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About this document

ATTENTION

SERVICE OF ORIGINAL PROCESS

IF YOU ARE FILING A WRIT OR COMPLAINT WHICH 1S
CONSIDERED ORIGINAL PROCESS UNDER PA RULE OF CIVIL
PROCEDURE 400 AND REQUIRES SERVICE BY THE SHERIFF,
PLEASE BE ADVISED THE MONROE COUNTY OFFICE OF THE
PROTHONOTARY (“PROT”) WILL NOT ELECTRONICALLY
TRANSFER YOUR PLEADING TO THE SHERIFF’S OFFICE FOR
SERVICE.

IF YOU RECEIVE A NOTICE FROM THE PROT THAT YOUR FILING HAS
BEEN APPROVED AND DOCKETED, YOU STILL MUST MAKE
ARRANGEMENTS WITH THE SHERIFF’S OFFICE TO HAVE ORIGINAL
PROCESS SERVED PURSUANT TO THE PENNSYLVANIA CIVIL
PROCEDURE RULES, PART 1: SERVICE OF ORIGINAL PROCESS, SUB-
PART A: SERVICE GENERALLY Pa.R.C.P 400 — 405 and/or SUB-PART
B: SERVICE IN PARTICULAR ACTIONS Pa.R.C.P. 410-412 ;

SUB-PART C: SERVICE UPON PARTICULAR PARTIES Pa.R.C.P 420-
425; SUB-PART D SERVICE PURSUANT TO SPECIAL ORDER OF
COURT Pa.R.C.P 430; PART Il, SERVICE OF LEGAL PAPERS OTHER
THAN ORIGINAL PROCESS Pa.R.C.P 440-44
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C-Track E-Filing

CHAPTER 1 ELECTRONIC FILING
C-TRACK CMS E-FILING FUNCTIONALITY

1.1 E-File Overview and Registration

Electronic Filing offers the opportunity to open a new case filing or electronically file and transmit documents to the Court for
an existing case, using a remote computer. E-Filing requires the completion of a registration form and may or may not
require the successful completion of a test, depending upon the business process of the Court(s) to which you E-File.
Additionally, you need an active email account to complete the registration process. You submit the registration and receive
an email which provides a link to access the C-Track E-Filing web site.

For Efilers who are attorneys, you may have a legal organization, such as a law firm, to which you can associate an E-Filing
account. Legal Organizations are useful for instances where another registered user submits filings on your behalf or where
attorneys or authorized E-Filers may need to view filings submitted by other E-Filers of the same Legal Organization. When a
registered E-Filer is associated to a Legal Organization, the user can switch associations from their personal E-File account
to the Legal Organization to which they are associated. Support Staff can also be included as Legal Organization members.
Attorneys can associate Support Staff through the User Association screen. Support Staff are able to file on behalf of an
authorized attorney Efiler.

You may access the E-File Registration / Log In screen from another web site, such as a State or County site, which directs
you to the web location or Universal Resource Location (URL) for C-Track E-Filing.

> NOTE: To review the Terms and Conditions for using the E-Filing
site click the E-Filing Terms & Conditions link on the Log In

screen.

The E-File User Access image below demonstrates security constraints E-File users face when included and not included
on the E-File User Access List for a given case. The E-File User Access List is a list of E-File users that belong to a case on
Monroe County’s CMS application. To gain access to the List, a user must file onto a case and have it accepted/docketed by
the Prot. Once docketed, the filing attorney (whether the attorney files the document themselves or Support Staff files on
their behalf) will be added to the E-File User Access List.

Users within the same Law Firm can also gain access to the E-File User Access List if they are a Support Staff member
supporting an Attorney who already belongs to the List by making a request to the Prot.

The image below demonstrates the functionality of the E-File User Access List relative to searching and filing on a case
based on the case being a public or confidential record.

Public Case Confidential Case

Search / Access Case [E) x|
User Not on EF User Access List

E-File into Case (] x|

Search / Access Case @ (]
User on EF User Access List

E-File into Case (] (]

In this example, we register as an e-filer.

1. From E-File Registration / Log In screen, click Register as an E-Filer.

Disclaimer: This Thomson Reuters document has been modified by the customer from its original state.
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C-Track E-Filing

MONROE COUNTY, PENNSYLVANIA CiviL E-FILING

Username

Password

Forgot Password?
m—Regiswr as an E-Filer
-Filing Terms & Conditions

C-Track™ E-Filing, developed by Thomson Reuters Court
Management Solutions

Fig. 1.1: E-File Registration / Log In screen

The E-File Registration screen appears.
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C-Track E-Filing

MonNROE COUNTY, PENNSYLVANIA CiviL E-FILING

e Information

| hereby expressly consent to receive any and all notices or other communications from the Office of the Prothonetary, and the Court of Commen Pleas of Monroe County, via email at the emal address in my user profile pursuant to PaRCP
205.4 and 238, and all applicable Monroe County Local Rules. This constitutes my written request for such notifications in accordance with Rule 236(d).

If you have never filed in Monroe County before, you must first email us at protcivifilingi@manrosecountypa.gov to be listed in our Case Management System first.
Onee you have submitted this information, 3 confirmation emal will be sent.
PLEASE REGISTER ONE TIME. If you are unsure if you are registered pleass contact the Court.

For questions regarding e-filing, during work hours, call 570-517-3370. You may also email us at any time at proteivilfiling@menrececountypa.gov .

"

E-File Registration

TYPE
Tyee @ v

USER INFORMATION
Prefix Usernames
Last Names Password:
First Names Confirm Password:

CONTACT

Primary E-mail* (&)
Add Contact

ADDRES S
Address Type 0 Mailing
Address Line 1=
Address Line 2
Address Line 2
Address Line 4
Country United States A
City= Staten Zip Code

A w

LEGAL ORGANIZATION A5 SOCIATION
Legal Organization Name Role E-mail Status
No recards were found.

Add Legal Organization

VERIFICATION

I'm not a robot

TERMS AND CONDITION 5
O Iagree tothe terms and conditions.

&-Track™ E-Filina. develoved by Thomson Reuters Cowt Manzsaement Sclulions

Fig. 1.2: E-File Registration screen
The E-File Registration screen has seven containers.

In the Type container:

1. Select the Account Type.

If you are an attorney registered with the Bar, select the Registered Representer option. The Attorney Bar ID field appears.

E-File Registration

TYPE
Type: a Fegsierad Reprasenter ¥ Attorney Bar 1D+

Fig. 1.3: Registration account Type field selection of Registered Representer
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C-Track E-Filing

In the User Information container:

Enter a User Name.
Enter a Last Name.
Enter a First Name.
Enter a Password.
Confirm Password.

ok wWN

In the Contact container:

7. Enter a Primary E-mail.
8. Click Add Contact to enter additional email addresses, as needed.

In the Address container:

9. Selectthe Address Type.
10. Enter Address Line 1.
11. Enter City.

12. Select State.

13. Enter Zip Code.

14. If you are associating your registration with a Legal Organization, such as a registered Law Firm, click Add Legal
Organization.

The Legal Organization Search window appears.

Add Legal Organization Association

LEGAL ORGANIZATION SEARCH ~

Mame Contains Show Inactive

LEGAL ORGANIZATIONS
Address

Mo records were found.

Fig. 1.4: Legal Organization Search window

15. Enter search criteria.
16. Click Search.

Disclaimer: This Thomson Reuters document has been modified by the customer from its original state.
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C-Track E-Filing

Add Legal Organization Association

LEGAL ORGANIZATION SEARCH ~

Name Contains weit Show Inactive O

LEGAL ORGANIZATIONS
Name Address

Weitzmann, Weitzmann, & Huffman 333 Main St
Stroudsburg PA 18360

1to 1 of 1 records

Fig. 1.5: Legal Organization Search window — search results returned

> NOTE: If the Legal Organization to which you belong is not returned
in a search, you must contact the Prot.

17. Click the line item Name of the Legal Organization to which you are associating your E-Filer registration, if
applicable.

The User - Legal Organization Details window appears.

User-Legal Organization Details

USER-LEGAL ORGANIZATION DETAILS -

Role*
Service E-Mail*
Add Another

Support Staff
Legal Organization Admin
Non-Filing Legal Organization Admin

Fig. 1.6: Legal Organization Search window — Organization Details
Here, your Role determines what functions you can access in E-File and, for your Court, are defined as:

Attorney - selected by users with a valid Bar ID who use the application to
submit E-Filing on new and existing cases

Support Staff — selected by users without a Bar ID who can submit E-filings on
behalf of Attorneys

Disclaimer: This Thomson Reuters document has been modified by the customer from its original state.
THOMSON REUTERS" Last updated: March 2022 7




C-Track E-Filing

Legal Organization Admin** - selected by users with a valid Bar ID who use the
application to submit E-Filing on new and existing cases as well as add and
remove user access for other e-filers of the organization.

Non-Filing Legal Organization Admin** - selected by users who do not submit
e-filings themselves or on behalf of anyone else. This role lets users add and
remove user access for other e-filers of the organization.

**Please note: you will need to contact the Prot and identify at least one person
in your organization to be a Legal Organization Admin or Non-Filing Legal
Organization Admin prior to having anyone else attempt to add your law firm as a
Legal Organization.

18. Select a Role.

19. Enter a Service Email.

20. Click Add Another to enter additional email accounts associated to your registration and the Legal Organization, as
needed. If you add a support staff email address, that individual is required to complete the E-Filing Registration and
associate to your account through the Legal Organization functionality.

21. Click Save.

In the Verification container:

22. Enter Verification from the Captcha container.

In the Terms and Conditions container:

23. Click the | agree check box.
24. Click Next.

An Information message appears and directs you to check your primary email to complete registration.

C-Track E-FiLiINnG YOUR NAME WILL APPEAR HERE w»

o Information

* ‘You are currently pending user approval. Please check the primary e-mail you entered during registration for further instructions.

C-Track™ E-Filing, developed by Thomson Reuters Court Management Selutions

Fig. 1.7: Information message

25. Log into the email account that you entered on the Registration form.
26. Open the email from the E-File site.
27. Click the link provided in the email. The link will appear similar to the figure below.

< Disclaimer: This Thomson Reuters document has been modified by the customer from its original state.
% THOMSON REUTERS Last updated: March 2022 8



C-Track E-Filing

moef-prodprev@thomsonreuters.com
E-File User Registration Approval

To Spencer, Jessica

CAUTION: This email originated from outside of the organization. Do not click links or open attachments unless you recognize the sender and
know the content is safe.

C-Track E-Filing

This is a notice to inform you that your E-File User account has been created, accepted, and now pending E-Mail confirmation. Please
click the followinf link t confirm this as your primary e-mail.

Do not respond to this system-generated e-mail notification. For help with technical problems, please contact the system administrator

Fig. 1.8: C-Track E-Filing Email example

A Browser window opens and navigates to a secure C-Track E-Filing Login screen.

MOoONROE COUNTY, PENNSYLVANIA CiviL E-FILING

Username

Password

Forgot Password?
Register as an E-Filer
E-Filing Terms & Conditions

C-Track™ E-Filing, developed by Thomson Reuters Court
Management Solutions

Fig. 1.9: C-Track E-Filing Login screen

28. Enter Username.
29. Enter Password.
30. Click Login.

Please see the Helpful Links to access Monroe County Forms, Rules and AOPC information.
The C-Track E-Filing Home screen appears and your registered first and last name display in the top right header of the

Disclaimer: This Thomson Reuters document has been modified by the customer from its original state.
Last updated: March 2022 9
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C-Track E-Filing
Home screen banner.

Case Search

MoNROE CoOUNTY, PENNSYLVANIA CiviL E-FILING Jessica Spencer »

Create Filing
Filings

C-Track™ E-Filing, developed by Thomson Reuters Court Management Solutions
| PayPal

Fig. 1.10: C-Track E-Filing Login screen

31. Should you forget your password, click the Forgot Password? link on the C-Track E-Filing screen.

MONROE COUNTY, PENNSYLVANIA CiviL E-FILING

Login
Username

Password

Forgot Password?
Register as an e-Filer
E-Filing Terms & Conditions

C-Track™ E-Filing, developed by Thomson Reuters Court
Management Solutions

Fig. 1.11: C-Track E-Filing Login screen — Forgot Password?

The Forgot Password Information message and Password Reset Request container appear.

C-Track E-Fiung

© Forgot Password?

Please enter your e-mail address used to sign up for the account and an e-mail will be sent to you containing further instructions to reset your password

Password Reset Request ?

E-mail

e owprsors | canct |

C-Track™ E-Fiing, developed by Thomsan Reuters Court Mansgement Solutions

Fig. 1.12: Password Reset Request container

32. Enter the email address you provided on the Registration form.
33. Click Request New Password.

An email is sent to the email account on file. Follow the instructions in the email to reset your password.

Disclaimer: This Thomson Reuters document has been modified by the customer from its original state.
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C-Track E-Filing
1.4 E-Filing Notifications

Notifications behave and display the same information about E-File submission regardless of the account that is active. The

number that appears in the red circle at the bottom right of the Notification icon D includes all unread submission
notifications from the users’ Personal Account as well as all Legal Organizations to which the user is a member and under
which they have filed.

C-Track E-Fiunc oo B =

. -‘b

Fig. 1.26: Home screen - Notifications
1. Click the Notification icon.

The Notifications window is exposed. The View All link is available at the bottom of the window.

C-Track E-Fiunc

Unread Notifications

ifing, developed by Thomson Reuters Court Manag

C-Track™ E-F
P PoyPal \/-2017-000421 filing(s) [REF: 251511905346119] have
by the Clerk on 03-08-2018 12:47 PM
Exposing the Unread
Notifications by clicking the icon Case No. 017-000417 filing(s) [REF: 25151190

been accepted by the Clerk on 03-08-2018 12:45 PM

shows Notifications you have not 45 PI
Marked As Read. Click Display
All to show read and unread

notifications in this window.

2515119050: have been submitted on
You can view the filings here. REF: 2515119

This is a notice to inform you that the filings, confirmation number

251511905086312, have been submitted on 017 04:33 PM
You can view the filings here. REF: 251511905 12
S 3 PA v

: View All ’

Fig. 1.27: Home screen — Notifications for the user - Notifications exposed

2. Click View All.

The Notifications screen appears.

Disclaimer: This Thomson Reuters document has been modified by the customer from its original state.
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C-Track E-Filing

C-Track E-Fiunc e > =
Notifications k- hd

NOTIFICATION INFORMATION

Notification Date From Bl To &= Subject
Status~ All v Sender
NOTIFICATIONS
| | Date w From Subject
03-08-2018 Migration Filing Approval - Case No. CV-2017-000421
02-08-2018 Migration Filing Approval - Case No. CV-2017-000417
03-08-2018 Migration Filing Approval - Case No. CV-201M 7-000417
11-28-2017 Migration Filing Submission
11-28-2017 Migration Filing Submission - Case No. CV-2017-000419
11-28-2017 Migration Filing Submission - Case No. CV-2017-000417
11-28-2017 Migration Filing Submission - Case Mo. CV-2017-000417
11-28-2017 Migration Mew Legal Organization User Approved
1 to & of & records | O items selected
lark Read Jark Unread

C-Track™ E-Filing, developed by Thomson Reuters Court Management Solutions

P PayPal

Fig. 1.28: Notifications screen

The Notifications screen has two containers. The Notifications display table defaults all notifications, regardless of Read or
Unread status, when you access the screen. The Notification Information container lets you enter search criteria of
Notification Date range, Subject and Sender.

The Notifications display table lets you select any column header to sort the information in ascending / descending order:

Check box column — lets you select individual Notification line items as read or unread; the Check box in the table
headers lets you select all line items in the table to mark as read or unread

Date column —provides the date upon which the submission notification was sent from the CMS to you

From column — shows the name of the sender; click the line item here or on the Subject column to expand and view
details about the Notification and to reveal a here link to navigate to the Filing Summary screen in a separate
browser window.

Subject column — a description of the notification; for all submissions that reference a Matter number, the number is
included in the subject

Mark Read button — marks the submission line items that are selected by check box as Read and reduces the Notification
icon number displayed at the top of all C-Track E-Filing screens

Mark Unread button — marks the submission line items that are selected by check box as Unread and increases the
Notification icon number displayed at the top of all C-Track E-Filing screens

3. Click the Subject of a line item.

Disclaimer: This Thomson Reuters document has been modified by the customer from its original state.
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C-Track E-Filing

Gillian Shore
C-Track E-Fiunc Copenandshore ¥ 95 =
Notifications k3 |
NOTIFICATION INFORMATION
Notification Date From E To @ Subject
Status* Al v Sender
NOTIFICATIONS
| | Date + From Subject
03-08-2018 Migration Filing Approval - Case No. CV-2017-000421
03-08-2018 Migration Filing Approval - Case No. CV-2017-000417
03-08-2018 Migration Filing Approval - Case No. CV-2017-000417
11282017 Migration Filing Submission
@ [11-z82007 Migration Filing Submisii%. - Case No. CV-2017-000419

Thiz i 2 nofice to nform you that the filings, conArmation number 2515110050853 12, have been submited on 11-25-2017 D4:38 PM. You can view the flings here.
REF: 251511006026312
11282017 Migration Filing Submission - Case No. CV-2017-000417

| 11-28-2017 Migration Filing Subrmission - Case No. CY-2017-000417
11282017 Migration New Legal Organization User Approved

|1m90f9|ewrds | itzms =eledied |

Mark Read Mark Unread
C-Track™ E-Filing, deveioped by Thomsen Reuters Court Mensgement Soluions
P PayPal

The check box for the line
Subject line. The here link in the expanded Subject message opens a separate browser window and navigates to the Filing
Summary screen of the referenced filing.

Fig. 1.29: Notifications message expanded

item is selected. The expanded message provides information about the filing referenced in the

4. Click the Mark Read button at the bottom right of the Notifications display table.

The line item collapses, and the bold appearance is removed indicating the message has been read.

Nofifications 78
NOTIFICATION INFORMATION
Notification Date From B 1o &= Subject
Status® All v Sender
B
NOTIFICATIONS
L} Date + From Subject
03-08-2018 Migration Filing Approval - Case No. CV-2017-000421
03-08-2018 Migration Filing Approval - Case No. C\-2017-000417
02-02-2012 Migration Filing Approval - Case Mo. C\-20117-000417
11-28-2017 Migration Filing Submission
11-28-2017 Migration Filing Submission - Case No. CWV-2017-000418
11-28-2017 Migration Filing Submission - Case No. CV-2017-000417
11-28-2017 Migration Filing Submission - Case Mo. CV-2017-000417
11-28-2047 Migration New Legal Organization User Approved
1to @ of 8 records | 0 items selected
Mark Read Mark Unread
C-Track™ E-Filing, developed by Thomson Reuters Court Management Solufions
P PayPol

THOMSON REUTERS”

Fig. 1.30: Notifications message read

To find Notifications that have been marked Read, use the All or the Read Status as search criteria in the Notification
Information container at the top of the screen.

