that dates be
? | entered in the mm/dd/yyyy

4| format. (See Figure 21.)

Semhanges || Semasécaniinn || oot |

A prhat bt H

&t T Tl

Figure 21

Page 11
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Exhibits

You may submit exhibits to the Court along with a Petition using the
System’s automated fax processing feature. The System automatically
generates a fax cover sheet that you must use to fax your exhibit to the

System.

30 7. Covvor St Rt - Vikromalt Irmbermt Coganer

atak v = < @G A Qenr hrvomes ey | S a6

% The Philadelphia Courts
&a%  First Judicial District of Pennsylvania
gty

3 BRI et Progeorm - Esciioris Fing Setem
i user Fied e

Fax Cover Sheet Request

Carecata Fas Cavmt Page Far

= »m@ To submit an exhibit via fax,

simply click on the link marked
“Add exhibit by fax”, which
appears at the bottom of the
Patient information page.

| The System will then display
the Fax Cover Sheet Request
page, as shown in Figure 22.

e —seme——= YoOUu must enter a page count for

Figure 22 your exhibit, along with a brief

description identifying the

st

document(s) in the appropriate fields.

L ey i T r o o - Maraanit Inks
pak v = = B A Qoewor Srevms Geory (S E D
[ E B e T @ s F b+ + DO A e G

=l

w0 om@ When you click the “Submit”
= button on the Fax Cover Sheet
| Request page, the System will
automatically generate a cover
sheet. (See Figure 23.) You
must print the cover sheet,
e place it on top of your
s exhibit(s), and fax the cover
sheet and exhibit(s) to the
telephone number shown on the
cover sheet. When the CMHP
System receives your fax, it
will automatically convert the file and include your exhibit(s) with your
Petition in the appropriate case record.

ThE COVER SHEET

FAGES (wasludizg cevaz|

BESCKIPTION:
62 Paritiss.

YR B I R i
e

Figure 23

&

Page 12
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Petitioner When you have finished entering data on the Patient information page,

you can proceed to the next data-entry page by clicking on the “Save and
Continue” button at the bottom of the page. Or, you may click on the
“Save Changes” button at any time in order to save the data that you have
entered on a particular page without then proceeding automatically to the
next page. Itis strongly recommended that the user periodically save
the information, since the System has an automatic “time-out”
feature (the system logs out if inactive for a predetermined period of
time). Any information not saved before the system times out will be
lost.

After clicking on the “Save Changes” button, your browser will continue
to display the same page, allowing you to continue entering or editing
data in any of the fields on that page.

mees o~z Once you click on the “Save

e I e e e I s ]

Tgh e duddalplatrit of Penneylvant. and Continue” button from the
= Patient information page, the
303 Petition . .
et teven R System will display the
(T TN T T TR T o, . .

e — Petltloper 1nformat19n page.
. — (See Figure 24. Notice that the
L e | .. .

ol “Petitioner” button is

- highlighted in the navigation
e — bar.)

Pratanar Tl ’7 | |

Srva Chaages || Smmasdamins | =
o T il e .o, . . .
Figure 24 On the Petitioner information

page, you may enter data
identifying the Petitioner to be associated with the current Petition.
When you have finished entering data on the Petitioner information page,
you may proceed to the next data-entry screen by clicking on the “Save
and Continue” button, or by using the navigation bar at the top of the

page.

Page 13
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Part I R P T e g8 After you have completed the
. The Philadelphia Courts = .. . .
Xk First dudicial Distrct of Pennsylvania Petitioner information page, the
e s System will display the data-
208 Petifion. | entry page for Part I of the
== == = == == == current Petition. Figure 25
S shows an example of Part I of a
i e B et || 303 Petition.
i o e = Once you have finished
Efﬂl —— I entering data on the Part [ page,
Figure 25 you may proceed to the Part I1
data-entry page by clicking on
the “Save and Continue” button at the bottom of the Part I screen, or by
clicking on the Part II button in navigation bar at the top of the screen.
Part 11 A P e e o~ Figure 26 shows the data-entry

| =k = = < @ Q) Bzewen rese ey |5 a0 w0 @

- The Philadelphia Courts
h& First Judicial District of Pennsylvania
— G MBRA Heokh Frograrm - Fieaticnis FVng Sysiem

7 page for Part II of a 303

s se Fred Bven

303 Petition

Patiert:Sieven Rawie

(CTI (ST T (TR (TR T

Frstan 302 Part 8
T Saberfa s

e et of g -

Petition. The Notice of Intent
to File a Petition for Extended
Involuntary Treatment and
Explanation of Rights is

et
BT T3 Vaskers bt e

Uit e
 Caeznct udamie funs gt

i o pavin g e
S Tatn  —

Cirvm Chuangen Sewre and Cavlrnm

included as part of the Petition.
(See Figure 27.)

