
 

 
AOPC  Page 1 of 5 

 
 

Enhancements to the Document Filing Process 
  
The items listed below represent new features within PACFile. An overview of 
these enhancements appears in the sections that follow: 

 Ability to complete document eService and submission in a single step. 

 Addition of To Do List Tips. 

 Automatic naming standardization for all documents associated to a 
filing. 

 
Ability to complete document eService and submission in a single step 
Prior to today, document eService and the submission of a filing were 
completed as separate steps within the filing wizard. This split action made it 
possible to perform eService without submitting the filing to the court and, as 
a result, caused some confusion over the point at which a filing was 
considered complete. 
 
Beginning today, in order to eliminate the issues associated with completing 
these actions separately, both eService and submission to the court are now 
completed in a single step. With regard to the filing wizards, this procedural 
change has resulted in the removal of the SERVE button and service 
authorization checkbox from the Verification tab. 
 

The Verification tab prior to today 

 
 
 

 

The checkbox 
and the 

SERVE button 
have been 
removed. 
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The functions that have been removed from Verification tab have been replaced by 
the VERIFY button. This new button is used to confirm that the information appearing 
on the tab is correct and forwards you to the Payment and Submission page for final 
submission. This button does not perform eService or submit the filing. 
 

The Verification tab today 

 
 
The use of the Payment and Submission page, while slightly different visually, remains 
unchanged. You are still required to confirm that you have authority to submit the 
corresponding filing, but this confirmation now also includes an acknowledgement 
regarding eService.  
 

 
 

The VERIFY button 
only confirms that the 
information on this tab 
is correct and that you 
are ready to begin the 
submission process. 
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After clicking OK, if the filing carries a fee that requires immediate payment, 
document eService and submission to the court are completed after the successful 
conclusion of the payment process. If the filing fee is being invoiced, or there is no 
fee, clicking OK performs immediate eService and submission to the court.  
 
Clicking CANCEL abandons the submission process and the filing remains 
unsubmitted and unserved. The filing can be continued later through the Filings in 
Progress option on your dashboard. 
 
 
 
Addition of To Do List Tips 
The To Do List is a prominent feature of the filing wizard that is designed to let you 
know when the data entry requirements for each tab are complete. A prior restriction 
of this feature, however, was that it only showed whether tasks were complete or 
incomplete and offered no specifics about what needed to be done to satisfy each 
task.  
 
Today, supplementary tips are now associated to the incomplete tasks in the To Do 
List to provide additional information about what needs to be completed. By default, 
the tips for each tab display when you are viewing the corresponding tab. For 
example, you will see the tips related to the Filing Documents tab when that tab is 
active in the wizard. In this scenario, tips for the Filing Documents tab might let you 
know that documents still need to be uploaded or an entry of appearance needs to 
be recorded. 
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Clicking a button in the To Do List with downward facing arrows (  ) displays the 
incomplete tasks associated to the corresponding tab. This button disappears when 
the corresponding To Do List item is complete. 
 
 
 
Automatic naming standardization for all documents associated to a filing  
Previously, all documents uploaded through the filing wizards retained whatever 
name they were given prior to beginning the PACFile process. The lack of a naming 
standard meant that there was no consistency in which documents were being 
named and filed by attorneys and pro se litigants. 
 
Today, all documents uploaded or attached in the Filing Documents tab are 
automatically renamed to match the filing type to which it is being associated. For 
example, when a document is associated to a Filing Type of ‘Reproduced Record’, 
that document, regardless of the name it was previously assigned, will be renamed 
‘Reproduced Record’. If multiple documents are associated to the same filing type, 
the first document added is named directly after the filing type and any subsequent 
documents are named after the filing type and suffixed with an incremental number 
(ex. Reproduced Record, Reproduced Record-1, Reproduced Record-2, etc.). 
 
For your convenience and reference, the original name assigned to the documents 
you upload will be displayed alongside the new name.  
 

 

The new 
document 

name, based on 
the filing type. 

The original 
name of the 

document that 
was uploaded. 
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This change establishes a consistent and descriptive naming standard for all eFiled 
documents and serves as a benefit for the eligible attorneys and pro se litigants who 
are looking at these documents through PACFile. 
 
Once submitted, the filing office has the authority to update the name of any 
document. If this occurs, this new name is communicated systematically to PACFile. 


