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The Berks County Prothonotary Office and Information Systems are proud to
announce the following updates to the Electronic Filing System (EFS), effective
Monday, 11/9/2020.

Password Change - *instructions attached*

Custody — removal of mediation fee and mediation questions
Divorce — removal and addition of divorce counts

Parties — Subsequent filings — no longer create parties or add counsel

Summary Page — removal of NEXT button from lower right hand corner

Thank you for your patience as we continue to improve the Efiling system.

Dedicated to public service with integrity, virtue & excellence

www.countyofberks.com



County of Berks
Civil Electronic Filing System — Password

The County of Berks is implementing a new password change policy in order to keep the system secure.
The system now requires a new password every ninety (90) days and keeps the last ten (10) passwords.
Security questions rather than an email allows users to change their password. If you do not remember
your user id, you will still need to contact the EFS Help Desk.

When you log on, if you have not changed your password recently or your security questions are blank,
the security questions screen will appear.

E LINGE E SEARCH COUNT LE ELP

. . ogout
Welcome:  sloneillle3 This is the DEV Systemn

County of Berks Civil Electronic Filing System
Security Questions

Belows are your security guestions. All guestions and answers must be filled out, All questions and answers must be unique, Once saved guestions may be viewed,
however answers will not accessible. If you do not remember an answer feel free to update them at anytime under User Account.

Question 1 Answer 1:

Confirm Answer 1:

Question 2: Answer 2;

Confirm Answer 2:

Question 3: Answer 3

Confirm Answer 3:

Question 4 Answer 4:

Confirm Answer 4

Question 5: Answer 5

Confirm Answer 3

Update Security Questions

Requirements for the security questions are:
e Answer must be longer than five (5) characters.
e Questions must be different.
e User will not be able to view their answer.



Once the security questions are updated, you are redirected to the login page. Users can update their
security questions by clicking on the My Account tab.

Password Recovery

To recover your password, click on the Forgot Password? Link on the Home Page. Once the link is
clicked, the User Recovery screen appears.

County of Berks Givil Electronic Filing System

User Recovery

Please enter the email address you used to register your account

Please enter the e-filing registration email address and click Submit. If the email entered has more than
one e-filing account associated with it, a screen allowing you to select which account you are recovering
will appear.



County of Berks Civil Electronic Filing System

User Recovery

Please select a user name from the list below to reset it's password.

User Names

Submit

Click on the drop down arrow to view all the user names associated with the email address entered.
Click on one name and then click on submit.

The user will need to provide answers to two (2) of the five (5) security questions. Questions are
displayed individually, and the answer provide must match.

I_Ii.'.a‘.wi'_--- Fes

County of Berks Givil Electronic Filing System

User Recovery

Answer the following security question (1/2)

What is my favorite color

| —
Once the answer is typed in click Submit to move to the next question. When both security questions

are completed successfully, the screen to change the password is displayed.



County of Berks Civil Electronic Filing System

User Recovery

Minimum Requiremenits For Password: & Character Length, 1 Mon-alphanumeric Character (e.g. @, #, §, 5, &, *), 1 Uppercase Character, 1 Number

Mew Passwiord:

Caonifirm Mew Password:

Once the password has been changed. The screen below is display and the login page will appear.

County of Berks Civil Electronic Filing System

User Recovery

Your password has been successfully updated, please wait while we redirect you to the login page

Password Expires

Password will expire after ninety days. When it is close to the time for a user to change their password, a
message will appear in EFS indicating how many days are left before the current password expires. If
the password is not changed prior to the expiration date, the user will receive the message below.



Welcome:  shellyga

This is the QA System

County of Berks Givil Electronic Filing System

Password Reset

Your password hasn't been upcated in the last 90 days. For security reasons we ask that you update your password below before you continue,
Minimum Requirements For Password: 8 Character Length, 1 Non-Alphanumeric Character [e.g. @, #, §, %, &, *], 1 Uppercase Character, 1 Number
Old Password:
Mew Password:

Confirm MNew Password:
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User Guide

Introduction

This manual provides instructions on how to use Berks County’s Electronic Filing System (EFS) to file
documents with the Prothonotary’s office. EFS can also be used to review the dockets and documents
for all cases where the registered user is counsel. Only counsel of record can view the imaged
documents for family cases.

Note: The initial release of EFS is available only to licensed attorneys that are active with The
Disciplinary Board of the Supreme Court of Pennsylvania.

Registration for Access to EFS

During the first phase — only attorneys that are licensed to practice in Pennsylvania can register to use
EFS. There is a registration link on the EFS home page. Once the required information is entered, the
attorney can submit it to the Prothonotary for review and acceptance. However, if the registration is
rejected, any submitted filings are not processed.

System Access
The Electronic Filing System (EFS) allows registered users with Internet access and a browser (Internet
Explorer, Safari, or Firefox) the ability to perform the following:
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County of Berks — Electronic Filing System

e  When eFiling is available for registration, a notification will be posted on the County of Berks
Prothonotary and Court web sites.

e View or download the most recent version of the User Manual

e Electronically file new and subsequent filings and the supporting documents in the cases

e View documents associated with any cases that the registered user is listed as counsel on the
case

Hardware and Software Requirements
The hardware and software needed to electronically file, view and retrieve case documents and
information are as follows:

e Windows Personal Computer (running a standard platform such as Windows 7 or Mac 0OS X
v10.7)

e Internet Explorer (Version 8 or better), Chrome, or Safari

e Microsoft Operating System (Windows XP, 7 or better)

e Scanner (e.g., Epson GT-S50 or Fujitsu FI 6130) to transmit documents that are not computer
generated

e MS Office or MS Word (2007, 2010, 2013, or 2016)

e Portable Document Format (PDF) Conversion Software (e.g., CutePDF, Softpedia, Adobe
Acrobat)

e High Speed Internet Access (e.g., Comcast; Verizon FIOS or AT&T DSL)

e Firewall (e.g., Cisco, Linksys, SonicWALL)

e Access to professional IT support

Note: A scanner should only be used for documents that cannot be produced electronically (e.g.
documents signed by a non-attorney). Computer generated documents should not be printed out and
then scanned. They should be created and then converted to .PDF before they are filed.

How to Convert/Print/Publish a Document to PDF

Since a PDF format is the only acceptable format to file documents in EFS, you must convert all of your
documents prior to submission. The conversion process is merely printing your computer generated
document to a portable document format (PDF). You should consult your PDF software instruction
guide.

To convert a Microsoft Word document to PDF:

e Select the File menu and select Print PDF

e Save the file as a PDF file which gives it a .PDF extension

o The file is now in PDF format under the designated name and the original document retains its
original name and the .DOC extension.

To convert other Word Processing Programs, refer to the PDF software instructions.
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How to reduce the size or Compress a PDF File
The current size limit for PDF files is 10 megabytes. If you are encountering an issue with file size, there
are some steps you can take to condense the file.

e If you are using Word 2010/2007 click the option to Minimum size when saving the file as a PDF.