=1

@ Once you have finished

5 entering data for Part II, you
may proceed to the Part I11
page, if appropriate, by clicking
on the “Save and Continue”
button at the bottom of the Part
II screen, or by clicking on the
Part III button in navigation bar
at the top of the screen.

Figure 27

Page 14
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Part I11 E 10 1O e eSO NS weco »-m@ 1he CMHP System’s Part 111
ST8 Firct Juicial Distict of Pennsylvania 7| Page provides fields for the
L £ Marfal Hecth Program - Siecticris fing Seitem oy .
P i’ T entry of text describing the
303 Petition findings from a physician’s
Palient: Sleven Rawle . .
examination, as well as the
recommended treatment. You
T may enter an unlimited amount
o of text in these fields.
J -
- S T
Figure 28
Submission i"”ﬂ Sty Zie o w0 aares do *;IE’-%' Once yOll haVe Completed Part
to Court ¥t I{';,';'J.'.'ﬁ._‘l'ii',’&‘:,ﬁ'ﬁi‘.’,‘?p.,_n_f,é,..,a.,.a II1 of a Petition, you may click
— e on the button marked “Save
203 Petition Changes and File with the
s sz | Court.” The System will then
i provide you with one last
opportunity to return to any of
the data-entry pages to enter
more information or edit
_ existing information before you
Fi e submit the final Petition to the
igure 29
Court.
308 e O ey N X T *ﬁ'gl'é' After you indicate that you are
$3A  First Judicil Disrict of Pennsylvania finished entering data and click
it L MY RO Fogrorm - FECiions FUrg Sesm « ‘o5
s on the “Submit” button, the
303 Petition System confirms that it has
o B submitted the Petition to the
Prothonotary for review. (See
Figure 30.)
You will automatically receive
notification via email once a
b= B =] ier . : « 29
Figure 30 the Petition is officially “filed” -

or accepted by the Prothonotary.

If the Prothonotary clerk rejects your Petition, you will receive an email
message notifying you of the reason(s) for the rejection.

Page 15
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Pending S T e ﬁi] The Facility Home Page
Petitions SIh ot TudicarDic of Penssyhasa provides a list of pending
T v st Petitions that have been
Facillly Home Page prepared by the current User.

The list of Petitions includes
. incomplete Petitions as well as

e s — Petitions that have been
Sm——— submitted to the Court. You
may edit any Petition in “Data
Entry”’status by clicking on the

o cewema | “EDIT” link associated with

Figure 31 that Petition. Doing so will
return the first data-entry page for that Petition. From there, you may add
new data or change existing data on any data-entry page. You may
navigate among the various data-entry pages by clicking the “Save and
Continue” button, or by using the navigation bar at the top of each page.

Fas

B e— -ge Y ou may view any Petition that
., The Philadelphia Courts = has been emailed to the Court
.!“_f&j Filr_st _!lulfit_:la! District of PE_N_I?§:!|¥BI‘II! . . X
T SR R R e by clicking on the associated
View 304b Petition “VIEW” lll’lk The System Wlll
e B display a case information page

Fremmmes

e ke
=20 teve

that includes important data

associated with the Petition,

S o along with links to the
documents filed with the Court.
By clicking on the links, you

o Sl can view and/or print the

Figure 32 documents.
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e S P OF PENNSYLVANIA
VERILAW i

Civil Mental Health Program

Electronic Filing System

Training Materials - July 2001

Review Officer Functions

. . (2 svican i v s it gt =lel) i
Viewing e - @ When a Mental Health Review
Hearing ¥ Fist Sodical Dikics of Pennsylvanis ~ Officer enters the CMHP
Lists o mimmm e System using his or her unique

Hearing Officer Homs Page username and password, the
Review Officer will first see the
MHRO Home Page. The
2@l MHRO Home Page features a
T o o i drop-down list of hearing dates
g;mmﬁ%ﬁ@mgm and sites. By clicking on the
e  down-arrow and scrolling
;‘igure 33 e through the hearing schedule,
you may select the particular
hearing date and location to view the cases scheduled for that date and
location.
|3 e b e e Mo ke g =leinl : L
Sh e+ 033 Qe evom ey 02 W - oo «-m@ From the list of Petitions
.!_l:;,ifa :rr:tzwzzgiigpg::tﬁ‘;‘:?hnﬂsvlvanla scheduled for a partiCUIar
W Manil Heoth Program - Fieciioni Fing Sedem . . .
P hearing location and time, the
Hearing Officer Home Page MHRO can go directly to any
Petition by clicking on the
“View” link associated with
|m|||.Em-nun:||cnln ~TEABANNT L AW =] Gl that Petltion.
N —
e 08 0 oo
e 15 O (o oo
e (1=} Y
Figure 34
- e 305 v b ko - miromet Bmd et Eparer - g " ;Lﬁ
- H ek v = - QG A Drewn e Gewey (Jr D W QD Aden O || Pe T b . b
Vle\_N_lng a 7 The Phldeohi cours = The System s View P_etltlon
Petition b e el ittt ol page provides a concise
e wves hewegitier [P Summal'y Of lmportal’lt
View 303 Petition . . . .
P — information contained in each
—— Petition. The page also
includes links to the Cover
- Sheet, Petition, Orders and

Docket History for each case.

