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Luzerne County Electronic Filing — General Overview

1.) Register to E-File

Prothonotary Website — http://civilrecords.luzernecounty.org/efiling

a. Click Electronic Filing-Civil Cases
b. Click — Register for E-Filing Now
i. Personal Information — Attorney or Pro-Se
ii. Contact Information
1. Primary E-Mail — May only be used for
one account
iii. Attorney Information
1. AOPC Number
2. Pro-Se leave blank
iv. E-mail Options-Notifications
1. Primary email has ability to turn off

notifications

2. Submitted/Accepted

3. When subsequent filings are entered on a
case

4. PayPerPage
a. One free Look
b. Must be Logged in to view
documents
c. $0.50 for first page, $0.08 for each
additional page
v. Login Information
1. We do not store passwords
a. “Forgot User Name/Password” link
on login screen
b. Must use Primary e-mail address
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http://civilrecords.luzernecounty.org/efiling

2.) Profile
a. Edit Profile
i. Able to edit everything but User Name
ii. Change Password
3.) Creating an Initial/Subsequent Filing
a. Click Create Filing
i. Initial Filing: Type/click on the filing type, Click
Next
1. Add Plaintiff(s) — Make sure you add
Attorney in for Plaintiff(s)
2. Add Defendant(s)
3. Case Classification
a. Supreme Court Cover Sheet
Statistics
i. Commencement of Action
ii. Amount in Controversy

Are money damages
requested?

iv. Areyou Pro-Se?
v. Is this a Class Action Suit?
vi. Case Type

ii. Subsequent Filing: The information
typed/selected creates docket text.
1. Typel/click on the filing type
2. Type in Case Number
b. E-filing Party Tab
i. If your name appears below, please select it from
the list
ii. If you are an attorney representing a party in this
case, please skip this step.
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c. Attachments

i. Browse — Select your Document — Click Upload
ii. Follow directions listed at the bottom, check yes

d. Shopping Cart
i. Proceed to Checkout if you are complete

ii. Create another Filing if you want to add to your
transaction

iii. Return to E-Filing if you want to suspend your
current transaction, allowing you to complete your

filing at another time.

4.) History
a. This is where you may search any of your past or

present filings by:
i. Date Range

1. Days, Months, Years, etc.
ii. Status

1. Awaiting Payment — Documents sitting in
your shopping cart

2. Awaiting Acceptance — Prothonotary has
received, but has not reviewed
3. Rejected — Filing was rejected by the

Prothonotary because it was filed in error.
4. Acceptance — Filing accepted by the

Prothonotary.
a. Provides a link to view accepted

documents you filed as many

times as you'd like
b. Click on View

c. Click on green hyperlink at the top
i. View Accepted Filing

d. This will open a pdf. time stamped

copy of your document used for
service
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5.) Messages
a. New Filing — Filings by Opposing Party of Prothonotary

Office
b. Filings Received — Prothonotary received, but has not
reviewed
c. Filings Accepted — Reviewed and accepted.
d. Filings Rejected — Reviewed and rejected.
6.) Search
a. Link to the Prothonotary Case Viewer
b. http://civilrecords.luzernecounty.org/psi
7.) Contact Us
a. Link to e-mail questions to the Support Team
i. E-filing questions
1. (570) 825-1744 (Gino Ardo)
2. (570) 825-1747 (Art Bobbouine)
8.) Tips to Remember
a. Filings submitted after 4:15pm will be reviewed at the
start of the next business day. If accepted it will be given
the date we received the filing. If rejected, you must re-
file.

i. If your document has a statute, please do not wait
until the day it is due to file. Give yourself a few
days, taking into account it may be rejected.

b. Entering Party Name
i. Do not include a Title (Mr., Mrs., etc)
ii. Do notinclude a suffix
1. Jr., Sr., I, etc.
2. Trustee, Administratrix, Administrator
iii. Abbreviations/Acronyms
1. ABC Corp = ABC Corporation
2. John Smith D/B/A Smith Incorporated
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http://civilrecords.luzernecounty.org/psi
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*|ast: |