Optimize for: () Standard (publishing Options..

online and printing)

ST T Open file after publishing

(publishing online)

e If you are using Adobe X Pro, chose File > Save As > Optimized PDF or Reduced Size PDF.
e There are two free online tools available to compress PDF files. Neevia Online PDF compress:
(http://convert.neevia.com/pdfcompress/) and SmallPDF (http://smallpdf.com/compress-pdf).

e Images/Pictures in the file can also be compressed. To compress an image/picture:
o Open the Word document
o Either double click on a picture or single click on a picture and choose ‘Picture Tools”

tab.
‘ . ’ .
o Choose the ‘Compress Picture’ option.
[ ] - [P
@ ~ Document4 - Microsoft Word‘—- Picture Tools e — g =N 1
Home Insert  Pagelayout References  Mailings  Review  View  Developer Format s @
i % - ¥ =z - Br d = - [T i+
4 % Corrections b= | = — e e ?p'ﬂ“'e Border E B a0 8 I". % 5] 88 ]
g &g Color ~ L] ) —“ | sl - picure Effects - % se ard - B
Remove " F= d | BB o Position Wrap e Crop =3 6.5 3
Background Ll Artistic Effegts - g - = & picture Layout ~ - Text- T Selectionpane S~ e .
Adjust Picture Styles & Arrange Size
d9-06 - /

/

/ ]

Compress Picture

7 \ i ) s
Page:1of 1 | Words:0 | I | & | ”é]@ e O) g

o The Compress Pictures option box will open. Select the options the screen (150ppi)
option.
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County of Berks — Electronic Filing System

Compress Pictures M

Compression options:
Apply only to this picture
Delete cropped areas of pictures

Target output:
Print (220 ppi): excellent quality on most printers and screens
@) Screen (150 ppi): good for Web pages and projectors

(") E-mail (96 ppi): minimize document size for sharing

I Use document resolution

OK ] ’ Cancel

Questions
If you have questions using this User Guide or using EFS, you can call the Prothonotary’s office at (610)-
478-6970.
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Electronic Filing Login Page

County of Berks Civil Electronic Filing System

Electronic Filing Login

User Name:

USER GUIDE Password:
SPECIFIC FILING INFORMATION

FREQUENTLY ASKED QUESTIONS

BERKS COUNTY RULES OF CIVIL PROCEDURE
BERKS COUNTY RULES OF JUDICIAL ADMINISTRATION

Berks County Electronic Filing Disclaimer

Use of the Electronic Filing System constitutes an acknowledgment that the user has
read the Berks County Electronic Filing Rules 205.4 and agrees to comply with same.

Reference and

Educational
Log In

Don't have an account? Register

Select To Register

Forgot your password? Recover Password

1. The links to the left on the Login screen provides access to reference and educational material.
2. The Log In box on the right side is where attorneys will:
a. LoglInonce they are registered
b. Licensed attorneys in good standing with The Disciplinary Board of the Supreme Court of
Pennsylvania can register with the Prothonotary to use the EFS system for filing by
clicking on the Register link.
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Registration Page

Register For an E-Filing Account.

Enter a User Name & Email Address Below.

@ User Name: *
@ E-mail .

Confirm E-mail:

Enter Your State ID Below.

@ PA Attorney ID: g

Confirm PA Attorney ID:

Enter Your Password Below.

Minimum Requirements For Password:
8 Character Length
1 Non-Alphanumeric Character (e.g. @, #, §, %, & %)
1 Uppercase Character
1 Number

@ Password: %
Confirm Password:

Enter Security Code In The Text Box Below.
Y2MRZInD- O

@ Security Code: %
o
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a. User Name — The filer must create a username. The EFS system requires that a username only
be used by one registered user. If you receive a message that the User Name is already in use —
enter another User Name. The username must be a minimum of 3 alphanumeric characters.

b. Email address — The registration email address is the email address of the person registering for
an eFiling account. It is important the user remembers what email address was used to register
for an eFiling account. This email address is used to recover forgotten User Names and
Passwords.

c. State ID — Only attorneys licensed to practice in Pennsylvania can register during the initial
phase of eFiling. They must supply their Attorney State ID. The ID number is validated by the
Prothonotary before registration is approved.

d. Password — The password must be a minimum of 8 characters in length. For security purposes
the user name cannot be part of the password. It needs to contain a minimum of 1 special
character (non-alphanumeric), 1 Uppercase Letter, and 1 number.

e. Passwords must change every ninety (90) days and must be different than the last ten (10)
passwords used.

f. Security Code — Enter the security code exactly as you see it in the security box. If you have
difficulty reading the security code, you can select the refresh icon next to the Security Code
box.

g. Once the filer submits the registration — they receive an email (sent to the registration email
address) directing the filer:

a. Select the link or
b. Cut and Paste the link into to their browser
c. This takes the filer to a page to confirm their registration

h. Once the registration is confirmed, the filer can log into the system using the registered User
Name and Password.

i. The first time the user logs into the system the “My Profile” page is displayed. The filer can make
changes to their profile information. They are required to confirm the changes to the profile.

j.  If the registration is rejected, the system deletes the registration and any documents that have
been filed under that User Name. It is recommended that the user wait to receive notification
that their registration has been accepted before they begin eFiling.
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Security Questions and Password Recovery
1. When a user logs on to the system, if they have not changed their password recently or their
security questions are blank, the security questions screen appears.

|
E LINGS E SEARCH COUNT LE

Welcome:  sloneilllé3 This is the DEV System

County of Berks Civil Electronic Filing System

Security Questions

however answers will not accessible. If you do not remember an answer feel free to update them at anytime under User Account.

Questicn 1: Answer 1

Confirm Answer 1:

Question 2: Answer 2:

Confirm Answer 2!

Question 3 Answer 3

Confirm Answer 3:

Question 4 Answer 4

Confirm Answer 4

Questicn 5: Answer 5

Confirm Answer 5

Update Security Questions

ELP

Below are your security questions. All guestions and answers must be filled out. All questions and answers must be unique. Once saved guestions may be viewed,

2. Security question requirments are:
a. Answer must be longer than five (5) characters.
b. Questions must be different.
c. Users will not be able to view their answer.
3. Registered user who cannot remember their user id must contact the Civil EFS Helpdesk for
assistance.
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4. Registered users can recover their password by clicking on the Forgot Password link on the log in
page. Once the link is clicked, the User Recovery screen appears. Then enter the e-filing
registration email address and click on the Submit button.

County of Berks Givil Electronic Filing System

User Recovery

Please enter the email address you used to register your account

5. If the user has mulitple EFS accounts associated with the registration email address, a screen
allowing the user to select which account to recover will appear. Click on the drop down arrow

to select the account for the password change.

County of Berks Civil Electronic Filing System

User Recovery

Please select a2 user name from the list below to reset it's password.

UserNames: [shosces 19

Submit
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6. The user will need to provide answers to two (2) of the five (5) security questions. Questions are

displayed one by one and the answer provided must match exactly.
I_.'-s'_',ﬁ"- = I

County of Berks Civil Electronic Filing System

User Recovery

Answer the following security question (1/2)

What is ry favarite calor |

Submit

[ ——
7. Once both questions are answered successfully, the password change screen will appear.

County of Berks Civil Electronic Filing System

User Recovery

Minimum Reguirements For Password: & Character Length, T Mon-Alphanumeric Character (e.g. @, #, £, 5, &, *), 1 Uppercase Character, 1 Mumber

Mew Password:

Confirm MNew Password:
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8. Enter your new password and click on the Submit button. A successful password change screen
message appears for a few seconds and then the log in screen will appear.

CQF,PJTY OF BERKS

NNSYLVANIA

County of Berks Civil Electronic Filing System

User Recovery

Your password has been successfully updated, please wait while we redirect you to the login page.
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My Profile

1. When afiler initially logs on to the system after their registration is accepted, they are directed
to the My Profile page. This page is always available by clicking on the My Profile tab.

County of Berks Civil Electronic Filing System

User Profile

To Update Your Profile, make the desired changes and press "Submit”
When the changes have been processed you will recieve a notification.