)0 [T T

Figure 35
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TR DT T A YRS OF PENNSYLVANIA
VERILAW o

Civil Mental Health Program

Electronic Filing System
Training Materials - July 2001

b = .= Clicking on the links to the
e e - Cover Sheet and the Petition
o will display those documents on
your screen. For example,

S Figure 36 shows the 303
Petition for Peter Clarke. As
with all documents residing on
the CMHP System, you can
save or print each Cover Sheet
and Petition.

ARPLICATION FOR EXTEMOED INVOLUNTARY TREATMENT
ESTAL FEALTY FROCERVELS MIF 04 110
[ty

I - - - g 1f you click on the Docket
b G e " History link, the System will
oo - display the Case ID View for
amsry the selected case. This page
o P provides comprehensive case
e information in three categories:
— Summary; Parties; and
e Documents. To access any of
cxem the documents relating to a
e — ~ particular case, simply click on
e sem=— the appropriate link from the
Figure 37 Case ID View page.
Entering T ——=s Y OU Ay View a list of
an Order 4o IPssem couts 2 available Orders by clicking on
o nathc - st Ay i the “Issue Order” button from
\WWW;’E“LN the Petition page.
Patient: Peter Clarke (B1&5HI004)
oot e Once you click on the “Issue
E — Order” button, the System will
e T display the Issue New Order
et page, as shown in Figure 39.
Lo |
&t - T ~
Figure 38
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[ nwse rora ot hronat e e =ledn)
ek == - @D @ ereoms deon | o 8 sam fm *J__dn The ISSU,G Ordel‘ page ShOWS a
55  Tnebhlladelphla Courts " list of available Orders for the

.!fj;,% First Judicial District of Pennsylvania
- A AR R PIOORa - Fiscinonis FYng Sydsm

. Petition you have selected.

Issue New Order You may enter an Order by
clicking in the radio button next
to that Order, and then clicking
on the “Submit” button.

= e —
Figure 39
T e —— wwex Figure 40 shows the data-entry

- The Philadelphia Courts
‘l!"':;_{_. First Judicial District of Pennsylvania
Ay

screen for an Order for

T Extended Treatment. Each of
Extended Treatment the Order screens has several
e Pt ke 010N data-entry fields that you may
S w— . complete before issuing the

b Order. After entering data, you
e g may click on the “View Order”
i e s link to view the Order before
- submitting the Order to the

S Chianges. o |
Eioa [T T et Court_
Figure 40
R e o 228 The System will warn you that
e s “ the data you have entered on

xtended Treatment .
B— the Order screen will not appear
P on the Order form unless you
e s n| have saved the data. To do so,

R st i g ————————— x

_— e simply click the “Save

= ==l | Changes” button to save the
o T P data before leaving the Order
— screen.

e Clasges

— I

CJ = 7 T il =
Figure 41
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505 ooy e s e @ Once you save your changes,
I e 2 then click the “View Order”

' link, the System will display a
draft of the finished Order
which will include the data you
have entered.

I3 4he oot o8 Cararnen Flens of Piladelpiia oty

After you review the draft
Order, you may return to the
prior data-entry screen by

=* clicking on the “Back” button in
Figure 42 your browser.

You may change any data appearing in the data-entry page, and toggle
back to view a draft Order by saving your changes, and then clicking on
the “View Order” link. You may submit the finished Order to the Court
by clicking on the button marked “Save and Submit Order.”

L S——— o | Rl At that point, the System
g e * requires that you review the
o S R Order a final time before the
Extended Treatment System will submit the Order to
Patient: Peier Clare (B185HIN04) > the Court. You must
ﬁanmm)wwu.l-:lelm I’HIH_ | . .
e o e e vt acknowledge this requirement
- = by clicking on the button
= marked “OK” that appears in
the warning dialog box, shown
in Exhibit 43.
e TR =
Figure 43

Then, you must review the final
Order, by clicking on the “View Order” link. You may also return to the
data-entry screen in order to edit any of the data you have entered there.

Once you are satisfied with the Order, you may submit it to the Court by
clicking in the radio button marked “Issue Certification/Order.”
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R i e e T wm o oom Figure 44 shows the screen that
38 First udical Disteictof Pennsyvania ~ will follow to confirm your

Ikt i o submission. You may click on

Extended Treatment the “View Order” link to view

i e the final Order as it was

submitted to the Court. You

' may also return to the Hearing
Officer Home Page, by clicking
on the “Home” link.