Disclaimer: This Thomson Reuters document has been modified by the customer from its original state.
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C-Track E-Filing
1.6 Create a New Case E-Filing

In this example we create a Filing of a new case. We are logged into the C-Track E-Filing site for an existing user who is an
attorney associated to a Legal Organization — a law firm.

> NOTE: The Court determines the maximum file size of documents
that can be upload in an e-Filing submission. For Monroe County,

the upload limit is 25MB. Any documents larger than 25 MB will need

to be split and uploaded in multiple parts.

1. From the home screen, click Create Filing from the left menu.

The Create Filing screen appears.

Case Search .
Emily T deWolf
Create Filing ‘h C-Track E-FiLne Mwls'zu_qlmeu . v A=
Filings 3
Create Filing 2 5
COURT SELECTION
Court® Select a Court =

Filing Category*

C-Track™ E-Filing, developed by Thomsen Reuters Court Management Solutions
P PayFal

Fig. 1.49: Create Filing screen

The Create Filing screen has a single container, Court Selection. You can select a Court and Filing Category.

2. Select a Court.
3. Select aFiling Category. Here, we select New Case.

With the selection of New Case in the Filing Category field, a second container, New Case, is added to the screen.

Disclaimer: This Thomson Reuters document has been modified by the customer from its original state.
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C-Track E-Filing

Case Search :
Casesearch | . R Eoe T e
Create Filing C-Track E-Fiune WorsoLighmer aaL. ¥ T 2%

Filings ’ p
My Matirs CCEEELLL

COURT SELECTION

Court Delaware County Court of Common Pl.. w
Filing Category* New Case v
NEW CASE
Matter Number 18-326
Case Category* Civil v
Case Type* Contract v
Case Subtype* Breach of Contract ¥
Filing Type* Complaint v

Filing Subtype* v

Amended Complaint T
Complaint Against Additional Defendant

Complaint Against Defendant is Withdrawn
Complaint Custody/Partial Custody/Visitation |2 o ot Mansgement Solutions
Complaint Filed PoyPal

Complaint in Visitation k
Complaint Reinstated
Complaint Withdrawn
Counterclaim

Crossclaim

Custody - Withdraw Complaint
Custody Complaint

Praecipe to Withdraw Complaint
Reply to counterclaim

Reply to New Matter

Substitute Plaintiff

Monroe County does
not utilize Matter

Numbers so you will
not see this field.

Fig. 1.50: New Case container — Case Category, Type, Subtype, Filing Type entered Filing Subtype exposed

Select Case Category.
Select Case Type.
Select Case Subtype.
Select Filing Type.
Select Filing Subtype.
Click Next.

© N O A

> NOTE: Once you leave the Create Filing screen, the filing moves
into Draft status in the E-File application. If you navigated to any

other screen in the E-file application before you completed this filing,
the filing is available to be completed through the Filings > Draft left

menu path.

The Filing Information container appears below the left navigation menu and the Filing Progress Indicator appears below
the top C-Track E-Filing banner. The Party Information indicator is highlighted and the Party Information container
appears.

Administration

e MONROE COUNTY, PENNSYLVANIA CiviL E-FILING Weltzman, Hotamann, & Hutman’ > 1957 1

Create Filing
Filii FILING PROGRESS  Party Information Filing Information Upload Document Service Information Filing Summary
ngs I I

» Filing Information Party Information

Monroe County Court

of Common Pleas PARTIES

Name Type Role Attorney(s) Address
Civil - Tort -

Intentional Tort

Complaint -
Complaint

C-Track™ E-Filing, developed by Thomson Reuters Court Management Solutions
P Payrol

Fig. 1.51: Filing Progress— Party Information
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C-Track E-Filing

10. Click the Add Another Case Party link at the bottom left of the Parties display table.
The Party Information window appears.

Party Information

ADD PARTY —

Role*
Representation
Add Alias

Fig. 1.52: Party Information window

The Party Information window has a single container, Add Party. This window expands with additional containers based
upon the selections chosen in the Role and Type drop downs.

11. Select Role.

With the selection of Role, another container, Representer, is added to the window.

Party Information

ADD PARTY ~
Role* Plaintiff b

Representation v

ADDRESS INFORMATION ~

Address 1*

Address 2 United States
Address 3 Pennsylvania
Zip

REPRESENTER ~

Email

CONTACT INFORMATION ~
‘ Type* Work Phone v

Add Contact
Add Alias

Fig. 1.53: Party Information window —containers added based on Party selections

12. Select Type, in the Add Party container.

Disclaimer: This Thomson Reuters document has been modified by the customer from its original state.
THOMSON REUTERS" Last updated: March 2022 16




C-Track E-Filing
With the selection of Type, another container, Name, is added to the window.

Party Information

ADD PARTY ~

Role* Plaintiff
Representation

Middle Name
First Name* Prefix
Suffix

Address 1*

Address 2 United States
Address 3 Pennsylvania
Zip

REPRESENTER ~

Fig. 1.54: Party Information window —containers added based on Type selection

13. Select Representation, in the Add Party container.

14. Enter Last Name, in the Add Party container.

15. Enter First Name.

16. Click the Add Representer link from the Representer container.

The Representer Search window appears.

Disclaimer: This Thomson Reuters document has been modified by the customer from its original state.
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C-Track E-Filing

Representer Search

TYPE ~

Representer Type

NAME ~

First Name
Last Name*

Fig. 1.55: Representer Search window

The Representer Search window has two containers to let you enter search criteria based on an attorney or law firm search.
The kind of search is based on the selection of Representer Type — Attorney or Law Firm. Note the Add Myself button which
eliminates the need to search for a representer and adds credentials based on your user login information.

17. Click Add Self.

The Name of the logged in user is entered as the attorney for this case party.

Party Information

ADD PARTY ~

Role*
Representation

NAME -

Last Name+ Middle Name

First Name~

REPRESENTER ~

Representerisi*  de\Woli, Emily T
Add Representer b
Add Alias

Add Self

Fig. 1.56: Party Information window — Add Self functionality

Note the X that appears to the right of the Representers name. You can remove the representer by clicking the X. You do
not confirm the deletion of information; the information is removed.

If a support staff user is filing on behalf of an Attorney, the Attorneys name appears as the Representer when the support
Disclaimer: This Thomson Reuters document has been modified by the customer from its original state.
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C-Track E-Filing
staff selected Add Myself for representer.

K E-FILING

Party Information x

ADD PARTY

Parnty Inf

Roles Flsintiff =] Type Person =]
Representation Attorney El

NAME

Last Mame=* Middle Hame

First Name*

REFPRESENTER

Representer(s}* Linney, Laura Ellen ‘ x

Add Representer %

Add Alias

Fig. 1.57: Party Information window — support staff associated through a Legal Organization files for Attorney

18. Use the Add Representer link to search for and add additional attorneys for the party, if needed.

19. Click Save.

The Party appears in the Parties display table of the Party Information screen.

Case Search -
- | Emily T deWolf —,
Create Filing C-Track E-FiLunc WMorze Lighmer. AAL L
Filings
FILING PROGRESS Party Information Filing Information Upload Document Service Information Filing Summary
My Matters
= Filing Information Partyinformation 2 F
Court Delaware County PARTIES
g‘ourt of Commaon Mame e === AtmeyiE) e—
eas
. Jofnne Carter Parson Plaintiff Emily T de'Wolf
Class Civil - Contract -
Breach of Contract Tto 1 of 1 records
Type Complaint - Add Another Case Party
Complaint Filed m

Matter 19-326

C-Track™ E-Filing, developed by Thomson Reuters Court Mansgement Solutions

P PayPal

Fig. 1.58: Filing Progress screen — Party added

20. Click the Add Another Case Party link.

21. Select Role.

22. Select Type. Here, we select Organization. Note the containers present different fields to capture contact
information.

23. Select Representation. Here, we select Self — representation. For this case party, you are providing the information
that is known to you at the time of filing. You may not know if the party is retaining an attorney or law firm.
This can be updated during the case proceedings, as needed.

24. Enter Organization Name.

25. Enter Address.

Disclaimer: This Thomson Reuters document has been modified by the customer from its original state.
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Pariy Information

ADD PARTY ~
Role* Organization ¥
Representation

NAME ~

Organization Lewis Roofing, LLC
Name«

CONTACT INFORMATION ~

Address 1* 148 Porter 5t i Essington
Address 2 United States
Address 3 Pennsylvania

Zip
Add Alias

Add Self

Fig. 1.59: Party Information — Party added

If an organization is known under another Name, use the Add Alias link below the bottom left of the Contact Information
container to add Alias Information.

Party Information

ADD PARTY ~
Role* Organization ¥
Representation

MAME -

Organization Lewiz Roofing, LLC
Name~

CONTACT INFORMATION ~

Address 1+ 14% Porter S5t i Essington
Address 2 United States
Address 3 Pennsylvania
Zip 15029

ALIAS INFORMATION ~

Alias Type* NameiOrganization*
Add Alias

Add Self

Fig. 1.60: Party Information — Alias Information container
26. Click Save.

You return to the Party Information screen with the case party information entered.