*First name: |

*Address line 1: |

Address line 2:

*City: *State: ™

Phone Mumber:

Contact Information: |
*Primary Email: | < |

*Zip code:

Secondary Email 1:

Secondary Email 2:

Secondary Email 3:

Secondary Email 4:
Attorney Information: |

AOPC Mumber: (State Attorney ID Number) _ _ |

Email Options: ‘

Firm Mame:

[#1Send notifications to my primary email address
1

—

Login Information: ‘

[#] Email me when one of my filings has been submitted

[#1Email me when one of my filings has been acceptad

*User Name: |
1

~— |

*Password: |

*Confirm Password: |

(uemster,) | Gamest|

Luzerne eFiling Training Manual

All highlighted fields are required
to be completed

May only be used for one profile

May only be used for one profile

E-mail Options when sending Notifications

If the user name must be changed,
you must contact the Prothonotary
Office and we will edit it for you.
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Home Page

FENNSYLYA NS

Welcome: Michele Nugent

= (0 Filings)

Logout

Create Filing

Create a new filing for a new or existing case.

History
Search through all of your previously posted
filings.

Search
Search through all existing Prothonotary records.

Rejected Filings
View your rejected filings.
(You currently have 0 rejected items)

Messages
View all of your current E-Filing messages.
(You have 0 unread messages)

Profile
View or update your profile and application
preferences.

Contact Us
Have any questions or concermns? Contact us.
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Assign Counsel
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Case Classification Tab

Please be sure to select the Type of Case you are entering.

I»..\&
i t“ PLENNGS GYLYANLVA

" Create Filing History Messages

*EMaw Case®™*: Initial Filing of Complaint
SMITH, JOHN ws. FOLEY, HEMRY

Profile

| General | | Plaintiffs || Defendants || Other Party Types | | Case Classification || Attachments

Are you a Self-Represented (Pro Se) Litigant?  yas & Mo
Is this a Class Action Susit? Cves F No

Is this an MO Appeai? Cves & Mo

Select Type of Case:

[Civil Appeals

»

Welcome: Michele MoCabe
= (0 Filings} Logout

m

Contract

fass Tort
Mizcellaneous
Professional Liability
Real Propery

Tort

Cancel Previous | Mext | Firisti

Copyright & 2011 Paperless Solutions, Inc. All rights reserved.
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Other Party Type Screen

7 J welcome: Michele MoCabe
2111 PEN NSY LV A NYWETS e
= = (0 Filings)  Logout

Profile

' Messages

History

**MNew Case**: Initial Filing of Complaint
SMITH, JOHN ws. FOLEY, HENRY

Other Party Types

Full Name City, State Counsel Counsel Count
FOLEY, CECIL | WILLKES BARRE, P& e
Party Type: IWitness =l
® pgrson O Corporation
Tile: Last: First: Middle: Suffix:
Name: [SnITH [JOSEPH n

wddress: |4322 NORTH RWER STREET

City: |WILLKES BARRE Home phone: |
State: |F'A j zip;|18?11| Work phone: |

Country:  |US - UNITED STATES =
- ounsal: ‘| Counsel Count: 0
' -| fssign Counsel
Save Cancel I
Cancel Previous | Nextl Finish o
< 1 |k
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Attachment Tab

welcome: Michele MoCabe

I" PENNSTLYA NDRTL i
. & = (0 Filings) Logout

Create Filing "SGR X Messages Profile

**¥MNew Case**: Initial Filing of Complaint
SMITH, JOHN ws. FOLEY, HEMRY

Attachments

Attachments:

Maye g |

il e Do |

|
| Upload I

e convert other « ent types

Add attachment:

Have you uploaded all of the required attachments? M ves

Cancel Previous | Mext | Finish

Copyright @ 2011 Paperless Solutions, Inc, &l rights reserved,
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Proceed to Checkout screen

»