G T

Figure 44
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First Judicial Bistrict of Peuusylvania
Court of Common Pleas of Philadelphia County
Civil Mental Health Program

Electronic Filing Program

Hardware and Software Requirements
for
Hearing Sites & Hospital Facilities Filing Mental Health Applications and Petitions

HARDWARE

Personal Computers: Each user who will access the Mental Health Electronic Filing System will do
so through a personal computer connected to the Internet. We recommends that the users maintain IBM
compatible personal computers (PC)running Windows NT or Windows 2000 operating system. These PCs
are typically configured with 500 Mhz (or faster) processor, 128 MB RAM, and an SVGA 17” Monitor.
The monitor should support 800X600 resolution, although, 1024X768 is preferred.

Printer: A laserjet or deskjet printer is required at the hearing sites.
SOFTWARE

Web Browser: Internet Explorer Version 5.5 or Netscape Navigator Version 4.7 is highly
recommended. Cookies and JavaScript must be enabled on the browser.

Adobe Reader, latest version, for viewing only, is required. (May be downloaded free of charge
from “http://www.adobe.com”).

Exhibit transmissions will be posted via HTTP or HTTPS standards
NETWORK

Connection to the internet is required via your facility’s network or a through a direct connection. It is
recommended that a dsl or cable is used. Modem access should be sufficient although slower.

EMAIL ADDRESS

An email address to be used only for purposes of receiving Mental Health filing notices. We suggest that
the email be in the folllowing format: “[name or initials of the facility].court@|domain name].

OTHER

Additional software will be added to the users’ desktops, at no cost to the user, to insure the security of the
data as it is exchanged from the facility to the Court.

If you have any questions, please contact Dominic J. Rossi, Esquire,
Deputy Court Administrator, Legal Services, at dominic.rossi@courts.phila.gov
(Phone #(215)686-3745)

FJD061501



Installing Client Side Certificates

Summary
This document describes how to install client side certificates on your machine.
Steps for Netscape

You must be supplied with a reference number and an authorization code.

1. Go to https://cert.verilaw.com/cda-cgi/clientcgi.exe?action=userCerts

2. Click on the "Web Browser Users" button

3. Click on "Retrieve a user certificate for your web browser"

4. Select a key length of 1024 (high grade)

5. You should then be in a screen called "Generate a private key". Hit OK

6. The first time you do this in Netscape, you will be prompted to create a
Communicator Password. Don't lose this password.

7. You'll then be in the "New Certificate Authority" screen. Hit Next three times.

8. When asked, choose "Accept this certificate authority for certifying network
sites". The other checkboxes should be turned off.

9. When asked "Warn me before ..." leave that checkbox turned off.

10. When asked for a name for certificate authority, supply "Verilaw CA".

11. At this point you should be able to use Netscape to view the site that requires
client side certificates.

Steps for MS Internet Explorer (version 5.5)
You must be supplied with a reference number and an authorization code.

Go to https://cert.verilaw.com/cda-cgi/clientcgi.exe?action=userCerts

Click on "Retrieve a user certificate for your web browser"

Enter your reference number and authorization number

For Cryptographic Service Provider (CSP), select either "Microsoft Enhanced

Cryptographic Provider v1.0" or "Microsoft Base Cryptographic Provider v1.0"

and Click 'Submit Request'

5. Hit OK when presented with "An application is creating a Protected item"

6. When prompted "Do you want to ADD the following cert to the Root store? ....
Click Yes

7. At this point you should be able to use MS Internet Explorer to view the site that

requires client side certificates.

=

n

Proprietary Information of Verilaw Technologies, Inc.
Not for redistribution without consent of Verilaw.



OFFI CE OF MENTAL HEALTH
MENTAL HEALTH HEARING SCHEDULE

MONDAY

TUESDAY

!—‘—\

!—‘ﬁ

WEDNESDAY
(Every Other

Week)

Norristown
State Hospital
(9:30)

THURSDAY

FRIDAY

Norristown
State Hospital

Friends (9:30) EPPI (9:30) AEMC (9:30) Girard (9:30)
\ \ \ \
Friends EPPI AEMC Girard
\ \ \ \

Mercy Hahnemann Jefferson Neumann
\ \ \
Kirkbride Presbyterian Charter-
Fairmount
\ \
Parkview Belmont Progressions