Disclaimer: This Thomson Reuters document has been modified by the customer from its original state.
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C-Track E-Filing

Emily T deWolf
C-Track E-FiunG Morel Lgrmer as. ® B
FILING PROGRESS  Party Information Filing Information Upload Document Service Information Filing Summary
Party Information - |
PARTIES
Name Type Role Attorney({s) Address
Jofnne Carter Person Plaintiff Emily T de'Wolf
Lewis Roofing, LLC Ovrganization Defendant 148 Porter 5t

Essington PA 18022
1 to 2 of 2 records
Add Another Caze Party

C-Track™ E-Filing, developed by Thomseon Reuters Court Management Solutions
P Poyrul

Fig. 1.61: Filing Progress screen — Party added

Repeat the Add Another Case Party process to add additional parties to the case, as needed.

27. Click Next.

The Filing Information Indicator is highlighted and Filing Information screen appears. Additionally, the filing has been
moved to the Draft Filing Queue which you can access from the Filings > Draft left menu option. If you navigate away from
the filing, you can return to it by selecting it from the Filings display table on the Draft Filing Queue screen.

C-Track E-FiunG Emiy TdeWolf | gn ym

Morse Lighmer, AAL

FILING PROGRESS Party Information Filing Information Upload Document Service Information Filing Summary

Filing Information ? M

DETAILS

Comments

Emergency Amended
Confidential

FILER INFORMATION
Fresonenarors L
Jo#nne Carter
Lewis Roofing, LLC

Other Filed on Behalf of+

FILING FEES
Fee Name Amount
Complaint Filed 5208.24

Total 520824
FILING FEES

Due From: v Fees Mot Required v
Comments

C-Track™ E-Filing, developed by Thomsen Reuters Court Management Solufions
P Payrol

Fig. 1.62: Filing Information screen
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C-Track E-Filing

> NOTE: Each element of the Filing Progress Indicator is a link to
navigate to the corresponding screen. You are not required to

complete the screens in any particular order however, Filing
Progress is organized in a logical manner to aid in the completion of

all required information for a filing.

> NOTE: In Monroe County’s current E-File workflow, you will see an
Additional Information container. The information in this bundle

includes Money Damages, Class Action Suit, MDJ Appeal, and
Pro Se. Populate this information as necessary as per Rules of Civil

Procedure.

The Filing Information screen has four containers. The Details container lets you indicate if the filing is an Emergency, an
Amended filing or is Confidential by selecting the check boxes. You can also add a Comment to the filing that the Prot will
see.

Disclaimer: This Thomson Reuters document has been modified by the customer from its original state.
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Case types marked Confidential and electronic filings of a new case identified by E-Filers, when they select the
Confidential check box, establish special security around those confidential cases if approved by the Prot when the filing is
accepted. Confidential security means the case requires permissions at the user level for Court Personnel to view and
maintain information about the case. Confidential security also means the case will not be returned in a search on the E-File
or Public Access Portals unless the user has authorized permission to view cases marked confidential. Attorneys who are
added to the E-File User Access screen manually by the Prot, or through automation by electronic filing, will have access to
search for and file on Confidential cases. This permission will NOT extend to Support Staff filing on behalf of an attorney
unless the Support Staff are added individually by the Prot. An E-Filer who is not associated to the case cannot search for,
nor electronically file on, a Confidential case, even if they know the case number.

Public Case Confidential Case
Search / Access Case E3 [ x |
User Not on EF User Access List
E-File into Case (] [ x|
Search / Access Case @ (]
User on EF User Access List
E-File into Case (] ()

Fig. 1.63: Confidential controls

The Filer Information container lets you identify the entity(s) for whom you are filing.
The Filing Fee container displays the court fee for the filing type.

The Filing Fees container identifies the Due From party and also lets you indicate circumstances where fees are not
required (must comply with Pennsylvania Rules of Civil Procedure and Monroe County Local Rules).

The Additional Information container lets you specify additional Monroe County case specific information.
The Previous button navigates back to the Party Information screen.

The Next button saves information you have entered and navigates to the Upload Document screen.

28. Select the check box(es) for parties for whom you are filing.

Disclaimer: This Thomson Reuters document has been modified by the customer from its original state.
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ck E-Fiunc Emily T deWolf ~ _ .=

Morse Lighmer, AAL

FILING PROGRESS Party Information Filing Information Upload Document Service Information Filing Summary

DETAILS

Comments
Emergency Amended
Confidential

FILER INFORMATION

Froaonserarors

td Jofnne Carter

Lewis Roofing, LLC

Other Filed on Behalf of»

FILING FEES
Fee Name Amount
Complaint Filed 520824
Total $208.24
FILING FEES
Due Froms | JoAnne Carter T Fees Not Required v
Comments
Previous NEXL
C-Track™ E-Filing, developed by Thomson Reuters Court Management Solutions
P PoyPal
Fig. 1.64: Filing Information screen — selections complete
29. Click Next.

The Upload Document screen appears.

MONROE COUNTY, PENNSYLVANIA CIviL E-FILING dmin Lo

Weitzmann, Weitzmann, & Huffman

FILING PROGRESS Party Information Filing Information Upload Document Service Information Filing Summary

Upload Document |
DOCUMENT
Name Complaint - Complaint File~ I Choose File | No file chosen ]
Exclude from eService O Comments
Request Confidential® O Confidential Reason® v

Add Another

C-Track™ E-Filing, developed by Thomson Reuters Court Management Solutions
P PayPal

Fig. 1.65: Upload Document screen
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C-Track E-Filing

> NOTE: The Court determines the maximum file size of documents
that can be upload in an e-Filing submission. For Monroe County,

the upload limit is 25MB. Any documents larger than 25 MB will need
to be split and uploaded in multiple parts.

You must save larger documents in parts or sections and use the
Add Another link at the bottom left of the Upload Document

container to upload all documents of the filing.

The Upload Document screen has a single container. The Documents container lets you upload documents that are
electronically transferred to the Court when you submit the filing. You can specify Request Confidential and Exclude from
e-Service for the document. You must identify a Confidential Reason when requesting a document remain confidential.
You can also add a Comment about the document.

The Add Another link lets you upload as many documents as needed. If the document you attach exceeds the file size limit
established by the Court, a warning message shows. You must save larger documents in parts or sections and use the Add
Another link to upload all documents of the filing.

Disclaimer: This Thomson Reuters document has been modified by the customer from its original state.
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30. Click Browse or Choose File.

location on your PC to a file you want to upload.

> NOTE: Depending upon the browser you use to access the C-Track
E-File application, elements within the application may have a
slightly different appearance. For instance, if you use Internet

Explorer, you see a Browse button which allows you to navigate to a

A browser window opens to allow you to navigate to a file on your PC that you want to upload.

C-Track E-Filing

¢ Open - - .— 4—.. - - — —— - — -
Fﬁm » C-Track » 1
Organize ¥ New folder

- Favorites
Ml Desktop
& Downloads

=l Recent Places

Bl Desktop
4 Libraries
| Documents
ail) Git
.J’ Music
lb=s| Pictures
E Videos
A Wizov, Nanette (Legal)
1% My Computer U6027873-TPL-B
‘_ Windows (C:)
k_J‘ DVD Drive (D:)
&5 BD-ROM Drive (E:)

G‘y Network
[53 Control Panel
£ Recycle Bin
(i7 By Support
1Thomson Reuters
, calendar changing menths

serints

5® U6027873 (\\ten.thomsonreuters.com\User\US) (H:)
L# tremsshareS (\\cInt-corp-p0153.int.thomsonreuters.com) (¢

»

Name

"L civilDispo-02-01-2017 to 02-28-2017.pdf
" civilFilings.pdf

[@*] CMS Functional Areas.pptx

5] Competency of .docx

=] Complaint - In the Matter of.docx

=] Complaint in the Matter of.docx %
"1 Complaint in the Matter of pdf

.

= Coroners rpt C_Nash.docx

| court employee,jpg

Date medifie “

2/21/2017 7+
5/9/2016 2:2¢
6/3/2016 3:4¢
12/1/2016 12
12/15/20154
8/22/2016 11[ ’

12/1/2016 4

m

201512

10

S ex i

1= Courtesy Notice.docx

= CR-2015-000090 Final Opinion.docx
= Creditor's Claim.docx

=] Criminal Complaint.docx

"L criminalFilings.pdf

"L Crossclaim in the Matter of pdf.pdf

%] C-Track CMS documentation developme..,

| C-Track CMS Graphic.jpg
%] C-Track Configuration.docx
¥ C-Track Core Training Materials.pptx

| C-Track Web Links.xlsx
"L C-TrackCMSDataDictionary-1.7 (1).pdf

v <] m

@5 Crossclaim Complaint filed in the Matter ...

B°| CTrack Sprint and Release Calendar 2017 ...
M@= C-Track TrialCourtCMS Production Envir...
x|

o N
PP ZOTO10

12/1/20151:!
12/28/20153

2/24/20151
6/8/201511:
/24/2017 1:
2017 2:!
/25/2016 12
23/2015 1::

3/201512
5/2/2017 10:

2/18/2015 5:
4/4/2017 4:57 _

»

Select a file to preview,

File name: |

~ | [AllFiles

7]

[ Open

M

Cancel

I

31. Select the file you want to upload.

32. Click Open.

You return to the Upload Document screen. The document title appears to the right of the Choose File button.