Verify Your State Identification Number Below:

{If incorrect enter the correct number and press "Change State ID Mumber")
State Identification Number:

21312

Change State ID Number

The screen will refresh and display the attorney information For this ID.
If we do not have a record of your State ID the fields will be blank and you will
need to fill in the information.

Title: First Name: Middle: Last Mame: Suffix:

Esquire John Alexander

Address Lines:

855 N. Park Road

Apt. Q102
City: State: Zip Code:
Wyomissing FA 18810
Email: Phone: Extension:
@ 6103737457 ]
[#] send Motifications Ta This Email Cell Phone:

[[]send EService To This Email

Secondary Emails: Fax:

Send Notifications To This Email
[Isend EService To This Email

Send Notifications To This Email
[[ISend EService To This Email

Show Expanded ToolTips

Your StatelD cannot be changed again once you hit Submit.

Ea ()

a. The first time a filer accesses their profile, they can change their attorney state ID number. This
is the only time this option is available.

b. The filer can enter up to three email addresses. There is the initial email that is entered during
the registration process. There are also two available fields to enter secondary email address.
Any address listed with the Send Notification to this Email box checked, receives efiling
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C.

notification emails from the EFS system. Any email address listed with the Send EService to this
Email will receive email service as opposed to receiving service through postal mail.
Click the Submit button to save any profile changes.

Filer Dashboard - Overview

Once logged into the system, the filer will see the Dashboard of options available to them. The
options allow the user to manage their filings. They can also manage their eFiling account and
their attorney profile. The screen displayed once the filer is logged in is the My Home tab. This
tab is used to display any outage information or other communications to the registered filer.

Dashboard

Welcome: sloneilll63 This is the DEV System Logout
Filer Dashboard - Navigation
a. My Filings tab page is where a new case is started. A filer can submit subsequent filings against
an existing case or they can check the status of any draft or submitted filings.
Welcome:  jhanson Last Logged In: 8/26/2013 10:33:41 AM Logout
County of Berks Electronic Filing System @
To Begin Filings Choose The Below Option Below That You Want:
Existing Case: New Case: @
My Filings (Work in Progress)
@ Looking For... ] Clear
Reference No. Status Date Docket Filing Type Created
a. If the client wishes to close their session — select the Logout link @ (see above)
To file a subsequent filing (to a case that has been previously filed with the
Prothonotary) enter the Existing Case number and select the Create button °
c. Tofile a new case with the Prothonotary, select the New Case Create button
i. The My Filings Tab shows any filings that are started or submitted to the
Prothonotary’s Office.
ii. To search within the My Filing tab enter text in the Looking For field and press
the enter key. For example if Custody or custody is entered, the system returns
only your Custody filings.
15| Page
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iii. If there is a long list of filings in the My Filings queue, it can be sorted by
selecting the column heading. For example if Filing Type is selected, it will group
like filing types together.

d. To search for a filing in the My Filings tab — enter the search criteria in the Looking For
search box and press enter. The My Filings page then only displays filings that
meet the search criteria.

My Filings
MY HOME MY FILINGS MY CASES MY MESSAGES CASE SEARCH MY ACCOUNT MY PROFILE MY HELP
Wel . sloneilll63 . Logout
sicome: - slonel This is the DEV System 090
County of Berks Civil Electronic Filing System
To Begin Filings Choose The Option Below That You Want:
Existing Case: New Case:
My Filings (Work in Progress)
Show |10 ™| entries Search:
EFSN Reference No. Status Date Docket Filing Type Created
g Lo Mortgage Foreclosure- Lo
105805 Submitted 09-15-2016 1-4805 COMPLAINT 09-15-2016
105869 Submitted 12-08-2016 Complaint 12-08-2016
105973 Inactive 01-03-2017 16-20938 Custody 12-15-2016
105980 Draft 12-19-2016  16-16951 Custody (1) 12-19-2016
105981 Draft 12-19-2016 12-19-2016
105982 Inactive 01-03-2017 16-16944 Custody (1) 12-19-2016
105985 Draft 12-23-2016  16-20936 Divorce 12-23-2016 X

=%

Showing 1 to 7 of 7 entries 4 Previous Next b

a. Once afiling is created, it is displayed in the My Filings (Work in Progress) grid. It will remain in
this grid until the filing has been accepted by the Prothonotary. Once a filing is accepted, it is no
longer displayed in the grid, it is now displayed in the My Cases tab.

When the filing is submitted to the Prothonotary, there is a two-step approval process.

Step 1: The filing is reviewed for completeness and accuracy. If the filing is accepted,
the PayPal account is charged.

If the filing is rejected, Prothonotary’s Office will indicate a reason why it is rejected. An
email is sent to the filer. The PayPal account is not charged. The status of the filing in

the My Filings queue is marked as rejected.

Step 2: When the filing is accepted by Prothonotary, it will be saved to the Civil Case
Management System (Civil CMS) with a Not Verified status. The Prothonotary’s office
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will refine the docket entries at this point and then change the case status. The time-
stamped filing will then be available for viewing in the appropriate index.

b. If afiling that is in a Draft or Rejected status has been in My Filings for over two weeks, the
status is changed to Inactive. If the status remains Inactive for over two weeks, the filing is
deleted from the My Filings screen. To reactivate a filing, please send an email to
CivilEFS@countyofberks.com. Please be sure to include the EFSN number of the filing that

needs reactivation.
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MY HOME MY FILINGS. MY CASES MY MESSAGES CASE SEARCH MY ACCOUNT MY PROFILE MY HELP
Welcome:  sloneillle3 Logout

This is the DEV System

County of Berks Civil Electronic Filing System

To Begin Filings Choose The Option Below That You Want:

Existing Case: New Case:

My Filings (Work in Progress)

show |10 V|entries Search:

EFSN Reference No. Status Date Docket Filing Type Created 0
105805 Submitted 09-15-2016  1-4805 MO”QSS;EOL:;'?S“'E 09-15-2016
105869 Submitted 12-08-2016 Complaint 12-08-2016
105973 Inactive 01-03-2017 16-20938 Custody 12-15-2016
105980 @ Draft 12-19-2016  16-16951 Custody (1) 12-19-2016
105981 Draft 12-19-2016 12-19-2016
105982 Inactive 01-03-2017 16-16944 Custody (1) 12-19-2016
105985 Draft 12-23-2016  16-20936 Divorce 12-23-2016

Showing 1 to 7 of 7 entries # Previous Next b

c. The statuses that will show in this grid include:
a. Draft—The filer has started a new or subsequent filing. The actions that a filer can take
on a draft filing include:
i. Edit by selecting the Draft link @
ii. Delete the filing by pressing the red x found at the end of the row (next to the
Created date.@
b. Submitted — The filing has been submitted to the Prothonotary — no changes can be
made to the filing in this status.
c. Rejected — Prothonotary has rejected the filing with the reason for the rejection. If the
Rejected link is selected, the filer can edit the filing and resubmit the filing.
d. Inactive — The filing has been inactive for over two weeks. If the filing is not reactivated,
it will be deleted after it has been inactive for two weeks.
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Hint: If you forget what the status means, you can hover (hold the cursor) over the status and the
system will display the definition. See the example below:

Welcome:  sloneilll63

This is the DEV System Logous

County of Berks Civil Electronic Filing System

To Begin Filings Choose The Option Below That You Want
Existing Case: New Case:

My Filings (Work in Progress)
Show| 10 V| entries Search
Reference No. Status Filing Type Croated
: Mortgage Foreclosure-