Temple

Friends (9:30) EPPI (9:30)
Friends EPPI
Mercy Hahneman
Kirkbride
Parkview

AEMC (9:30) Girard (9:30)
\ \
AEMC Girard
\ \
Jefferson Neumann
\ \

. Charter-
Presbyterian Fairmount
\ \
Belmont Progressions
\
Temple




WEST' S PENNSYLVANI A RULES
OF COURT

PURDON S PENNSYLVANI A

CONSOL| DATED STATUTES
ANNCTATED

PENNSYLVANI A RULES OF Cl VI L
PROCEDURE
BUSI NESS OF COURTS

Rule 205.4. Electronic Filing
and Service of Legal
Paper s

(a) As wused in this rule,
the foll ow ng words shall have
t he foll ow ng neani ngs:

"electronic filing," t he
el ectronic transm ssi on of
| egal papers by neans other
than facsimle transm ssion,

"filing party," an attorney,
party or other person who
files a legal paper by neans
of electronic filing, and

"l egal paper,"” a pleading or
ot her paper filed in an
action, but not including

(1) a wit of summons

or a conplaint that s
original process namng an
original defendant or an

addi ti onal defendant, unless
the court by local rule
provi des ot herw se, or
(2) a notice of appeal
from an award of a board of
arbitrators or a notice of
appeal or other |egal paper,
t he filing of whi ch S
prescribed by the Rules of
G vil Procedure Gover ni ng
Actions and Proceedi ngs before
District Justices.

(b) Aparty my file a |egal
paper with the prothonotary by

nmeans of electronic filing if
el ectronic filing is permtted
by general rule, rule of court
or special order of court.
The filing shall be in the
f or mt of Adobe PDF
WrdPerfect for Wndows or
Mcrosoft Wrd for Wndows.
Except as otherw se provided
by law, a l|egal paper filed
el ectronically shall be deened
t he equi val ent of the original
docunent .

(1) The electronic filing of
a | egal paper constitutes

(i) a certification by
the filing party that the
ori gi nal hard copy was
properly signed and, where
applicable, verified, and

(ii) a certification as
provi ded by the signature to a
| egal paper under Rul e
1023(b), the violation of
whi ch shall be subject to the

sanction provision of Rule
1023(c).

(2) (i) The filing ©party
shall rmaintain the original
hard copy of the docunent
filed.

(i1) Any other party at
any time may require the
filing party to file the
original hard copy by filing
with the prothonotary and
serving upon the filing
party a notice to file the
original hard copy with the
prot honotary within fourteen
days of the filing of the
noti ce.

*204 (c)(1) The prothonotary

when authorized to accept
filings by el ectronic
transm ssi on shal | provi de



el ectronic access at al

tinmes. The tinme and date of
filing and receipt shall be
t hat regi stered by t he

prot honotary's comput er
system
(2) The prothonotary may

designate a website for the
electronic filing of |ega

papers. Access to the website
shall be available by the
attorney identification nunber
i ssued by t he Court

Adm ni strator of Pennsylvania
or an identification nunber
i ssued by t he website
adm ni strator.

(d) Afiling party shall pay
the cost of the electronic
filing of a legal paper by

depositing wi t h t he
pr ot honot ary, in advance,
sufficient f unds or by

aut hori zing paynent by credit
or debit card.

(e)(1) A filing party shall
be responsible for

(i) any del ay,
di sruption, interruption of
the electronic signals and
readability of the docunent
el ectronically filed, and
(ii) the nmaintenance of
sufficient f unds deposi ted
with the prothonotary or of a
credit or debit account to
cover the cost of electronic
filing.

(2) The filing party accepts
the risk that a docunent filed
by neans of electronic filing
may not be properly or tinmely
filed with the prothonotary.

(f) Wien electronic filing
is permtted as set forth in
subdi vision (b), the court by
| ocal rule shall provide for

(1) a filing status
nmessage to the filing party,
(2) the maintenance by
t he pr ot honot ary of an
electronic file only, or of
such electronic and such hard
copy files as set forth in the
rul e,

Note: A hard copy
le is not required by
is rule. If the Iocal
le requires a hard copy

file, the requirenent may
extend to all cases or
only to certain specified
cases. For exanple, the
court may require hard
copy files for cases
listed for trial or
scheduled for argunent
while maintaining only
el ectronic files for all
ot her cases.

(3) additional procedures,
if necessary, to ensure the
security of the web site and
the electronic files,

(4) pr ocedur es for t he
paynment of prothonotary's fees
and costs, and

(5) such other procedures and
matters necessary to the
operation of a system of
electronic filing.

fi
th
ru

(g) Copies of all lega
papers other than origina
process filed in an action or
served upon any party to an
action may be served

(1) as provided by Rule
440 or

(2) by el ectronic
transm ssi on, ot her t han
facsimle transmssion, if the
parties agree thereto or an
electronic nmail address is
i ncluded on an appearance or
prior |egal paper filed wth
the court in the action.
Service is conplete when the
| egal paper is sent. A paper
served electronically i's



subject to the certifications
set forth in subdi vi si on

(b) (1).