Fig. 1.66: Open browser window
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Jessica L Spencer

" PENNSYLVANIA CiviL E-FiLING Weitzmann, Weitzmonn, & Huffmon ™

FILING PROGRESS Party Information Filing Information Upload Document Service Information Filing Summary

Upload Document

DOCUMENT -~
Name Complaint - Complaint File* Choose File | Complaint 1.docx
Exclude from eService [] Comments
Request Confidential® O Confidential Reason* v
Add Another
C-Track™ E-Filing, developed by Thomson Reuters Court Management Solutions
P Payral
Fig. 1.67: Upload Document screen — file selected
33. Click Next.

The Service Information screen appeatrs.

Emily T deWolf
Morse Lighmer, AL T " =

ck E-Fiunc

FILING PROGRESS Service Information

Party Information Filing Information Upload Document Filing Summary

Service Information

ELECTRONIC SERVICE RECIPIENTS
Name Role Representing E-Mail Address Service Method

Mo records were found.

:Add Electronic Service Recipients

NON-ELECTRONIC SERVICE RECIPIENTS & UNLINKED CASE PARTIES/PARTICIPANT 5

Address Service Date

Lewis Roofing, LLC Defendant 148 Porter 5t v
Essington PA 18028

4
Gk
4p

Add Non-Electronic Service Recipients

C-Track™ E-Filing, developed by Thomson Reuters Court Management Solufions

P PayPal

Fig. 1.68: Service Information screen
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C-Track E-Filing

The Service Information screen has three containers. The Electronic Service Recipients container displays parties or
participants that have an email address on file in the CMS application or in the C-Track E-Filing application.

The Add Electronic Service Recipients link lets you send email natification to other e-filers who are not parties or
participants on the case, if needed. If the entity is not found through a search, you can add them with functionality that
captures the Name and address of a Non E-Filer.

The Non-Electronic Service Recipients container will always require a Service Method option of Not Served,
Conventional, or Electronic and a date.

The Add Non-Electronic Service Recipients link lets you send notification to other entities by adding the name and
address for conventional (mail) service.

A
> NOTE: The Apply to All icon W that appears to the right of the
Service Method and Service Date fields lets you populate the fields

once, and select the icon if the selection applies to all Recipients.

L
>The

you select a month and day to populate the field. Additionally, C-

i=zl Date Picker icon lets you access a Calendar which lets

Track E-Filing lets you enter the letter C in any Date field to enter
today’s day in the field. You can add days in the future by using the +
and numeral. For example, C+30 would populate the field with the
calendar day 30 days from today’s date.

34. Select Service Method.
35. Enter Service Date.

Emily T deWolf
C-Track E-FiLinG ik fiuiey ML N 8
FILING PROGRESS Party Information Filing Information Upload Document Service Information Filing Summary
Service Information 7?7 E

ELECTRONIC SERVICE RECIPIENTS
Name Role Representing E-Mail Address Service Method
Mo records were found.

Add Electronic Service Recipients

NOM-ELECTRONIC SERVICE RECIPIENTS & UNLINKED CASE PARTIES/PARTICIPANT S
Name Role Representing Address Service Method Semvice Date

Lewis Roofing, LLC Defendant 148 Porter 5t

a -
Not Served ¥ 03192018 (2]
Essington PA 10022 of Senves e v

Add Non-Electronic Service Recipients

C-Track™ E-Filing, developed by Thomson Reuters Court Management Solutions
P pay ol

Fig. 1.69: Service Information screen - complete
36. Click Next.

The Filing Summary screen appears.

Disclaimer: This Thomson Reuters document has been modified by the customer from its original state.
THOMSON REUTERS" Last updated: March 2022 28




C-Track E-Filing

C-Track E-FiunG aesitigmec e D

FILING PROGRESS Party Information Filing Information Upload Document Service Information Filing Summary
Filing Summary |

CASE DETAILS

Court Delaware County Court of Common Pleas
Case Category Civil

Case Type Contract

Case Subtype Breach of Contract

FILING INFORMATION

Filing Number 10062 Type Complaint - Complaint Filed
Filed on Behalf of JoAnne Carter Comments

Other Filed on Behalf of Emergency

Amended Confidential

PARTY INFORMATION

Name Type Role Address Attormey({s)
JoAnne Carter Persen Plaindiff Emily T deV¥olf
Lewis Roofing, LLG Organization Defendant 148 Porter 5t

Essington PA 18028

DOCUMENTS
Name Request Confidential Confidenfial Reason Exclude from e Service Comments
Complaint - Complaint Filed @

ELECTRONIC SERVICE RECIPIENTS

Name Role Representing E-Mail Address Service Method

Mo records were found.

NON-ELECTRONIC SERVICE RECIPIENTS & UNLINKED CASE PARTIES/PARTICIPANT S

Name Hole Representing Address Service Method Semvice Date
Lewis Roofing, LLC Defendant 148 Porter 5t Mot Served 02-19-201%

Essington FA 18028

FILING FEES
Fee Name Amount
Complaint Filed 5208.24
Total $208.24
FILING FEES

Due From JoAnne Carter Fees Mot Required

Comments

A Assoited Finp | At ToCart

C-Track™ E-Filing, developed by Thomson Reuters Court Management Solutions

P PayFol

Fig. 1.70: Filing Summary screen

The Filing Summary screen provides seven containers with a summary for all information entered on the previous E-Filing
screens.

The Edit Filing button navigates back to the beginning of the Filing Progress — the Party Information screen where you can
edit information or use the Next button to proceed through the screen(s) to the information that needs editing.

The Add Associated Filing button lets you add a separate filing that belongs to the same case. Associated filings appear as
separate Registry of Action or Docket Entries on the case.

The Add To Cart button navigates to the Cart screen where you can review a summary of all filings in the Cart and see
costs for any filings that are assessed.

The Delete This Filing moves the filing to the Draft queue where you can select a check box and delete the filing.

37. Click Add To Cart.

The Cart screen appears.
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MONROE COUNTY, PENNSYLVANIA CIVIL E-FILING petoegis

© information

= [ffees are owed, you will be directed to a page to make your payment.

Cart |

SUMMARY

MNumber of Filings 1 Total $132.50

FILINGS

Court Case Number Filing Item{s) Documents Fees
Monroe County Gourt of Gommon Pleas Gomplaint - Complaint 1 $13250 X
1to 1 of 1 records

By submitting the filing(s), you are agreeing to the E-Filing Terms & Conditions
P PayPai

C-Track™ E-Filing, developed by Thomson Reuters Court Management Solutions
PayPal

Fig. 1.71: Cart screen

The Cart screen has two containers: the Summary container shows the Number of Filings to be submitted and the Total
cost.

The Filings container shows the Court in which the filings will be process. Case Number appears for filings on an existing
case. Line items with no case number indicate a new case filing. The case number is auto generated in the C-Track CMS
application. When you receive confirmation of a successful submission of the filing of a new case, you also receive the case
number. The Filing Item(s) show the Registry of Action or Docket Entry that is added to the case in the C-Track CMS
application when the filing is processed successfully. Documents indicate the number of documents attached or uploaded to
the filing and Fees represent the cost the Prot assesses for each filing.

You can remove filings from the Cart by clicking the X at the far right of any line item. When you remove a filing from the
Cart a Confirm window requires that you OK the removal. The filing is moved to the Draft queue, found through the left
navigation menu, following the path Filings > Draft.

Note the Information message that appears above the Cart screen provides payment instruction information. The Cart icon

in the far-right top navigation bar reflects the addition of the filing to the Cart. Also note the E-Filing Terms &
Conditions link at the bottom of the Filings container. Terms and Conditions information is also available when you register
as an E-Filer.

38. Click Submit Filings.

Depending upon your Courts business process, you navigate to a payment screen where payment method information is
captured. Once the information is successful saved and processed, the Submission Confirmation screen appears.

Disclaimer: This Thomson Reuters document has been modified by the customer from its original state.
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MoNROE COUNTY, PENNSYLVANIA CIvIL E-FILING el e =

Weitzmann, Wertzmann, & Huffman

o Information

» ‘our electronic filings have been submitted for review and processing.

Submission Confirmation

|

DETAILS

E-File Confirmation # 521647975941776 Submitted Date 03-22-2022 07:06 PM

Payment Confirmation # 09C26384CK205014Y
FILINGS
Court Case Number Filing Number Filing ltem(s) Documents Fees
Monree County Court of Commen Pleas 10080 ‘Complaint - Complaint 1 $132.50
Total $132.50

C-Track™ E-Filing, developed by Thomsen Reuters Court Management Solutions
P PayPal

Fig. 1.72: Submission Confirmation screen

You have successfully submitted as electronic filing for a new case in the C-Track E-Filing application.

The Submission Confirmation screen has two containers: the Details container provides the E-File Confirmation Number,
the Submission Date and the Payment Confirmation Number.

The Filings container shows an additional column to provide the Filing Number for each filing.

The Print button opens a separate browser window and lets you save or print a pdf of the Submission Confirmation.
Additionally, the information is retained in the Submitted Queue and can be accessed at any time by following the menu
path Filings > Submitted from the left navigation menu.

The Cart icon E in the top right screen banner, which had a red number showing the number of filings in the Cart
throughout the process of creating a new case filing, is now empty.

Processing of the Submitted Filing happens through the C-Track CMS application and is performed by Prot personnel. Once
processing is completed information about the success or failure of the submission will be sent back to your E-Filer Filing

gueue. Information also appears in the Notifications icon in the top right screen banner of every C-Track E-Filing
screen.

