How +o Approve, Subwmit, or
Return a Filing

1. Access filings
needing
approval

Click on the Approval

Requested tab on

your dashboard and

locate the case that
needs approval.

3. Review the
filing

Review the filing by

browsing through

each of the wizard

tabs and making any

necessary changes.

10 Alternatively, if
changes are required,
the filing can also be
returned to the creator
for revision using the
Return for Correction’
process (Step 6).
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section below the grid, to view the electronic filing requiremants. To upload an electronic document, click the M
icon that appears on the filing row.
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2. Open the filing
Click the View/Edit icon
in the grid for the filing
that needs to be
approved. The Case
eFiling page opens

4. Verify the filing
Click the VERIFY
button. Complete this
action regardless of
your intent to approve,
submit, or return for
correction.
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5. Certify the filing
In the Payment and
Submission screen,
select the checkbox
that signifies that the
filing complies with the
provisions of the Public
Access Policy.

L You can locate the
Public Access Policy at
the following web
address:

http://www.pacourts.us/
public-records/public-
records-forms

7. ldentify a
submitter
In the Recipient(s)
field, select one or
more of the individuals
listed who have the
authority to submit the
filing to the court.
Proceed to Step 10.

L This action indicates
your approval and
forwards the filing to the
specified individual(s) for
final submission.

PACFile® - Payment and Submission / @tielp

The filing(s) you have prepared is ready for submission. Select the appropriate verification amicn/ i~ filing or complete
the appropriate routing information.

Any applicable eService is performed immediately following submission to the court. /
Public Access Policy Certification /

| certify that this filing complies with the provisions of the Case Records Public Access Policy of th
confidential information and documents differently than non-confidential information and documerfis

uire filing

@ Coertify: /
Choose an action below. /

“ Action: | .+O
* Reciplents): [ Y,
Returned For Carrection
Request For Submission /
Submit to Court

/

When you select an action other than 'Submit to Court, this optional field can be used to commurl. - tofthe filing. Any
text you enter will not be submitted to or seen by the court. /

Notes:

Package Information

In\mice‘ Description ‘ Filing Type ‘Filing Name(s) | Docket Number{s) