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~-~i1ing is Coming:
Here's How to Prepare

• Selet::ts the case for which the filing

applies or creatl".'> a new case. For

new filings, subscquelll screens

will appear for the type of case,

including Arbitration. Commerce,

Major jury, Major Non·Jury. Mass

Ton. etc.:

• Determines and inputs the type of

pleading. as well as any attachments:

• Provides a major credit card number

to pay any filing fees, if applicable:

• Reviews the filing information for

accuracy:

Harold Palmer. the civil e-filing system is

modeled after the successful Orphans' Court

Electronic Filing System, which has been

in operation since 2005. lk-.::ause the coun

recognizes that there arc many more civil

filings cOl1\p.lred with Orphans' Court. the

new e-filing site is more robust th,m its sister

court's system.

Despite the wide array of pleadings the

system can accommodate. using the e­

filing system is as simple as including an

altachmelll with an e-mail. To access the e­

filing process. counsel and prost parties must

first electronically apply for a user name

and password. Registered users will log on

to the tourt's site with the user name and

password. The user then:

necessarily have to print every page of

every document. Instead, they can

review and save the documents on

their computers and print relevant

pages as needL-d.

• It makes every document instantly

available. Counsel will receive e-mail

Ilotification when a doculIlelll is fik-d

and will have instant access to it.

• Lawyers who move will no longer

hitve to wait for mail to be forwarded

or addresses 10 be updated. With

e-filing. as long as counsel's e-mail

address is aCCUrate. he or she receives

notification of t.'Very filing as soon as

it occurs.

Under the direction of Project Manager

• It's easy and requires minimal
compmer skills. Plus. the Coun of
Common Pleas will offer training

sessions for counsel and their staffs.

• It saves time. You will no longer have
10 rush to City Hall to file papers
before the Prothonotary's Office

closes. With a few mouse clicks, you

can file papers and pay fees -anytime,
dity or night - and documents may be

filed up to 11:591'.111. on the dale

Ihey arc due.

• It saves storage space and p.lpt.'r
because the courts and counsel will not
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THERE ARE MANY BENEFITS TO
E·FIUNG:

IIT hetimes!heyareachangin'"
is more than just the title

of a Bob Dylan song. It

is also an apt description

of how attorneys will be

praL1idng law in 2008 when electronic

filing in civil cases becomes a reality in the
Philadelphia Court of Common Pleas. The

culmination of nearly three years of work,
Philadelphia's e-filing system is a state-of­

the-art process designed to make filing and

accessing pleadings and other filings simple

itnd sCitmless. But for many lawyers. e-filing

is a frightening proposition. yet another

reminder 11m they no longer can do things
the way they did in the "good old days."

E-filing is not nearly the daunting
challenge that some believe. After itll. e-filing

is already the rule for Orphitlls' Court; it has

itlso been clr rigrur for criminal and civil cases

in most ft:deral courts for many years - and

attorneys in Philadelphia and throughout the

country seem to have survived the transition.
What newcomers to the process lIeed to

know - and this article wj)] provide - are

the benefits of e-filing itnd how to prCp.lre

documents easily.



• Appro\'es the tr~n~ction.•fter which

the documcm will he uploaded to the

court's computer server; ;,md.

• Receives confirm.tion th;r,tthe

tnnS<letion wn ;r,pprm'ed .nd the

document Wol!> filed.

After ;r, documem is e1ectronic.Uy filed. it

....'ill be reviewed by the Prothonot;r,ry's Office

to"erifyth;/;tlt complies with .ppliuble rules,

When the ProthonO(;r,ry\ office .ppl'O\·es

the filing. It will then be tunsferred to .nd

IIltegr.ted with Ihe coun's cne m.lngemenl

.nd documelll m.ln;/;gement systems. At th.t

pomt.•11 counsel will be noufied th.l the

document h;/;s been e·filed Counsel un

then renew the document online .nd Sol\'e

II on their own computers or sen·ers. The

only documents the coun willnoc sen~ Me

mlll;/;1 process such u COmpl.ltnlS md WnlS

of Summons, which must still be person;r,lIy

sen'ed ;r,ccordmg to the Pennsyh-.ni. Rules

of Civil Procedu~. The coun will .l1so issue

.lnd sen·e.ll other Coun Notices .nd Orders

declroniull).

To m;/;int.lin the lIltegmy. paglll.uon

.nd fOrnmting of ple.dmgs. the court

reqUIres th.t pludings be submitted 1Il •

port.ble document fornm ("pdf"). [n other

\\iords. e-filers must convert • document

(genen.lly prepared in ;r, word processing

;r,pplic;r,tion such ;r,s Microsoft Word or Corel

WordPerfl..'Ct) ,1nd ,111 ell:hibhs to port.blc

document form.t. In .dduion. c.ch filing

,1nd/or .tt;/;chment mUSt be no I.rger th,1n

3MB; brger files mllst be divided into files

less th,1n 3M8.

Thereare m,1ny w,1ys to convert documents

to pdfform,1t, with v,1rying costs. Some word

processing softw;r,re, such .s WordPerfl'Ct,

C,1n ;r,utorll,ltic,1lly convert documems to

pdf form,1t by using the "Publish to PDF"

command. Although Microsoft Office for
Vist,1 com;r,ins ,1 pdf Cre;/;LLOn fe.ture, older

\'ersions ofWord ,111d other progr;r,ms do not

genenlly Il.lI\'e imern,1l pdf CfNtion ,1bilities,

Ie;r,ving two ,1!tern;r,ti\'es - SC.lnning or using

softw;r,re sold by other m;r,nuf;r,eturers.

Obviously, if ;r, documem is con\'ened

to pdf by softwue, It WlIlO( be "signed"

in the tndilion;r,1 sense. At press time. II is

uncle;r,r whe!her the court will ;r,cccpt such

documents (t.... they could be mnked

H / sr u is the puctice in fedenl coun) or

whether It will reqUt~ ;r, sunned copy of

coullsd's Slgn,1IU~. ThIS requtrement will

depend, however, upon the fin;r,l version of

proposed ,1mendments to the Pt:.nnsylv;r,ni,1

Rules of Civil Procedure, which have nOt

been ;r,pprm'ed ,1S of the d;r,te this ,1rticle W,lS

written.

Generally, firms th;/;t e-file will usc ,1

sc;r,nner .nd pdf-creuion soflw.~. Thcre

.re m.ny reuons to use these products,

including the need to convert vuious

exhibits intO.ln e1ecuonic form,11 In recem

yeus, sc.lnnmg technology h,1s lInpfO\ed

dumuiully, ,1nd m.ln) office (opien ;r,re

euher progr;r,mmed to ;r,lso sene U SCi.nners

or un euily be modified to do so, Firms

With the arrival
of e-filing in

Philadelphia, the
days of just saying
"no" to technology

are quickly
disappearing.

can ;/;100 use sheet-fed SC,1nners, which h,1ve

become f;r,r more common, much more

;r,ffordable. ;r,nd simple to use. For ;r,oout

$300, you c;r,n purch,1se ;r, sc;r,nner with

,1 35- to 50-p,1ge sheci feeder, which is

sufficient for most sm,111 to mid-size firms.

For ;r,bc>Ut $750, you C,1n purch,1se a shect­

fed sc.lIlner that C,1n SC,1n 50 double-sided

pages in aoout a minute ,1nd .utomatic,1l1y

convert the document to pdf form,1\.

Scanning is no more difficult th;r,n Imking

a copy. You either click a bUllon on the

SC.lnner or open the softwue, click the sc;r,n

butlOn, ;r,nd the sc;r,nning begins. When the

sc.nning is complete, the softw,1fC eilher

.sks you wh;/;t formu to uve the im.gcs in,

gener.l1ly;r, pdf. il.lld where to S<l\C it, or does
so ;r,utOm;/;tiCllly. Th;r,t's it.