Once the Court has processed the filing, you receive email notification regarding the filing similar to the notice shown below.
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Filing Submission

C-Track E-Filing

moef-prodprev@thomsonreuters.com
Sent Tue 3/22/2022 3:08 PM

To Spencer, Jessica

Retention Policy: 90 Day Delete Inbox (3 months) Expires:  6/21/2022

CAUTION: This email originated from outside of the organization. Do not click links or open attachments unless
you recognize the sender and know the content is safe.

C-Track E-Filing

This is a notice to inform you that the filings, confirmation number 521647975941776, have been
submitted on 2022-03-22. You can view the filings using the following link.

Do not respond to this system-generated e-mail notification. For help with technical problems, please contact the system
administrator.

Fig. 1.73: Email Confirmation

The email you receive displays according to the specific email application with which you registered your E-File account.

If you click the view link from the email, you may be prompted to log into the E-Filing application. Once you are logged into E-

File, the Filing Summary screen displays.

Administration . -~
Casa Somrcn Monroe CounTy, PENNSYLVANIA CiviL E-FiLinG
Creats Flling
Filing Summary 78
Filinge » =
- Filing Inf fion CASE DETAILS
= T S Court Manroe County Court af Cammen Pleas
Caee Catagory Gl
claee Civi Casa Type Tort
388 subtype Intertiaral Tort
Type Compi
FILING INFORMATION
Flllng Humber 0080 Type Complaint - Complaint
Flled on Banalr or John Dos Commente
‘Otner Flied on Benall of Emergency
Amsndsd Confidential
Maney Damagss Chsside of Asbitation Liits M) Appaat
‘Craze action suit Pro se
ORIGINATING COURT INFORMATION
onginating Court Caso # Casa Tite Juogment Relatoa Cape #

Mo racards wers found.

PARTY INFORMATION
Hama

Type Fole ‘Attormey(s)
DOCUMENT S
Name Request Conmoential ‘Connogential Reason EXCIUCe Trom o Sanvice ‘Comments
= 3
ELECTRONIC SERVICE RECIPIENTS
Namea Usear Role Representing E-Mall Address service Methoo
HNON-ELECTRONIC SERVICE RECIPIENT £ & UNLINKED CA $E PARTIE SIPARTICIPANT §
Hama Party/Participant Role Representing Address Sorvica Mothod ‘Servica Date
FILING FEE $
Tetal 818260
FILING FEES
Dus From John Doa Feas Not Requirsg.
‘Commanta

Fig. 1.74: Filing Summary screen
Additionally, any party that was served electronically with a successfully processed filling receives an email.
Once the filing is processed by the Prot, another email is sent. When the case is accepted and the case number is
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automatically generated, the number is included in the email.
Filing Approval Case No. 000060-CV-2022

moef-prodprev@thomsonreuters.com
Sent Tue 3/22/2022 3:16 PM

To Spencer, Jessica

Retention Policy: 90 Day Delete Inbox (3 months) Expires:  6/21/2022

CAUTION: This email originated from outside of the organization. Do not click links or open attachments unless
you recognize the sender and know the content 1s safe.

C-Track E-Filing

This is a notice to inform you that the filings filed in Case No. 000060-CV-2022 have been accepted
by the Clerk on 2022-03-22. You can view this filing using the following link.

Do not respond to this system-generated e-mail notification. For help with technical problems, please contact the system
administrator.

Fig. 1.75: Email Approval to E-Filer
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1.7 Submit an E-Filing on an existing case

In this example we create an e-filing to an existing case.

1. From the home screen, click Create Filing from the left menu.
The Create Filing screen appears.

C-Track E-FiLing

Nina Lee Winslow w L -
Create Filing
COURT SELECTION
Court: Sedect a Court -
Filing Category* v

C-Track™ E-Filing, developed by Thomson Reuters Court Management Solutions

P Payrol

Fig. 1.76: Create Filing screen

2. Select a Court.
3. Select aFiling Category. Here, we select Existing Case.

The Existing Case container is added to the screen.

MoNRoOE CounTy, PENNSYLVANIA CiviL E-FILING Sotes s e

Weitzmann, Weitzmann, & Huffman

o Information

= Caution!!! If you are submitting a filing to a preexisting case, please be sure to enter the case number correctly. For example, case number 1 CV 2021 must be entered as follows: 000001-CV-2021. Dashes and
leading zeroes are required.

Create Filing

S
COURT SELECTION

Court* Monroe County Court of Common Pleas  w

Filing Category* Existing Case w

EXISTING CASE

Case Number
Filing Type* ~
Filing Subtype= -

C-Track™ E-Filing, developed by Thomson Reuters Court Management Solutions
P payral

Fig. 1.77: Create Filing screen — Existing Case container is added
4. Enter Case Number.
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MoONROE COUNTY, PENNSYLVANIA CiviL E-FILING Wetoann, Wi, & Hoffen

o Information

= Cautionlll If you are submitting a filing to a preexisting case, please be sure to enter the case number correctly. For example, case number 1 CV 2021 must be entered as follows: 000001-CV-2021. Dashes and
leading zeroes are required.

Create Eiling |

COURT SELECTION
Court* Monroe County Court of Common Pleas -

Filing Category* Existing Case w

EXISTING CASE

Case Number [16cv2014
Filing Type*
Filing Subtype= ~

C-Track™ E-Filing, developed by Thomson Reuters Court Management Solutions
P PayPal

Fig. 1.78: Create Filing screen — Existing Case error

If you enter a Case number for a case that does not exist, enter the case number incorrectly/incompletely, or enter a number
for a Confidential case upon which you are not permitted to file, the Case Number field displays with a red outline and the
Filing Type and Filing Subtype fields do not populate with drop down values, as shown above.

5. Select Filing Type.
6. Select Filing Subtype.

MONROE COUNTY, PENNSYLVANIA CiviL E-FILING Wetamonn, Wetomon, & Hufinan

a Information

» Caution!ll If you are submitting a filing to a preexisting case. please be sure to enter the case number correctly. For example, case number 1 CV 2021 must be entered as follows: 000001-CV-2021. Dashes and
leading zeroes are required

Create Filing
The Green outline
means the system

recognizes the Case

Number as an existing

case.

COURT SELECTION

Court* Monroe County Court of Common Pleas  «

Filing Category* Existing Case w

EXISTING CASE

Case Number 000016-cv-2014
Filing Type* Answer hd
Filing Subtype= Answer and New Matter -

C-Track™ E-Filing, developed by Themson Reuters Court Management Solutions
P Payral

Fig. 1.79: Create Filing screen — Existing Case

7. Click Next.

The Filing Information screen appears. Additionally, the filing has been moved to the Draft Filing Queue which you can
access from the Filings > Draft left menu option. If you navigate away from the filing, you can return to it by selecting it from

Disclaimer: This Thomson Reuters document has been modified by the customer from its original state.
THOMSON REUTERS® Last updated: March 2022 35




C-Track E-Filing

the Filings display table on the Draft Filing Queue screen.
Administration

MONROE COUNTY, PENNSYLVANIA CiviL E-FILING

Jessica L Spencer

Case Search Weitzmann, Weitzmann, & Huffman

9 =

Create Filing

Filings »

FILING PROGRESS | Filing Information Upload Document Service Information Filing Summary

~ Case Information Filing Information 2 M)
Court Monroe County Court
of Common Pleas
000016-CV-2014
Civil - Tort - Motor
Vehicle

ACKERMAN
JASMINE v.
COLLAZO RUBEN

Closed

DETAILS

Case Comments

Class

Emergency a
Confidential O

Amended O
Short

Title

FILER INFORMATION
Status

Filed on Behalf of*

» Filing Information

JASMINE ACKERMAN

RUBEN COLLAZO

MICHELLE SNYDER

of Common Pleas JOHN SNYDER

Civil - Tort - Motor
Vehicle

L]

O

Court Monroe County Court O
O

Class O

ALLSTATE FIRE AND CASUALTY INSURANCE COMPANY

Answer - Answer and
New Matter

Type Other Filed on Behalf of*

C-Track™ E-Filing, developed by Thomson Reuters Court Management Solutions
P Payral

Fig. 1.80: Filing Information screen

Since we are e-filing on an existing case, Party information has already been entered on the case. We see the Case
Information container in the left menu. Additionally, the Filing Progress Indicator does not contain a Party Information
element. Also, a Filing Fee container only appears when the Court assesses a fee for this filing type.

The Details container lets you indicate if the filing is an Emergency, an Amended filing or is Confidential by selecting any

of the check boxes. The Confidential check box here makes the filing itself confidential, not the case as a whole. You can
also add a Comment to the filing.

The Filer Information container lets you identify the entity(s) for whom you are filing.

8. Select a Filed on Behalf of check box in the Filer Information container.
9. Complete other information, as needed.
10. Click Next.
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The Upload Document screen appears.

MONROE COUNTY, PENNSYLVANIA CiviL E-FILING Wetonaens Woltomarm, & Hullmn. > 9% 1B

FILING PROGRESS Filing Information I Upload Document I Service Information Filing Summary

Upl ocument 2
DOCUMENT
Name Answer - Answer and New Matter File* I Choose File | No file chosen ]
Exclude from eService [ Comments
Request Confidential* O Confidential Reason* v

Add Another

C-Track™ E-Filing, developed by Thomson Reuters Court Management Solutions
P Payrol

Fig. 1.81 Upload Document screen

When you specify Request Confidential, you must identify a Confidential Reason — here you are specifying the Document
itself, as opposed to the whole case or the filing, is Confidential.

11. Click Choose File.

A browser window opens to allow you to navigate to a file on your PC that you want to upload.

