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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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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 
iii. Are money damages 

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

ii. Subsequent Filing:  The information 
typed/selected creates docket text.  

1. Type/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 not include a suffix 

1. Jr., Sr., III, 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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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.  

All highlighted fields are required 
to be completed 
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Case Classification Tab 

Please be sure to select the Type of Case you are entering. 
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Other Party Type Screen 
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Attachment Tab 
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Proceed to Checkout screen 
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Allows you to create 
another filing, adding to 
your transaction 

Suspend your current 
transaction to complete at a 
later time 

To commit your filing 
for review 

 

 

 



Review Information on Payment 
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Payment Receipt 
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History Tab 
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