*205 Not e: An
el ectronic nmail address
set forth on letterhead
is not a sufficient basis
under this rule to permt
el ectronic service of
| egal papers.

See Rul e 236(d)
provi ding for the prothonotary
to give notice of orders,
decrees and judgnents, and

al so ot her matters, by
facsimle transm ssi on or
ot her el ectronic neans.

See Rul e 440(d)
governing service of |ega
papers other than origina
process by facsim |l e
transm ssi on.

CREDI T( S)
2001 El ectroni c Pocket Part
Updat e
Adopt ed June 14, 1999,
effective July 1, 1999.
Amended Nov. 28, 2000,
effective Jan. 1, 2001.
Amended June 8 2001,

effective July 1, 2001.
HI STORI CAL NOTES
EXPLANATORY COMVENT- - 1999

2001 El ectroni c Pocket Part
Updat e

Rul e 205. 4 gover ni ng
el ectronic filing and service
of legal papers is a tenporary
rule and is intended as a
further step in the process of
introducing the concept of
el ectronic docunents into a
system accustoned solely to
paper docunent s. It is
anticipated that changes in

the procedural rules wll be
needed as technol ogy
progresses and the actual
experi ences of those counties
whi ch utilize this rule
denonstrate t he need for
nodi fi cations. For t hat
reason, a termnation date of
Decenber 31, 2001 has been set
for this rule.

The purpose of the rule
IS not to provi de a
conpr ehensi ve manual but ,
rather, a framework upon which
a local court can proceed with
the electronic filing and
service of |egal docunents
while allowing the flexibility
to adapt the process on the
basi s of actual experience.

The rule addr esses
several aspects of electronic
filing. |t provi des

definitions of key terns,
contains a description of the
form content and handling of
docunents, and an enuneration
of the responsibilities of the
prot honotary and the parties.
The rule concludes with the
pr ocedur e for el ectronic
service of |egal papers.

Subdivision (a)(2) is
the definitional provi si on.
The subject of the rule,
"el ectronic filing", S
defined as the electronic
transm ssion of |egal papers
but t he term excl udes
facsimle transm ssion which
i s governed by Rule 205. 3.

Most inportantly, t he
term "l egal paper"” is defined
as excluding original process
unl ess the court by local rule
provi des ot herw se. For the
purposes of this tenporary
rule, the local court is in a
better position to mneke the
determ nation of whether to
i nclude original process based
upon a know edge of t he
court's technol ogi cal
capabilities.



Subdi vi si on (b) is
concerned with the form and

content of the I|egal papers
t hensel ves. Three conputer
formats are explicitly
designated for |egal papers
whi ch ar e filed

el ectronically. Adobe PDF was
chosen because it is becom ng
a national ly recogni zed
standard format and has a
great deal of flexibility in
terms  of its ability to
i ncl ude other nedia beside the
printed word. WordPerfect for
W ndows and M crosoft Wrd for
W ndows are included as they
are the two nost comonly used
wor d- processor sof t war e
packages.

*206 Regar di ng
| egal papers thensel ves,
Rul e 205.4(b) (1) provides

t hat t he el ectronic
filing of a l|egal paper
constitutes t he sane
certification as a
signature on a

traditionally filed |l ega
paper under Rule 1023.

Paragraph (2) conpletes
subdi vision (b) by requiring
that the filing party maintain
the original hard copy of the
| egal paper and also by
provi ding a procedure by which
any other party to the action
may require the filing of the
original hard copy. This is a
nmeans of ensuring t he
integrity of the filing system
and the genuineness of the
|l egal papers filed by the
parties.

The burden of
est abl i shing t he physi cal
el enents of the system is
pl aced upon the prothonotary.
Subdivision (c) requires the
pr ot honot ary to provi de
el ectronic access at all tines
and a nmeans for recording the

time and date of the filing
The subdivision also permts
the prothonotary to designate
a website for the electronic
filing of |egal papers. Under
Rul e 205.4(f), the
prothonotary is required to
make available to the filing
party a filing status nessage
which would confirm that the

| egal paper was filed
successful ly. The same
subdivision also permts the
pr ot honot ary to mai ntai n

either an electronic file only
or both electronic and hard
copy files.

In or der to t ake
advantage of the convenience
which the rule will provide, a
filing party wll also bear
i mport ant responsibilities.
Subdi vision (d) requires that
the filing party pay the costs
of electronic filing by the
advance deposit of sufficient
funds with the prothonotary or
by the use of a credit or
debit card.

Most i mportantly,
subdi vi si on (e) expressly
provides that a "filing party
accepts the risk that a
docunent filed by nmeans of
el ectronic filing may not be
properly or tinely filed with
the prothonotary.” Thi s
|atter provision is based upon
the concern that the i medi acy
of the electronic transfer of
| egal papers may foster

i ncreased dependency upon
| ast-m nute preparation and
filing, leaving insufficient

time in which to renedy either
a deficiency in the Ilega
paper being filed or the
inability to effectuate the
filing.