Case Search

Nina Lee Winslow w [ -

Create Filing
LSRR 200CRESS  Eul " Linload Document.. Secvica Informatian Filing
s ——_ e umeat e
( ’U » C-Track » 1 i v [ 3 WMl Search 1 £
Organize v New folder =~ [l ®
= = - i 'Lhosen
& s L= Name ) Date Type Size Tags =
& Downloads @5 Predisposition of C...  10/5/2016 10:54 AM Microsoft Word D... 21KB
| Recent Places M5 Product Reference ...  4/3/2017 4:33 PM Microseft Word D... 2520 KB o
B Desktop =] Proposed Order - O...  3/22/2018 6:21 PM Microsoft Word D... 12KB -
@) Creative Cloud Files Hj:j QWERTY.docx 8/28/2015 3:30 PM Microsoft Word D... 17 KB
receipt-181.pdf 11/10/2015 3:52 PM Adobe Acrobat D... 27 KB m m
Bl Desktop 3 @5 Report of Financial ... 5/2/2017 4:09 PM Microsoft Word D... 22KB i
4 Libraries ﬂé Report of James Ma... 11/28/2016 3:45 PM Microsoft Word D... 23KB
B Documents ﬂERequest for Admissi... 4/11/2017 10:11 AM Microsoft Word D... 22KB
il Git Q= Request for Product... 11/20/2015 4:13 PM Microsoft Word D... 18KB
J‘ Music = Request for Product... 3/5/2019 4:23 PM Microsoft Word D... 131 KB
= Pictures B =] Request for Product...  8/22/2016 12:22 PM Microsoft Word D... 19KB
B videos Request for Product... 8/29/2016 4:51 PM Adobe Acrobat D... 26 KB

2 Wizov, Nanette (Government) || request SaraBeth,pg  6/24/2016 12:50 PM JPEG image 57 KB

- My Computer U6027873-TPL-B Response to Disclos... 6/22/2015 3:29 PM Adobe Acrobat D... 28 KB
ﬂ Windows (C:) Results of DNA test ... 9/23/2016 5:20 PM Adobe Acrobat D... 7KB
é; DVD Drive (D:) | Rules Engine Graphi... 11/7/2014 10:41 AM JPEG image 653 KB 3
5 BD-ROM Drive (E)) @ Rules engine vl.docx  3/4/2015 5:00 PM Microsoft Word D... 19KB £
9 U6027873 (\\ten.thomsonreuters.com\User\US) (H:) |i=| sched tasks utility,jpg 5/13/201510:55 AM JPEG image 193 KB =3
9 tremsshare$ (\\cInt-corp-p0153.int.thomsonreuters.com) (¢ ] Service of Discovery... 4/24/2017 10:32 AM Microsoft Word D... 22KB

“' Network Statements in the ... 5/2/2017 1:36 PM Microsoft Word D... 22KB

@ Control Panel - ri_ e e somasan o e cvae an anwm | " 2

File name: | (Al Files ) -

[ Open |v][ Cancel ]

Fig. 1.82 Open browser window
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12. Select the file you want to upload.
13. Click Open.

> NOTE: The Court determines the maximum file size of documents
that can be upload in an e-Filing submission. For Monroe County,
the upload limit is 25MB. Any documents larger than 25 MB will need
to be split and uploaded in multiple parts.
You must save larger documents in parts or sections and use the
Add Another link at the bottom left of the Upload Document

container to upload all documents of the filing.

You return to the Upload Document screen. The document title appears to the right of the Choose File button.

Jessica L Spencer
MoONROE COUNTY, PENNSYLVANIA CiviL E-FILING Weitzmann, Weitemann, & Hufiman > 989 2%
FILING PROGRESS Filing Information Upload Document Service Information Filing Summary
Upload/Document 28
DOCUMENT
Name Answer - Answer and New Matter File* | Choose File JAnswer and New Matter.docx
Exclude from eService [J Comments
Request Confidential* O Confidential Reason* v
Add Another

C-Track™ E-Filing, developed by Thomson Reuters Court Management Solutions
[ J PayPal

Fig. 1.83: Upload Document screen — file selected

14. Complete any Confidentiality information, as needed.

15. Click Next.
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The Service Information screen appears.

Jessica L Spencer
Weitzmann, Weitzmann, & Huffman W

MONROE COUNTY, PENNSYLVANIA CiviL E-FILING

FILING PROGRESS Filing Information Upload Document I Service Information Filing Summary

Service Information |

ELECTRONIC SERVICE RECIPIENTS

Name User Role Representing E-Mail Address Service Method
‘ WEITZMANN, TODD W Attomey jejones@monorepacourts.us RN ‘
iAdd Electronic Service Recipients
NON-ELECTRONIC SERVICE RECIPIENTS & UNLINKED CASE PARTIES/PARTICIPANTS
Name Party/Participant Role Representing Address Service Method Service Date
COLLAZO, RUBEN Defendant Self-Represented 1404 HEMLOCK DRIVE v E
POCONO SUMMIT PA 18346
SNYDER, MICHELLE Defendant Self-Represented 9157 BRANDYWINE DRIVE v E
TOBYHANNA PA 18466
SNYDER, JOHN Defendant Self-Represented 9157 BRANDYWINE DRIVE 5 E
TOBYHANNA PA 18466
STEHLIN, CATHERINE Attomey ALLSTATE FIRE AND CASUALTY ONE WEST BROAD STREET v 1l E
INSURANCE COMPANY (Defendant) SUITE 700
BETHLEHEM PA 18018
HERMAN, KENT Attomey ALLSTATE FIRE AND CASUALTY KING SPRY HERMAN FRUEND & v E
INSURANCE COMPANY (Defendant) FAUL
ONE WEST BROAD ST #700
BETHLEHEM PA 18018-5765
PISANCHYN, MICHAEL Attomey ACKERMAN, JASMINE (Plaintiff) 524 SPRUCE STREET v E
SCRANTON PA 18503

Add Non-Electronic Service Recipients

Fig. 1.84: Service Information screen

Here, the filer wants to include electronic service for an attorney who is not a party or participant to this case but is a
registered e-File user.

16. Click the Add Electronic Service Recipients link.

The Add Electronic Service Recipients window appears

Disclaimer: This Thomson Reuters document has been modified by the customer from its original state.
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Add Electronic Service Recipients

© information

» Existing E-File Users can be added as electronic service recipients for the Filing you are creating. To
do so, enter the name (or part of the name) of an E-File User, click the Search button, and then click
on the search result record associated with the E-File User you would like to add to the Filing as an
electronic service recipient.

SEARCH FOR E-FILER ~

First Name
Middle Name
Last Name*

Fig. 1.85: Add Electronic Service Recipients window

C-Track E-Filing

The Add Electronic Service Recipients window has a single Search for E-filers container that lets you search for other

authorized e-Filers you want to include for service.

17. Enter search criteria.
18. Click Search.

Add Electronic Service Recipients

To do so, enter the name (or part of the name) of an E-File User, click the Search button, and then
click on the search result record associated with the E-File User you would like to add to the Filing
as an electronic service recipient.

SEARCH FOR E-FILER ~

First Name
Middle Name
Last Name*

[sewen | ommee

SEARCH

lentz, helen HLentz@monroecountyPa.gov

Name ~ E-Mail Address Legal Organization ‘

Tzanova, Anna anna.tzanova@tr.com

Fig. 1.86: Add Electronic Service Recipients window — Search result appears

© Information
» Existing E-File Users can be added as electronic service recipients for the Filing you are creating.

THOMSON REUTERS”
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19. Select the e-Filer you want to include for electronic service from the Search display table.

You return to the Service Information screen and the e-Filer is added to the Electronic Service Recipients table

20. Select Service Method for Electronic Service and / or Conventional Service Recipients, as needed.
21. Enter Service Date for Conventional Service Recipients, as needed.

MONROE COUNTY, PENNSYLVANIA CiviL E-FILING Wettamann, Wostsmann, & Huffman ™
FILING PROGRESS Filing Information Upload Document Service Information Filing Summary
Service Information 2 5

ELECTRONIC SERVICE RECIPIENTS
Name User Role Representing E-Mail Address Service Method

WEITZMANN, TODD W Attorney jejones@monorepacourts.us eService v ®

Tzanova, Anna Pro Se anna.tzanova@tr.com eService v X

Add Electronic service ReCIplen!s

NON-ELECTRONIC SERVICE RECIPIENTS & UNLINKED CASE PARTIES/PARTICIPANTS

Name Party/Participant Role Representing Address Service Method Service Date

COLLAZO, RUBEN Defendant Self-Represented 1404 HEMLOCK DRIVE v E
POCONO SUMMIT PA 18346

SNYDER, MICHELLE Defendant Self-Represented 9157 BRANDYWINE DRIVE v E
TOBYHANNA PA 18466

SNYDER, JOHN Defendant Self-Represented 9157 BRANDYWINE DRIVE v E
TOBYHANNA PA 18466

STEHLIN, CATHERINE Attorney ALLSTATE FIRE AND CASUALTY ONE WEST BROAD STREET v E

INSURANCE COMPANY (Defendant) ~ SUITE 700

BETHLEHEM PA 18018

HERMAN, KENT Attorney ALLSTATE FIRE AND CASUALTY KING SPRY HERMAN FRUEND & i v E

INSURANCE COMPANY (Defendant) FAUL
ONE WEST BROAD ST #700
BETHLEHEM PA 18018-5765

PISANCHYN, MICHAEL Attomey ACKERMAN, JASMINE (Plaintiff) 524 SPRUCE STREET v
SCRANTON PA 18503