The comp'lIlion 10 the SC.lnner is the

pdf creuion software. Most m.llluf;r,cturers

supply pdf cre;/;tion sofl'.....m~ for free With

the purcholSC ofCoich SGlnner. ,1nd the qU,1llty

HId up;r,bilitics of the comphment,1rl

soft\\';lfe \';ify drHll;r,uClolly. Of course, if you

don't mve ;r, SGlnner, or It does not come

with pdfcre.uion softwMe, or the softwMe is

not \-ery good, you .... ill need to purch;r,se the

soft ....-ue. There .lre .l wide unge of choiC<'S,

from free 10 very expensive. One of the

best products is Adobe Acrobat Profcssion;r,l

(now in version 8.1), which is extremely

\'Crs.lttle, includes numerous bwyer-friendlr

fe.turcs (such u B.ltes numbering. red.etion

c,1p;r,bility, indexing, etc.), .nd sells for .loom

$429. There ;r,re .llso numerous .l1ternath'CS

to Adobe Acrobi.l. For ex;r,mple, il1I online

S(':rnce. pdf995 (http://www.pdf995.

com), offers free or inexpensive pdf cre,1tion

products. but with fewer bells ;r,nd whistles

th.n Adobe Acromt. Other populu products

mclude sc;r,nSoft PDF Cre;r,te!, md CutePDF

(hnp://www.CIltepdI:com), both of \\hlch

sell for $49,99.

E.fihng orTers mmy benefits to counsel

;r,nd Ihe coun, III ,1ddition to ,1"oidmg the

lut-mmute rush to City H.l11. Counsel WIll

benefil bec.tuse ;r,uomt':)'S md surT Will

dC\,ote less lime to compiling documenlS for

filing, .lnd there Will be no need to pa) copy

seniC<'S, filmg seniC<'S or messengers. More

irnponHltl), documents will be .nibble

immedluely .fter filing. The court will

cominue to rC\'iew documents, p.a.rtiCul.uly

those with specific filing requirements. for

compli,1nce With,111 procedual requirements.

"We w1l1 h,1"e rCVIew clerks 10 verify th,1t

;r,1I the n."quiremcnlS have been met before

documents such .lS def,1ult judgments ,1nd

IlOII prosscs are ,1ccepted for filing:' SolyS Charles

M,1Pp Sr., deputy court .dministr.lOr.

The e-filing system is expected to go

"Ii\'e" in J,1nu.ry 2008. The court envisions a

short (thrce- to six-month) transition period

during which e-filing will he optional. after

which it will he mandatory. The COllrt will

provide ,1ssist;r,nce at a designated locaiion in

City H,1l1 for pro S( litig.nts who do not h,1vt!

,1ccess to the technology necessary to use

ek'Ctronic filing, The Hon. Williamj. Manfredi

views e-filing u ;r, lI;r,tUn.] opa.nsion of the

courl's ,1lld counsel's lise of technology: "We

.re bridging the disconnect betwttn I.w
firms ;r,nd the coun.'·

With the uri\·,11 ofe-filing in Phil,1delphi,1,

the d;r,ys of lust Solymg "no" 10 technology

Me qUickly dtS,lppeumg. While some m,1y

feu th,1t re.lllly, Pennsfh';lni,1 Supreme COUrt

JustIce J.lmes 1. Fitzger,1ld lII, who scn'ed .is

;r,dnunistr;r,Il\'C ludge of the Tn.l1 DIVision

durmg much of the period \\ hen the civil

e-filing S)'Slem W.is designed, nOies th..llt, in

the long run. the coun IS crullng ,1 system

tmt ....'ill .. worr for C\'Cf)'one's benefit." •