Subdivision (g) of the
rule provides for electronic
service  of | egal papers.
Paragraph (2) provides that
service of such papers shall



be deened conplete when sent.
This provision is designed to
be the electronic equivalent
of the rule for service by

mail as set forth in Rule
440(b) which provides that
service IS conpl ete upon
mai | i ng.

Service of |egal papers
electronically requires the
consent of the person to be
served ei t her by witten
agreenent or an electronic
mai | address on a prior |ega
paper filed with the court. A
note to the proposed rule is
explicit in stating that such
an electronic nail address on
an attorney's letterhead is an
insufficient basi s for
el ectroni c service.

*207 Additionally,
Rul e 440 governi ng
service of |egal papers
ot her t han ori gi nal
process has been anended
by adding a paragraph to
t he not e foll ow ng
subdi vi si on (a) (1) (i)
cross-referring to the

service provisions
contained in new Rule
205. 4(9).
2001 El ectroni c Pocket Part
Updat e
2000 Anendnent: The 2000
anendnent, in the note under

subd. (g)(2), added the second
and third paragraphs.



IN THE COURT OF COMMON PLEAS OF PHILADELPHIA
COUNTY
FIRST JUDICIAL DISTRICT OF PENNSYLVANIA

President Judge Administrative Order
No. 2001-01

In re: Electronic Filing of Legal Papers Involving Proceedings Pursuant to the
Mental Health Procedures Act. Adoption of Phila. R. Civ. P. No. 205.4

ORDER

AND NOW, this 2nd day of January, 2001, in order to facilitate the filing of
applications and petitions pursuant to the Mental Health Procedures Act of 1976, as amended, and
pursuant to Phila.R.C.P.No. 7109, in light of the time requirements for the filing, scheduling, and
conclusion of the hearing, and in order to fully take advantage of Pa.R.C.P.No. 205.4 which
authorizes the establishment of a rule for the electronic filing and service of legal papers, IT IS
HEREBY ORDERED, ADJUDGED and DECREED that the within Order adopts, on a temporary
basis, Phila.R.Civ.P.No. 205.4 as follows:

(a) General Rule. (1) Except as otherwise provided by subsection (2) of this rule,
parties shall file legal papers, including original process, with the Prothonotary by means of
electronic filing in any civil mental health matter filed pursuant to the Mental Health Procedures
Act of 1976, as amended, and Phila.R.Civ.P. No. 7109.

(2) Notwithstanding subsection (1), appeals to appellate courts filed from orders issued by
the Court pursuant to Petitions for Review of certification orders issued by Mental Health Review
Officers cannot be filed electronically, but must be filed with the Prothonotary in a hard copy
format.

(3) The filing party shall maintain the original hard copy of any legal paper that is

electronically filed and shall file the original with the Prothonotary if requested pursuant to
Pa.R.C.P. No. 205.4(b)(2)(i1).
(4) The Prothonotary shall not maintain a hard copy file of any legal papers filed

electronically pursuant to this rule.

(b) File Date. Acceptance By Prothonotary. The legal paper filed electronically shall be
deemed “filed” when “verified” or “accepted” by the Prothonotary. Provided, however, that the
Prothonotary may deem an Application filed or accepted pursuant to Section 303 of the Mental



Health Procedures Act to be filed on a later, specifically stated date, for purposes of scheduling a
hearing on the Application. Acceptance shall occur after the Prothonotary has reviewed the pleading
and determined compliance with rules of court. The Prothonotary shall provide a filing status
message to the filing party setting forth the date of and time of acceptance of the filing. If the filing
party does not receive a filing status message within eight (8) business hours, the legal paper is not
considered filed and the filing party must again submit the pleading to the Prothonotary’s office.

Note

A filing party accepts the risk that a document filed by means of electronic filing may not be
properly or timely filed with the Prothonotary. See Pa.R.C.P. No. 205.4(e)(2). One of the risks is that
the Prothonotary--either correctly or incorrectly--determines that the filing party has not met its
obligation for payment of the necessary fees and costs.

(c) Scheduling of Hearing. Upon filing of the application or petition, a hearing shall be
scheduled consistent with the dictates of the Mental Health Procedures Act.

(d) Service of Pleading and Scheduling Order. After the application or petition is verified
and accepted and a hearing date scheduled, the Prothonotary shall notify all parties that the
application was filed and is available, and further that a scheduling order was entered. This
notification shall constitute service of the application or petition on all parties, and service of the
scheduling order as required by Pa.R.C.P. No. 236.