B3

Add Non-Electronic Service Recipients

Fig. 1.87: Service Information screen — input complete

22. Click Next.
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The Filing Summary screen appears.

Administration

Case Search

Create Filing

Court Monroe County Court
of Common Pleas

FILING PROGRESS Filing Information

~ Case Information Filing Summary,

CASE DETAILS ~

Upload Document

Service Information

C-Track E-Filing

Weitzmann, Weitzmann, & Huffman

2

Case 000016-CV-2014 Court Monroe County Court of Common Pleas
Class Civil - Tort - Motor Caze Category il
Vehicle Case Type Tort
Short ACKERMAN Case Subtype Motor Vehicle
Title JASMINE v.
COLLAZO RUBEN FILING INFORMATION ~
Status Closed Filing Number 10081 Type Answer - Answer and New Matter
W Filed on Behalf of ALLSTATE FIRE AND CASUALTY INSURANCE COMPANY Comments
Other Filed on Behalf of Emergency
Amended Confidential
w Filing Information
Money Damages MDJ Appeal
Court Monroe County Court Class Action Suit Pro Se
of Common Pleas
Class Civil - Tort - Motor PARTY INFORMATION
Vehicle Name Type Role Address Attorney(s)
f¥poAnsdars AnsiWerand JASMINE ACKERMAN Person Plaintiff 209 KRESTREL DRIVE MICHAEL J PISANGHYN, JR
New Matter MOUNT POCONO PA 18344
RUBEN COLLAZO Person Defendant 1404 HEMLOCK DRIVE
POCONO SUMMIT PA 18346
MICHELLE SNYDER Person Defendant 9157 BRANDYWINE DRIVE
TOBYHANNA PA 18466
JOHN SNYDER Person Defendant 9157 BRANDYWINE DRIVE
TOBYHANNA PA 18466
ALLSTATE FIRE AND CASUALTY INSURANCE Organization Defendant CATHERINE L STEHLIN
COMPANY KENT HERMAN
DOCUMENTS

Request Confidential

Confidential Reason

Exclude from eService

Comments

‘Answer - Answer and New Matter

ELECTRONIC SERVICE RECIPIENTS

Name User Role Representing E-Mail Address Service Method

TODD W WEITZMANN Attorney Jjejones@monorepacourts.us eService

Anna Tzanova Pro Se anna.tzanova@tr.com eService

NON-ELECTRONIC SERVICE RECIPIENTS & UNLINKED CASE PARTIES/PARTICIPANTS

Name Party/Participant Role Representing Address Service Method Sel Date

COLLAZO, RUBEN Defendant Self-Represented 1404 HEMLOCK DRIVE Not Served 03-22-2022
POCONO SUMMIT PA 18346

SNYDER, MICHELLE Defendant Self-Represented 9157 BRANDYWINE DRIVE Not Served 03-22-2022
TOBYHANNA PA 18466

SNYDER, JOHN Defendant Self-Represented 9157 BRANDYWINE DRIVE Not Served 03-22-2022
TOBYHANNA PA 18466

STEHLIN, CATHERINE Attorney ALLSTATE FIRE AND CASUALTY ONE WEST BROAD STREET Not Served 03-22-2022

INSURANCE COMPANY (Defendant) SUITE 700

BETHLEHEM PA 18018

HERMAN, KENT Attorney ALLSTATE FIRE AND CASUALTY KING SPRY HERMAN FRUEND & FAUL Not Served 03-22-2022

INSURANCE COMPANY (Defendant) ONE WEST BROAD ST #700

BETHLEHEM PA 18018-5765

PISANCHYN, MICHAEL Attorney ACKERMAN, JASMINE (Plaintiff) 524 SPRUCE STREET Not Served 03-22-2022
SCRANTON PA 18503

Add Associated Filing Add To Cart Delete This Filing

Fig. 1.88: Filing Summary screen

Review the Filing Summary screen to ensure the information you are submitting.

23. Click Add to Cart.
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The Cart screen appears.

Jessica L Spencer

MoNROE CounTy, PENNSYLVANIA CiviL E-FiLING Rt e Ty i

© information

= Iffees are owed, you will be directed to a page to make your payment.

SUMMARY
Number of Filings 1 Total £0.00
FILINGS
Court Case Number Filing Item(s) Documents Fees
Monroe County Court of Common Pleas 000016-CV-2014 Answer - Answer and New Matter 1 $0.00 x

110 10f 1 records
By submitting the filing(s), you are agreeing to the E-Filing Terms & Conditions

CTrack™ E-Fiing, developed by Thomeon Reuters Court Management Solrions
Fig. 1.89: Cart screen
24. Click Submit Filings.

You navigate to a payment screen where payment method information is captured. Once the information is successful saved
and process, the Submission Confirmation screen appears.

MoONROE COUNTY, PENNSYLVANIA CiviL E-FILING v cus PO L T

© information

* Your electronic filings have been submitted for review and processing

Submission Confirmation |
DETAILS
E-File Confirmation # 521647978820543 Submitted Date 03-22-2022 07:53 PM
FILINGS
Court Case Number Filing Number Filing Item(s) Documents.
Monroe County Court of Common Pleas 000016-CV-2014 10081 Answer - Answer and New Matter 1

C-Track™ E-Filing, developed by Thomson Reuters Court Management Solutions
P PayPal

Fig. 1.90: Submission Confirmation screen
You have successfully submitted as electronic filing for an existing case in the C-Track E-Filing application.

Processing of the Submitted Filing is performed by Prot personnel in the C-Track CMS application. Once processing is
completed information about the success or failure of the submission is sent back to your E-Filer Filing queue. Information
also appears in the Notifications icon in the top right screen banner of every C-Track E-Filing screen. Additionally, the Prot
may send an email to the email address associated to your user account.

Once the Prot has processed the filing, you receive email notification regarding the successful or failure of the filing. The
email you receive displays according to the specific email application with which you registered your E-File account.

Additionally, any party that was served electronically with a successfully processed filling receives an email notification.
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The Filing Summary screen appears.

Case Search

Create Filing MONROE COUNTY, PENNSYLVANIA CiviL E-FILING TODD W WEITZMANN > o=

Weitzmann, Weitzmann, & Huffman

Jessica Spencer

Filings »

~ Filing Information FILING PROGRESS I Party Information Filing Information Upload Document Service i Filing Y I

Court Monroe County Court
of Common Pleas

Filing Summary.

Class Family - Divorce -
Divorce with 1 Count

CASE DETAILS ~

Select any Filing Progress tab to return to the

Type Complaint - Court Monroe County Court of Common Pleas
Complaint Case Category Famiy selected screen to update information.
Case Type Divorce
Case Subtype Divorce with 1 Count

FILING INFORMATION ~

Filing Number 10084 Type Complaint - Complaint
Filed on Behalf of Comments

Other Filed on Behalf of Emergency

Amended Confidential

Money Damages MDJ Appeal

Class Action Suit Pro Se

ORIGINATING COURT INFORMATION
Originating Court Case# Case Title Judgment Related Case #

| No records were found.

PARTY INFORMATION

Name Type Role Address Attorney(s)
| Jane Doe Person Plaintiff 123 Main Street TODD W WEITZMANN
Anywhere PA 18360

DOCUMENTS
Name Request Confidential Confidential Reason - .1
e Se_lec'_[ Edit E-Fi I_| ng to return to the

beginning of the filing. Mote you must
ELECTRONIC SERVICE RECIPIENTS
e Usor ROl Rereent E re-upload all document on the Upload
|No records were found Documents tab. When you select Edit
NON-ELECTRONIC SERVICE RECIPIENTS & UNLINKED CASE PARTIES/PARTICIPANTS E-Filin g, all documents are removed

Name Party/Participant Role Representing Add HH
| from the filing.
| No records were found.

FILING FEES

Divorce Filing 1 $138.50
Total $13850 |
FILING FEES ~

Due From Fees Not Required

Comments

Add Associated Filing Add To Cart Delete This Filing

C-Track™ E-Filing, developed by Thomson Reuters Court Management Solutions

P PayPal

Fig. 1.97: Filing Summary screen

Review the Filing Summary screen to ensure the information you are submitting. Return to any screen to update information
before you submit the filing

9. Click Add to Cart.

The Cart screen appears.
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The Submission Confirmation screen appears. Note the Cart icon shows no filings.

Jessica Spencer
MONROE COUNTY, PENNSYLVANIA CiviL E-FILING

TODD W WEITZMANN - r, E
Weitzmann, Weitzmann, & Huffman

o Information

» Your electronic filings have been submitted for review and processing

Submission Confirmation

=

DETAILS

E-File Confirmation # 611648044863184 Submitted Date 03-23-2022 02:15 PM

Payment Confirmation # TUB27992LG033225F
FILINGS
Court Case Number Filing Number Filing ltem(s) Documents Fees
Monroe Gounty Gourl of Common Pleas 10084 Gomplaint - Complaint 1 $138.50
Total $138.50

C-Track™ E-Filing, developed by Thomson Reuters Court Management Solutions
PayPal

Fig. 1.100: Submission Confirmation screen — Successful submission

You have successfully submitted a filing on behalf of another authorized E-Filer in your legal organization. The Green
Success Notification displays in the top content container, above the Submission Confirmation screen.

As a support staff user, the Notification icon and Notifications screen is updated with confirmation of a successfully

submitted e-filing. Once the court processes the e-filing the Authorizing E-Filer, for whom you submitted the filing, receives
an email.
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