:;';PLNNSTLV.‘ANLA. 3

Shopping Cart: There are currently 1 items in your cart

Case Number Caption Document Type
Eernove Edit *ENow Case®® SMITH, JOHMN ws, FOLEY, HENRY Complaint £140.00
Total: £140.00
Proceed to Checkout Create Another Filing Returt to EFiling Home

Copyright & 2011 Paperless Solutions, Inc. All rights reserved.

m

To commit your filing Allows you to create Suspend your current
for review another filing, adding to transaction to complete at a
your transaction later time
4 1 | »
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Review Information on Payment

[ —
Luzerne County Onling Payment System rowerec sy aylocalgov

wisa R el 22

Horne

Luzerne County
Personal and Account Information

unt Infermation

1 E-Filing(s) N $140.00

Total Armount Due: $140.00

Thiszemice allowns you to pay your Luzerme County, PA Prothonotany Office Payment electronically and is a senvice of
Walue Payment Systams.

Select Payment Method: Billing Infarmation:
® Credit Card © Debit Card First Name: [
Last Hame: |

visa/ €S =] e —

Emailadgess [ ]
Card Humber:
Expiration [ate: 1z -||z013 j

Commight A1 @ vahe Payme it Seems, LG Brimoy Poliy | CortactUs | Bamen vedicalon

4

m ]

=
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Review Information

Plem=e rewviews the information below, Select "Process Payment” to process your payment =nd proceed to the
Receipt Page.

Luzerne County
FPersonal and Account Information

MHA F140.00

Total Amourt Dus: $140.00

Payrment Infarmation

Payment Date: 202012 Paymment Amaourt: $140.00
Card Nurmber: Corwvenience Fee:* $4.50
Expiration Date: 1202012 Totzl Payment: F144.680
Payment kMethod: =

Ernzil Address : I:I o send condmation mumber)

“The conterience e goes b he SEUICE prodder vor otenng his 545 EM and o par| of Fe BE goes ko LIEme Gounk

Terms and Conditions

This secure sendce |s otéred by vave Paymenl Sys Ems In agreemend wih your pmenl end i Al pmymenks e processed Immediaiely, and he pymen daie and Ime e
equat ke b Ime you comple B s Rreacion and maiee @ cormimalon iamber, A corenieres £ (1 Ed sho) | chamed by Value Paymenl S35 Ems R using hs e,
“fou e Enl i does rol rECEIE ary pal of Fis RE . VOUr REAE| A e Corderieree e will Be s ed SEpaEely on o cnd £ bemenl. Hgor pEmenl s urele b b
RrocEs SEd, poLr pmEn 121 will fEman ol Bnding and pou will e sublect o any Jpllcehie pena 1es of INEmes | These cbligalons Eman your sole Esponelbll . Vale
FamEn| Sy EME Cnal 15208 IR s ShoE Your DAmEn |5 promssed and you moiie 3 corimalon rumber. Flease mabe £Um yo Enkrard mues s el oyl
T BECAEY Ee o SomAIE NG Yo Kreacion. By sEiecing he ACER| Tems bulkn on I BEE jour a aeelng ke hese Tems and Condilore,

\"’ Frint terms and eonditians

Accept Terms
I Plezse chack acoept terms box to process the payment.

m

1 »
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Payment Receipt

4

-
Payment Receipt
Congratulstions! Your transaction iz complate.
“aur canfirmation number is: 5507054
“our payment will post to the account listed below. It takes approximately 2 business days to post vour payment to the
acecount. Wour payment date and time are equal to the time you completed this transaction as indicated by the Digital
Time Stamp belom.
Digital Tirme Stamp: 1202012 10:20:22 AM [CST]
Pleaze print thiz page forwour records:  print
Luzerne County E
Persanal and Account Information
Mt $140.00
Total Amount Due: $140,00
Payrment Information
Fayment Date: 1202012 Payrert Arnournt: F140.00
Card Number: I:I Convenience Fee:?* F4.50
Expiration Date: 122013 Total Payment: F144.50
Payment hMethod: o
Email Address : I:I1 o ==md condmation aumden)
“The corenience e goes ko e sEMice prouder ¥ ofieng s sy iem and ro par|of Fe e goes K Luaeme Counl
If an email addresswaz provided, your confirmation email will be zent from confirmation@valuepaymentsystems.com
P,
m ]
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History Tab