(¢) Commitment Orders. Upon conclusion of the hearing, the Mental Health Review
Officer shall enter a commitment order electronically within the time be period required by the
Mental Health Procedures Act and Phila.R.C.P. No. 7109, and an electronic copy of the order shall
be e-mailed to all parties. Service of the electronic order shall constitute compliance with Pa.R.C.P.
No. 236.

(f) Website. The Prothonotary's web site is at the following website address:
http://courts.phila.gov, or at such other site as may from time to time be designated. The
Prothonotary shall provide electronic access at all times. The time and date of the filing and receipt
shall be as set forth above.

(g) Authorized Users. Access to the website shall be available to an attorney by use of a
password and the attorney's Supreme Court identification number issued by the Court Administrator
of Pennsylvania. Access is also available to any other user authorized by the Prothonotary or the
Court.

(h) Fees. The Prothonotary shall impose an automation fee of $5.00 per application or
petition filed after the effective date of this Regulation, together with the first filing fees, unless the
President Judge waives any and all portion of the filing fee and automation
fee. Provided, however, that all petitions and applications not filed with
the Prothonotary electronically after the implementation date of this
Regulation shall be subject to both the automation fee and the first filing
fee. The funds generated by the automation fee shall be set aside by the
Prothonotary and remitted monthly to the First Judicial District’s



Procurement Unit, and shall be used for, but not limited to, the
development, training, implementation and maintenance of the electronic
filing system for the Philadelphia Court of Common Pleas. The procedure for
payment of the fees and costs of the Prothonotary shall be set forth on the Prothonotary's web site.

(i) Effective Date. This Regulation shall become effective thirty (30) days after publication
in the Pennsylvania Bulletin, and shall be implemented as provided by the Prothonotary and the
Coordinator of the Civil Mental Health Program. This rule shall be automatically rescinded on
December 31, 2001, as required by Pa.R.C.P. No. 205.4(h), unless Pa.R.C.P. No. 205.4(h) is
extended by the Supreme Court and the within local rule is extended in writing by this Court.

This Administrative Order is promulgated in accordance with Pa.R.C.P. 205.4 and shall

become effective thirty (30) days after publication in the Pennsylvania Bulletin. The original
Administrative Order shall be filed with the Prothonotary in a docket maintained for Administrative
Orders issued by the President Judge of the Court of Common Pleas, and copies shall be submitted
to the Administrative Office of Pennsylvania Courts, the Legislative Reference Bureau and the
Supreme Court's Civil Procedural Rules Committee. Copies of the Administrative Order shall also
be submitted to American Lawyer Media, The Legal Intelligencer, Jenkins Memorial Library and
the Law Library for the First Judicial District.

Date: January 2, 2001 /s/ Alex Bonavitacola, P.J.
ALEX BONAVITACOLA
PRESIDENT JUDGE
COURT OF COMMON PLEAS
OF PHILADELPHIA COUNTY



FIRST JUDICIAL DISTRICT
MENTAL HEALTH PROGRAM
EFILING SYSTEM

REPORT SYSTEM ISSUE FORM

THIS FORM VERSION FOR PILOT USE ONLY

Instructions: Please use this form to report any problems you encounter with the CMHP Electronic Filing
System or to provide feedback to the System Administrator. IMPORTANT: To ensure better service, please
complete as much of this form as possible. Once you have completed this form, you must save the form by
clicking ‘File’ then ‘Save As’ in your browser’s menu. Then, you may attach the completed form to an email
addressed to ‘helpdesk@Verilaw.com’.

Date of Occurrence: Time of Occurrence:
Your Name: Your Phone Number:
Your Username: Facility/Organization:

Your Operating System & Version:
(Enter the operating system and version number of the personal computer that you were using. For example: Windows 2000 Version 5.0. You can
determine this by clicking on the toolbar option ‘Start’ then choosing ‘Control Panel’. From the Control Panel toolbar, click on the ‘Help’ option
and choose the ‘About Windows’ option.)

Web Browser & Version:
(Enter the name and version number of the Web browser that you were using. For example: Microsoft Internet Explorer 5.00.3101.1000. You can
determine your web browser version number by clicking on the ‘Help’ option in the toolbar at the top of the browser screen and selecting the
‘About...” option.)

Page URL and/or page title:
(Enter the URL that appears in the address bar at the top of your screen. For example: https://demo.verilaw.com/phillymh/hearingofficer/index.jsp.
You can copy this from your browser window and paste it into this form by clicking in the address bar with your left mouse button to highlight the
address. Then click on your right mouse button and selecting ‘Copy’. Then, place your cursor in the field above for ‘URL and/or page title’ and
click your right mouse button and select ‘Paste’.)

Error message you received:
(If you did not receive an error message, type in “none”. Otherwise, describe the error message exactly as it appeared or as closely as possible.)

Has this happened before? [ | Yes [ |No If yes, how often?

Description of problem:
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