105805 Submitted 09-15-2016  1-4805 COMPLAINT 09-15-2016

105869 Submitted 12-08-2016 Complaint 12-08-2016

105973 actie 01-03-2017 1620938 Custody 12-15-2006  [X]

105980 Draft 12-19-2016  16-16951 Custody (1) 12-19-2016 m

105981 " TR 12192016 [X] |

105982 1 Filing that is being worked on, is not final tody (1) 12-19-2016 [q

and has not been sent to Prothonotary. = —

105985 7 Divorce 12-23-2006 [x]

Showing 1 to 7 of 7 entries 4 Previous Next B
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Hint: To display the primary plaintiff and defendant in a filing, the filer can hover over any of the fields
(except Status). See the example below:

Welcome:  sloneilll63 This is the DEV System -

County of Berks Civil Electronic Filing System
To Begin Filings Choose The Option Below That You Want:

Existing Case: New Case:

My Filings (Work in Progress)

Show| 10 V|entries Searc

EFSN Reference No. Status Date Docket Filing Type Created
105805 Submitted  00-15-2016  1-4805 M°"9¢fg;m‘“"’ 09-15-2016 ‘
105869 Sybmitted 12-08-2016 Complaint 12-08-2016
Chase Manhattan Mortgage Corp F/K/A || 01-03-2017 16-20938 Custody 12-15-2016 E ]
Vs. Trostle, Thomas H 12-19-2016 1616951 Custody (1) 12-19-2016
105981 Draft 12-19-2016 ‘ 12192006 [X] |
105982 Inactive 01-03-2017 16-16944 Custody (1) 12-19-2016
105985 Daft 122316 1620936 Divorce 223206 [x] |
Showing 1 to 7 of 7 entries 4 Previous Next b
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My Cases tab

County of Berks Civil Electronic Filing System
My Cases

el Cases where | am Counsel

vl : Cases where | am an Arbatrator Searcke
Show | 10 entries Cases where | am a Custody Master
Case Action @ Docke Cases where | am a Divorce Master P'@ Filing Date @

Create Filing 16-20041 View Filings Divorce 12/31/2016
Create Filing 16-20938 View Filings Custody 12/15/2016
Create Filing 16-20937 View Filings Divorce 12/15/2016
Create Filing 16-20036 il i Divorce 12/23/2016
Create Filing 16-16963 View Filings Divorce 11/21/2016

r Fils 16-16962 View Filings Divorce 11/14/2016
Create Filing 16-16961 View Filings Complaint 11/14/2016
Create Filing 16-16959 View Filings Divorce 10/14/2016
Create Filing 16-16954 Custody 09/27/2016
Create Filing 16-16953 View Filings Divorce 09/27/2016

Showing 1 to 10 of 33 entries 4 Previous Next B

1. This section provides a history of all Civil/Family cases where the attorney has been counsel of
record, an arbitrator, custody master, or a divorce master. The attorney can click on the drop
down arrow to select the type of cases to be displayed . Only those filings that have been
assigned a docket number are displayed in the My Cases grid.

a. The filer will be able to search for cases in the My Cases grid The filer can search
by docket numbers, specific filing types, and party names. This is accomplished by
entering the appropriate information in the Looking For box (a) and pressing the enter

key.
b. The user can also sort on several of the column headings (Select (Docket)@ ,
(Filing Type) or (Filing Date) ). This will allow the user to view the grid in the

sequence they find most useful.

c. Once the filer has found the case they are looking for, they can create a filing b
selecting the Create Filing button for that docket number in the first column (@ Case
Action).

d. The Lookup Civil Case button@ allows the filer to search for other cases.
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County of Berks Civil Electronic Filing System

My Cases
IS4l Cases where | am Counsel A
Show entries
Case Action @ Docket Filings @ Filing Type

Create Filing 16-20941 View Filings Divorce
Create Filing 16-20938 View Filings Custody
Create Filing 16-20937 View Filings Divorce
Create Filing 16-20936 View Filings Divorce
Create Filing 16-16963 View Filings Divorce
Create Filing 16-16962 View Filings Divorce
Create Filing 16-16961 View Filings Complaint
Create Filing 16-16959 View Filings Divorce
Create Filing 16-16954 Custody
Create Filing 16-16953 View Filings Divorce

Showing 1 to 10 of 33 entries

Search:

Filing Date
12/31/2016
12/15/2016
12/15/2016
12/23/2016
11/21/2016
11/14/2016
11/14/2016
10/14/2016
09/27/2016

09/27/2016
Previous Next B

2. The Docket column @allows the filer to view the case in the Civil Case Management System
(Civil CMS).
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a.

When the case has been added to CMS, the entries in the Docket column will initially

not show as a hyperlink. Once the filing is verified in CMS, it is available for viewing in

the CMS Indexes. The docket number in this column will then be shown as a hyperlink

and the filer can view the case in the CMS Indexes.

i. Ifthe link is active, it means the filing is in a Pending status and is available in
the CMS indices.
ii. If the link is not active, it means the filing has a Not Verified status and cannot

be viewed on the indices at this
If there is an entry in the Filings column

time,
for a case, it will contain a link to the

history of any filings that were submitted using the EFS system.
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Case Search tab

County of Berks Civil Electronic Filing System

Search for a Case

Enter Docket Number:
Or
Search By Party Name (Last, First):

[ [cen

1. The Case Search tab allows the filer to search for civil cases. Filers can enter either a case
number or a party name. Search is started by typing in a docket number or party name and
pressing enter. Filers can also enter the information and click the Search button. To start a new
search, the clear button should be clicked.

County of Berks Civil Electronic Filing System

Click for Docket Summary °

Filing Information
g Click for Cost Ledger @

SINGER EQUIPMENT COMPANY INC Vs. UHRIG CONSTRUCTION INC

Docket No: 12-5815 Case Sub Type: Civil Action-COMPLAINT
File Date: 04/13/2012 Disposition Date: 08/17/2016
Judge: Sprecher, Jeffrey K., J.
Docket Entries: Master:
Show entries Filter results:
Date v Description
03/11/2014 Termination Notice - 03-11-2014, Proj. Term. Date - 05-10-2014 Select @
05/09/2012 SHRF SERV OF COMPLAINT, INTERR, REQ FOR Select
04/13/2012 COMPLAINT IN CIVIL ACTIOMN-LAW Select

Showing 1 to 3 of 3 entries Previous 1 MNext
d
Return to Case Search

2. The system displays search results for a specific case.
a. If documents are available, the user can click on the underlined select.

b. The docket summary report can be viewed by clicking on the report button next to
docket summary.

c. The cost ledger report can be viewed by clicking on the report button next to cost
ledger.

d. To launch a new search, click the Return to Case Search button.
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I\Il::l o:;tr “ Eﬁ:: Case Type M;t::'i:g Caption Plaintiff D:fa:::}a:t Status

@ Select  00-10097 10/10/2000 gg&gﬁ;?redosure' f[il:h::gw e e oRAToN  SMITH KATHYL  Finished
Select  00-10097 11/29/2000  Default Judgment (SE')\ZI;%';':;HY e e oRAToN  SMITH KATHYL  Finished

Select  00-10097 11/29/2000  Execution fg:ﬁa::gw e e oRAToN  SMITH KATHYL  Finished

Select  03-3051 03/19/2003 Efrcggsgetsinglgmm (Sgig‘d';':;w e on OCCUPANTS Finished

Showing 1 to 4 of 4 entries @ Previous 1 MNext

3. If aname is entered, a screen with a list of all matching names will appear.
a. The filer can select a specific case by click on the Select button to display detailed case
information.
b. There are Previous and Next buttons if the search returns more than one page of
matches.
c. Once the filer returns from viewing the detail for the case, the search results list will be
displayed again. To start a new search, the filer must click on the Clear button.
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New Case

@ Previous

New Case

EFSN:

County of Berks Electronic Filing System

Filing Type Parties Filings » Notes Summa Next

© O O ©

©
©

@ Type of Case  (0) Civil () Family (2)Judgment () Miscellaneous

Highlight below to select a filing type

Case Filing Type
Notice: Changing the Filing Type will cause all attached documents to be removed.