Create Filing

PENNSY LV A NS

Messages Profile

Choose status(es) and a date range and click the "View Filings’ button to see your filings:

Status: (V| Awaiting Payment [¥] Awaiting Acceptance Rejected [¥] Accepted

View Filings

Date Range: Current Maonth

View
View

View

View

View

=
]

]

I

I

]

Delete

Date
Submitted
11/8/2011

11/2/2011
11/2/2011

11/2/2011

11/2/2011

11/2/2011

11/2/2011
11/2/2011

Case Number

**New
Case™™
2011-120098

2011-12116

==New
Case™™

==New
Case™™

==\ ey
Case™*

=*New
Case™™
=*New
Case™™

Caption Document Type
JANQSKI, ANITA vs. Complaint

SPEZIALE, CORRINE

MCSTEWS IRISH PUB vs. Declaration of Taking
CALLAHAN, HENRY FORD SR

DR BELLITA, CHRISTINA Confession of Judgment

ARONG vs. BAUDER, DAVID

IR

MRS JACKSOMN, MICHELLE Complaint in Replevin
SAM vs. MCFADDEN,

JENNIFER ESQ

FLOORS AND MOOR vs. Complaint in Ejectment
LOWER BUCKS COUNTY
CONCRETE AND STUCCO

SUPPLY CO

BOBBOUINE, ARTHURE vs. Complaint
TACOMA INDUSTRIAL

SUPPLY WAREHOUSE

Commonwealth of PA vs. Commonwealth Lien
KNIGHTS OF COLUMBUS

VANDERBILT WELDING Building Agreement -
ADMINISTRATORS vs. Waiver

LIPTON FEDERAL CREDIT

UNION

Copyright @ 2011 Paperless Solutions, Inc. All rights reserved.

Status
Rejected

Accepted

Rejected
Rejected

Exception

Rejected

Rejected

Exception

Welcome: James Huff
P[0 Filings) Logout
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Messages

Home Create Filing History

[ Date
] 11/8/2011 11:25:40 AM

11/3/2011 12:28:43 PM

11/2/2011 2:58:16 PM

11/2/2011 2:43:14 PM

o]

=

= |

] 11/2/20112:48:15 PM
= |

1 [ 11/2/20112:04:26 PM
b4

El 11/2/2011 1:59:25 PM

Luzerne eFiling Training Manual
1/3/2012 10:29 AM

PENMNSY LY A N

Messages Profile

From

support@luzernecounty.org

support@luzernecounty.org

support@luzernecounty.org
support@luzernecounty.org
support@luzernecounty.org
support@luzernecounty.org

support@luzernecounty.org

Copyright @ 2011 Paperless Solutions, Inc. All rights reserved.

Subject

Filing Rejected on Case - JANQSKI, ANITA vs.
SPEZIALE, CORRINE

Filing Accepted on Case 2011-12098 -
MCSTEWS IRISH PUB vs. CALLAHAN, HENRY
FORD SR

Filing Rejected on Case - DR BELLITA,
CHRISTINA ARONG vs. BAUDER, DAVID IR

Filing Rejected on Case - MRS JACKSON,
MICHELLE SAM vs. MCFADDEN, JENNIFER ESQ
Filing Rejected on Case - BOBBOUINE, ARTHURE
vs. TACOMA INDUSTRIAL SUPPLY WAREHOUSE
Filing Rejected on Case - Commonwealth of PA
vs. KNIGHTS OF COLUMBUS

Filing Rejected on Case - VANDERBILT
WELDING ADMINISTRATORS vs. LIPTON
FEDERAL CREDIT UNION

Welcome: James Huff
(0 Filings) Logout
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