@ Reference Number (Optional Number For Your Reference)
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To navigate to a previous screen while filing a new case, select either the Previous
button in the navigation bar at the top left or bottom right.
The Filing Type page is the first page displayed after the Create button is selected.
There are 5 pages that you will navigate to complete a new filing. Once you have
started work on a case, it will show in the My Filings (Work in Progress) page.
The Parties screen is where the filer will enter information about the Plaintiff(s) and
Defendant(s) in the case.
The Filings screen is where the filer will enter all the appropriate filings for the case (i.e.,
Complaint, Entry of Appearance, etc.).
The Notes screen is where any special information about the case that the filer wishes
to communicate to the Prothonotary office is entered.
The Summary screen contains a PDF E-Filing Summary report that the filer can review
before they submit the filing.
To navigate to the next screen while filing a new case, select the Next button in the
navigation bar at either the top right or bottom right.
The filer must select the appropriate case type from the Type of Case. The valid case
types are:
i. Civil

ii. Family

iii. Judgment

iv. Miscellaneous

1. Auditor’s Report

Certificate of Authority re Insurance Companies
Dissolution of a Corporation
Issue Subpoena

vk wN

Notice to Resume Surname
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6. Recording

i. Alist of the valid case filing types will be displayed once you put the cursor in the box for
Case Filing Type. Select the appropriate filing type for the case type you are filing.
j. The Reference Number is for the filer's use and will be displayed on EFS screens and

reports for the filing.

Parties Screen

To add a party - select a person or entity. Enter all the information for the party and select the save button at the bottom of the screen. If you wish

to look at a party once it was entered click on the bar below and select the desired party.

< - Click to see party information - >
a )@ person () Entity Sub Type: |

Title: First: Middle:
Last: Suffix:

Q) Address [ Address Unknown
line 1:

Address
line 2:

City:
State: Zip:
County:
Country:
Phone: Extension:
Cell Phone: SSM:
Email: DOB:

[[] address is Confidential

Party Attorney(s)

Shelly

L

O'Meill

©

©,

QU

B /\
Add Alternate Name \_/ \d_sj
.;§:. Person .;::;. Entity |- AKA-= < - First - >

oL

MNaotice: If you make changes to a party and do not press "Save" changes will be lost when you leave this page.

This section contains information about adding Plaintiff and Defendant information for the new case.

a. If the Plaintiff or Defendant is a corporation or some other type of organization, select the Entity

radio button. Ifitis a person, make sure the Person radio button is selected so you can enter

the person’s first and last name.

b. Enter as much information about the party as possible. The name for the Plaintiff or Defendant

is required. If you do not know the address, please select the Address Unknown check box. If

the address information is left blank, you will receive the error message Insufficient Information

to Create Party.
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c. The system will automatically assign the attorney that is filing as the attorney for the plaintiff. If
this is incorrect, the attorney can be selected by clicking on the “X” next to the name.
d. If the party has alternate names that must be include in the filing, select the Add Alternate
Name button and you can add the necessary name(s).
1. Select Person or Entity

- AKA, - .
- . box to see a list of the Alternate Names —

2. Putyourcursorinthe’
See Appendix A for a list of the alternate name types.

3. Type inthe Alternate Name. If Person is selected, there are separate fields for the first
name, middle name, last name and suffix. If Entity is selected, there is one field for

entity name. Note: make sure you press the save key before leaving the party screen.

e. If there are other attorneys (co-counsel), they can be added in the right column. Note: to add
other attorneys to a case, they must be registered EFS users.

f.  Once the party information is added, make sure the Save button is selected. If not, your
information will be lost. Note: when the party is saved, the party screen is automatically cleared
so you can enter a second Plaintiff or Defendant.

g. If the filer needs to return to the party, select the drop-down option and select the party that
you wish to view and update. This screen is populated with the party information so you can
make changes. You can only change parties that have not been submitted to the Prothonotary.
Once the case has been filed, it will be necessary to submit a change of address or to make a
request to change the caption if the information needs correction. Note: once the filing is
submitted and accepted, any address change must be submitted to the Prothonotary who will
make the change on the docket. Changes to a caption must be done according to Pa Rules of

Civil Procedure.
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Filings Cover Sheet (Civil Case)

Filings AOPC Information

E e

B R ENERE
3 [

B

EEEEE

O

a. The Civil Cover Sheet and the Family Cover Sheet are no longer required. The AOPC tab is an
electronic version of the Civil Cover Sheet.

b. The Cover Sheet Questions are optional — select any that apply

c. Enter the amount, parcel # and arbitration questions as appropriate
In this section, select the type of civil case being filed. Once you have selected all the
appropriate information for the cover sheet, press the Next button found at the bottom of the
screen.
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Filings

One of the features of the Filing screen is the Auto Search capability available in the Select
Required/Additional field. You begin typing and a list of filings that match what is typed is displayed.
The more characters entered reduces the number of choices that appear. For instance, if a filer types
the letter “t” any template containing the letter “t” is displayed. Entering a “to” returns any template
containing the letters “to”. Entering “torte” reduces the list even further.

Previous Filing Type
Filings
EFSM: 441
Ref.No.: SubType:
ADPC Information

County of Berks Civil Electronic Filing System

Parties Filings ¥ Notes Summary et

Plaimtiff: Sarah Wilson

Patition Defendant: James Wilson @

Each docurment must be loaded as a separate PDF, I you are filing a petition waith a proposed onder, the petiteon
would be one PDF and the proposed order would be a second PDF.

a. Toload your Initial Case Filing, place the cursor in the box below the “Required” radio buttons
and start typing. The list of filings that match what is typed is displayed. Select the description
that matches your filing and double click. This adds the filing.

b. Once the parties are entered, the primary defendant and primary plaintiff is displayed in the
heading of the draft filing being worked on.
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County of Berks Civil Electronic Filing System

Previous Filing Type Parties Filings 4 Notes Summary Next
Filings
EFSN: 441 Plaintiff: Sarah Wilson
Ref.No.: SubType: Petition Defendant: James Wilson

AQPC Information

Required © Additional Each document must be loaded as a separate PDF. If you are filing a petition with a proposed order, the petition

would be one PDF and the proposed order would be a second PDF.
Select Required / Additional

Acknowledgment - $0.0 -
hddendum - 50.0 [
Adjudication - $0.0

hdverse Revival - $40.00

Affidavit - $0.0

Affidavit for In Forma Pauperis - 50.0

Affidavit of Business Transaction - $0.0

affidavit of Commercial Transactions - 50.0

Affidavit of Earnings - 50.0

Affidavit of Last Known Rddress - $0.0

affidavit of Mailing Notice = 50.0

Affidavit of Service for Argument Court - 50.0

Affidavit of Service of Notice of Sheriff's Sale - 50.0

affidavit of Service pursuant to Rule 312%.1 50.0 -

a. Select the Additional radio button and place the cursor in the box below. Start typing and a list

of additional filings is displayed. For example, entering “Appear” displays 3 filing entries

containing the word “Appearance”. Select the description that matches your filing and double

click. This now adds the additional filing ---- see below.

AOPC Information

O Required ® Additional Each document must be loaded as a separate PDF. If you are filing a petition with a proposed order, the petition
would be one PDF and the proposed order would be a second PDF.
Select Required / Additional
Docket Entry Confidential Cost
Miscell .pdf
Mass Tort - Other Browse... iscefaneous O 183.00
Delete
Appearance of Browse... 0.00

a. Inthis example a Required filing of Mass Tort — Other and an Additional filing of Appearance of

is selected.

b. Select the Browse button to upload the appropriate PDF file for the filing. Note: Any Docket
Entry that shows the Browse button must have a PDF file uploaded before the filing can be
submitted.

c. Once a document is uploaded, the Confidential checkbox appears allowing filers to indicate if
the document is confidential.

d. The Prothonotary cost for the filing is displayed in the Cost column. eFiling fees are added once

the filing is completed.
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County of Berks Electronic Filing System

Notes
Previous Filing Type Parties
EFSN: 513
RefNo.  Test Civil Complaint SubType: Complaint

Filings » Notes Summary Next

Plaintiff: AA
Defendant: BB

Save Successful.

Notice: If you make changes and do n

@ This is a test note to the Prothonotary A

Note to Prothonotary

ess "Save" changes will be lost when you leave this page.

b

a. Ifyou need to send any additional information about the filing, type a note in this box.

b. Press Save or the Next button to ensure the note is saved.
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Summary

When the summary screen initially appears, a statement certifying that the eFiling complies with the
Unified Public Access policy is displayed.

County of Berks Civil Electronic Filing System

Previous | Eiling Type Parties Eilings » Motes Summary | Next
Filing Summary

EFSN: 107450 Plaintiff: Heather Jones

Ref.No.: SubType: Divorce Defendant: Howard Jones
[[] 1 certify that this filing complies with the provisions of the Public Access Palicy of the Unified
Judicial System of Pennsylvania: Case Records of the Appellate and Trial Courts that require filing
confidential information and documents differently than non-confidential information and documents.

The filer must click the checkbox for the screen to display the payment options available.
County of Berks Civil Electronic Filing System
Previous | Filing Type Parties Filings 3 Motes Summary | Next

Filing Summary

3

EFSN: Plaintiff: Betty Smith
Ref.No.: SubType: Divorce Defendant: George Smith

ay for & submit this case below
Check out ml’pa" @
it Select to File this Pro Bono

The zafer, eazier way to pay

Below is a summary of this Transaction for your review.

COUNTY OF BERKS
E-FILING SUMMARY

Case Type: Family Case Sub-Type: Divorce
E-File Number: 1148

Reference Number:

Berks Co. Case Number: New Filing

Caption: Betty Smith Vs. George Smith

Required
Complaint $215.50
Additional Counts $38.50

eFiling Fee $15.00

$269.00

Grand Total: $269.00
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a. E-Filing Summary —the filer can review the filing and see their associated fees. This can be
saved or printed. Note: the eFiling fee is listed and added to the total.
b. If the filing is Pro Bono then click on the Submit to Prothonotary button to send it directly to

Prothonotary.
c. Ifthe filing is not Pro Bono, select the Check out with PayPal button to process the payment

transaction and submit the filing to Prothonotary.
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Subsequent Filing
Filing Type
County of Berks Civil Electronic Filing System
Previous Filing Type Parties Filings Notes Summary Next

Subsequent Filing on an Existing Case

EFSN: 498 DocketNumber: 14 20791 Plaintiff: Smith, Betty
Ref.No.: SubType: Divorce Defendant: Smith, Randall
Type of Case Civil @ Family © Judgment * Miscellaneous

Highlight below to select a filing type

Case Filing Type Divorce -
Notice: Changing the Filing Type will cause all attached documents to be removed.

Reference Number (Optional Number For Your Reference)

OIONO

Previous Next

a. The navigation for a Subsequent Filing is like new filings. When a valid Docket Number is

entered, the heading contains the case SubType and the primary Plaintiff and Defendant in the

case.

b. The Case Filing Type cannot be changed. However, for an older Family case that had multiple

case ID numbers, the filer can pick the appropriate filing type --- Divorce or Custody. Note: A
limited number of documents can be e-filed for Protection from Abuse cases.

c. The Reference Number is for the filer’s internal use and is displayed on EFS screens and reports

for the filing. This information is not submitted to the Prothonotary.

Parties

Any additional parties or attorneys that need to be added to a case will be assigned by the Prothontary

staff.
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Filings
County of Berks Civil Electronic Filing System
Previous Filing Type Parties Filings Notes Summary Next
Filings
EFSN: 498 DocketNumber: 14 20791 Plaintiff: Smith, Betty
Ref.No.: SubType: Divorce Defendant: Smith, Randall
® Additional Each document must be loaded as a separate PDF. If you are filing a petition with a proposed order, the petition would
be one PDF and the proposed order would be a second PDF.

Select Required / Additional

a. Select the Additional filings radio button. The Additional button allows the filer to select the
specific filings for this subsequent filing. Each filing requires that a separate document (PDF) is
uploaded.

b. When the filer places the cursor in the box below the Select Required/Additional heading and
starts typing a description of the pleading (such as” Answer with New Matter”), a list of possible
filing descriptions appears. All descriptions matching what was typed is displayed. The more
that is typed narrows the list of selections available. The filer can select the description that
best matches the pleading they are filing.

MY HOME MY FILINGS MY CASES MY MESSAGES CASE SEARCH MY ACCOUNT MY PROFILE MY HELP

Welcome:  sloneillla3 This is the DEV System Logout

County of Berks Civil Electronic Filing System

)

Previous Filing Type Parties Filings Notes Summary Next
Filings
EFSN: 107454 DocketNumber: 17 7054 Plaintiff: Jones, Heather
Ref.No.: SubType: Divorce (1) Defendant: Jones, Howard
® additional Each document must be loaded as a separate PDF. If you are filing a petition with a proposed order, the petition
) would be one PDF and the proposed order would be a second PDF.
Select Required / Additional
answes| B

Enswer with Counterclaim - $0.0

Answer with New Matter - $0.0

Enswer with New Matter/Counterclaim - $0.0

Enswer with New Matter/Crossclaim - 0.0

Znawer/Reply/Response — $0.0
IanwerfReplyfRespcmse to Counterclaim - 0.0

Answer/Reply/Response to New Matter - 50.0

Garnishee's Answers to Interrocgatories - $0.0

Garnishee's Answers to Interrogatories with New Matter — $0.0
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a. Select the desired filing. If additional pleadings are being filed, repeat the above process to enter
the information for each additional filing.

County of Berks Civil Electronic Filing System

Previous Filing Type Parties Eilings MNotes Summary MNext
Filings
EFSN: 107454 DocketNumber: 17 7054 Plaintiff: lones, Heather
Ref.No.: SubType: Divorce (1) Defendant: Jones, Howard

Each document must be loaded as a separate POF. If you are filing a petition with a proposed order, the petition

® Additional
would be one PDF and the proposed order would be a second PDF.

Select Required / Additional

Docket Entry Confidential Cost

- i .9
@ Entry/Withdraw of Appearance @ Browse. .. Bﬂ;lsgglanecus df ] @ 0.00
0.00

Answer with New Matter Browse...

a. Inthis example, Answer is typed and then Answer with New Matter is selected. Then Appear is
typed and Entry/Withdraw of Appearance is selected.

b. Select Browse to search your computer drive or your network drive to upload the appropriate
PDF file that supports this filing. Note: When the Browse button appears, the filing cannot be
submitted without a PDF being uploaded. You cannot to advance to the next screen without
loading a PDF.

c. Once a document is uploaded, the Confidential checkbox appears allowing filers to indicate if
the document is confidential.

d. Ifthereis a cost for the filing, it is displayed in the Cost column. In this example, there is no a
cost for the filing. However, an eFiling fee is added when the filing is completed.

Notes
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County of Berks Civil Electronic Filing System

Previous Filing Type Parties Filings Notes Summary Next
EFSN: 498 DocketNumber: 14 20791 Plaintiff: Smith, Betty
Ref.No.: SubType: Divorce Defendant: Smith, Randall

Note to Prothonotary

@ I am now the Attorney for Betty. -

\_"/

a. Enter an appropriate note that relates to this filing.

b. Press Save to ensure the note was saved.

Summary

When the summary screen initially appears, a statement certifying that the eFiling complies with the
Unified Public Access policy is displayed.

County of Berks Civil Electronic Filing System

Previous Eiling Type Parties Eilings » MNotes Summary MNext
Filing Summary
EFSN: 107450 Plaintiff: Heather Jones
Ref.No.: SubType: Divorce Defendant: Howard Jones

[[] 1 certify that this filing complies with the provisions of the Public Access Palicy of the Unified
Judicial System of Pennsylvania: Case Records of the Appellate and Trial Courts that require filing
confidential information and documents differently than non-confidential information and documents.

The filer must click the checkbox for the screen to display the payment options available.
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County of Berks Civil Electronic Filing System

Previous | Filing Type Parties Filings » Notes Summary | MNext
Filing Summary
EFSN: 4495 Plaintiff: David Smith
Ref.No.: SubType: Divorce Defendant: Maria Smith
Pay for & submit this case below File this Pro Bono

Check out mlfpaf
with Submit To Prothonotary
The safer, easier way to pay

Below is a summary of this Transaction for your review.

COUNTY OF BERKS
E-FILING SUMMARY
Case Type: Family Case Sub-Type: Divorce
E-File Number: 495
Reference Number:
Berks Co. Case Humber: Mew Filing
Caption: David Smith Vs, Maria Smith
Required
Complaint $215.50
eFiling Fee $15.00
$230.50
Grand Total: $230.50

a. The Summary appears before submitting your filings to PayPal for payment. Select the Check
out with PayPal button to process the payment transaction. Once the payment transaction is
completed, the screen returns to EFS and the Submit to Prothonotary button is clicked to
complete the submission.

b. If your filing is being done as Pro Bono, you will bypass PayPal by clicking on the Submit to
Prothonotary button. The filing is sent to Prothonotary for review and acceptance.

c. The above Summary can be printed or saved for your records.
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Family Cases
If you are filing Family cases one of the following screens will appear instead of the AOPC Information
tab.

Custody:
Custody

Choose one Below:
O complaint with Stipulation and Proposed Order

() Complaint with Scheduling Order

Save and Retumn To Filings

Divorce:

Divorce
Select Counts

[13201 () and / or (d) - Irretrievably Broken [ custody with Stipulation and Propased Order*
[ adultery [ custody with Scheduling Order

[ alimony * Creates a separate Custody case when accepted.
[eigamy

[ cruel Treatment

[ Desertion

[ pissipation of Marital Assets

[JEquitable Distribution

[ Exclusive Possession

[indignities

[IMaintenance of Insurance and Beneficiary Designations

[Irequest for Counsel Fees Costs and Expenses

Other Counts/Claims not listed (Number):
]

| Save and Return To Filings

0ld Family Cases
In the past cases were designated by a unique id number in addition to the case number. When a

subsequent filing is done for one of the older cases, the different case filing types with the id number
will be displayed.
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County of Berks Civil Electronic Filing System

Previous Filing Type Parties Filings Notes Summary Next

Subsequent Filing on an Existing Case

EFSN: 1345 DocketNumber: 10292 Plaintiff: Rogers, Kimberly A
Ref.No.: SubType: Divorce-COMPLAINT Defendant: Rogers, Brian W
Type of Case Civil ® Family ©Judgment © Miscellaneous

Click below to select a filing type (Abuse cases cannot be filed electronically)

) Divorce-COMPLAINT (1)
CaseFiling Type ¢ _) Custody-COMPLAINT with Proposed Order (2)

(O Custody-COMPLAINT with Proposed Order (4)
O Custody (5)
Notice: Changing the Filing Type will cause all attached documents to be removed.

Reference Number (Optional Number For Your Reference)

Only one button @ can be selected when entering a subsequent filing for these cases. The old id
number is listed behind the case filing type in parenthesis.

40| Page




County of Berks — Electronic Filing System

Emails
Throughout the filing process the filer will receive emails indicating the status of their filing.

Filing Received
After the filer submits their filing to the Prothonotary Office, an email is sent indicating their filing has
been received.

For new filings, the filer receives the following email:

From: noreply @countyofberks.com [ mailto: noreply@countyofberks.com]
@ Sent: Monday, August 18, 2014 4:37 PM

To: Hanson, James
Subject: ° 340 has been Received by the County of Berks Prothonotary

Eric Smith
Please do not reply to this automated email address.
Your Filing (EFSN: 1340) been Received by the County of Berks Prothonotary.
Caption: aaa bbb Vs. ¢
Docket Number: New
Case Type: Family
Case SubType: Divorce
Custody From Divorce:
Docket Number: 0 0
Case Type: Family
Case SubType: Custody

Required Filings:
Complaint
eFiling Fee
Divorce - Custody Count Complaint
Additional Filings:
Additional Counts
Proposed Custody Scheduling Order
Mediation

Total Filing Cost: 506.50
Message:

Office of Prothonotary

The email contains the EFSN number assigned to the filing.
The attorney’s name that submitted the filing is in the email.
There is no docket number because it is a new filing.

Q 0o T W

Since the filing has just been received, no one in the Prothonotary Office is assigned to the
filing.
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Subsequent Filings
For subsequent filings, the filer receives the following email:

From: noreply@countyofberks.com [ mailto:noreply@countyofberks.com]
Sent: Tuesday, August 19, 2014 7:39 AM

To: Hanson, James
@ Subject: EFSN: 1344 has been Received by the County of Berks Prothonotary

Eric Smith

Please do nofreply to this automated email address.

Your Filing (EFSN: 1344) has been Received by the County of Berks Prothonotary.
Caption: First Commonwealth Federal Credit Union Vs. Agosto-Lopez, Hector W
Docket Number: 14 4321 @

Case Type: Civil
Case SubType: Complaint

Required Filings:
eFiling Fee
Additional Filings:
Answer/Reply/Response
Statement
Affidavit
Proposed Order

Total Filing Cost: 8.00
Message:

@ Office of Prothonotary

The email contains the EFSN number assigned to the filing.

The attorney’s name that submitted the filing is included.

The docket number of the subsequent filing is included.

Since the filing has just been received, no one in the Prothonotary Office is assigned to the filing.

Q 0 T W
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Filing Accepted

Once a filing is accepted by the Prothonotary, the filer receives an email. For new filings, a case number
is assigned. At this point the filing is in a Not Verified status. This means that the filer can see their filing
in the My Cases page in EFS. For subsequent filings, the acceptance email contains separate links to all
the documents filed. The filer can select which document to view. If the filer is logged into the system, it
will take them directly to the document. If the filer is not logged into the system, the filer is directed to
the log in page.

New Filing Acceptance Email:

From: noreply@countyofberks.com [ mailto: noreply @countyofberks.com]
Sent: Monday, August 18, 2014 4:38 PM

To: Hanson, James
@ Subject: E-Filing Acceptance For EFSN: 1340

Eric Smith
Please do not reply to this automated email address.
If you have questions please see the Deputy Prothonotary contact information below.
@ Your Filing (EFSN: 1340) has been Accepted by the County of Berks Prothonotary.
Caption: aaa bbb Vs. ccc bb
Docket Number: 14 14632 @
Case Type: Family
Case SubType: Divorce

Required Filings:
Complaint
Additional Filings:
Accepted:
Additional Counts
eFiling Fee
Rejected:

Total Filing Cost: 394.00
Message:

Jim Hanson

Deputy Prothonotary

Phone Number
ihanson(@countyofberks.com

The email contains the EFSN number assigned to the filing.

The attorney’s name that submitted the filing is included.

The docket number of the new filing is included.

Since the filing is accepted, the email will contain the name and contact information of the

Qa 0 T o

deputy that accepted the filing.
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Subsequent Filings - Acceptance Email

From: noreply@countyofberks.com [ mailto: noreply @countyofberks.com]
Sent: Tuesday, August 19, 2014 7:46 AM

To: Hanson, James
@ Subject: E-Filing Acceptance For EFSN: 1344

Eric Smith

Please do notTéply to this automated email address.

If you have questions please see the Deputy Prothonotary contact information below.

@ Your Filing (EFSN: 1344) has been Accepted by the County of Berks Prothonotary.

Caption: First Commonwealth Federal Credit Union Vs. Agosto-Lopez, Hector W
Docket Number: 14 4321
Case Type: Civil
Case SubType: Complaint

Required Filings:
Additional Filings:

Accepted:
Answer/Reply/Response
Statement
Affidavit @
Proposed Order
eFiling Fee

Rejected:

Total Filing Cost: 8.00
Message:

Jim Hanson

Deputy Prothonotary

Phone Number
jthanson{@countvofberks.com

The email contains the EFSN number assigned to the filing.

The attorney’s name that submitted the filing is included.

The docket number of the subsequent filing is included.

Since the filing is accepted, the email will contain the name and contact information of the

Q 0 T W

deputy that accepted the filing.
e. Links to allow the filer to view the documents.
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New Filing - Verified

Once a filing is accepted, the Prothonotary Office must process the filing before the filing changes from
a Not Verified status to a Pending Status. The process can include assigning a judge, researching related
cases, or tweaking the docket entries. Once the filing status changes to a Pending status, the filer
receives an email. For new filings, a separate email will be sent to the filer indicating the filing is
processed. The email will contain a link to the My Cases page. For subsequent filings, the acceptance
email contains separate links to all the documents filed. If the filer is logged into the system, it will
automatically go to the page. If the filer is not logged into the system, the filer is prompted to log into
the system.

Email for New Filings:

From: noreply@countyofberks.com [mailto:noreply@countyofberks.com]
Sent: Monday, August 18, 2014 4:34 PM

To: Hanson, James

@Subject: E-Filing For EFSN: 1309

Eric Smith
Please do not Teply to this automated email address.
If vou have questions please see the contact information below.
@ Your Filing (EFSN: 1309) has been processed by the County of Berks Prothonotary.
Caption: Acme Mortgage Company Vs. Andrew Jones
Docket Number: 14 14628
Case Type:
Case SubType:

@ Go To My Cases

Office of Prothonotary
CivilEFS(@countvofberks.com
610.898.5565

The email contains the EFSN number assigned to the filing.
The attorney’s name that submitted the filing is included.
The docket number of the subsequent filing is included.

o 0 T o

This link will either be to the My Cases page or to the document. If the link is not working,
please contact your IT Support.
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Filing Rejected

If the filing is rejected, the filer receives an email with information on why the filing was rejected. The
email will contain the reason the filing was rejected and the contact information of the deputy who
rejected the filing.

From: noreply @countyofberks.com [mailto: noreply @countyofberks.com]
Sent: Tuesday, August 19, 2014 11:20 AM

To: Hanson, James
@ Subject: E-Filing Rejection For EFSN: 1342

Eric Smith
Please do not reply to this automated email address.
If you have questions please see the Deputy Prothonotary contact information below.
Your Filing (EFSN: 1342) has been Rejected by the County of Berks Prothonotary.
Caption: Smith, Bobbi Vs. Smith, Robert
Docket Number: 14 14630
Case Type: Family
Case SubType: Divorce (1)

Required Filings:

Additional Filings:
Accepted:
Rejected:

Total Filing Cost: 166.50
Message: Other : Test Rejection Email

Jim Hanson

Deputy Prothonotary

Phone Number
jhanson(@countyofberks.com

The email contains the EFSN number assigned to the filing.
The attorney’s name that submitted the filing is included.
Message as to why the filing was rejected.

o 0o T W

The contact information for the deputy that rejected.
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Documents Filed by Courts
When the Courts file a document, they can select who receives the email notification. The system pre-
checks all attorneys when the Courts create the distribution list.

From: noreply@countyofberks.com
Sent: Monday, June 26, 2017 2:31 PM
To: O'Neill, Shelly

Subject: Filing Update for 17 6708

An Order/Decree which requires notice pursuant to Pa. R.C.P. 236 has been entered by the Court
in the following matter:

Caption: MICKEY MOUSE vs. MINNIE MOUSE
Docket Number: 17 6708

Case Type: Family

Case SubType: Divorce

Date of Entry on Docket: 6/26/2017

Filing:
Proposed Order

Filing can be viewed through EFS in the ‘My Cases’ tab where you are listed as the attorney of record.
Otherwise please review through your normal means of accessing the information.

Please do not reply to this automated email address.
If you have questions, please contact the CivilEFS Helpdesk at either CivilEFS(@countyofberks.com or (610) 898-5565.

Thank you,

Berks County Prothonotary Office
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Opposing Counsel Notifications
Attorneys can receive notifications of documents filed by opposing council when they are signed up to
receive EFS notices.

From: noreply@countyofberks.com
Sent: Monday, June 26, 2017 2:31 PM
To: O'Neill, Shelly

Subject: Filing Update for 17 6708

An Order/Decree which requires notice pursuant to Pa. R.C.P. 236 has been entered by the Court
in the following matter:

Caption: MICKEY MOUSE vs. MINNIE MOUSE
Docket Number: 17 6708

Case Type: Family

Case SubType: Divorce

Date of Entry on Docket: 6/26/2017

Filing:
Proposed Order

Filing can be viewed through EFS in the ‘My Cases’ tab where you are listed as the attorney of record.
Otherwise please review through your normal means of accessing the information.

Please do not reply to this automated email address.
If you have questions, please contact the CivilEFS Helpdesk at either CivilEFS(@countyofberks.com or (610) 898-5565.

Thank you,

Berks County Prothonotary Office
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Appendix A - Alternate Name Types and Definition

1. Alternate Name Types
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AKA

AKA or DBA
DBA
Division of
FKA
Formerly
IDBA

ITA

ITDBA

KNA

TA

TA DBA and AKA
TBA

TDBA

Also Known As

Also Known As or Doing Business As
Doing Business As

Formally Known As

Individually Doing Business As

Individually Trading As

Individually Trading and Doing Business As
Known Now As

Trading As

Trading As, Doing Business As and Also Known As
Trading Business As

Trading and Doing Business As






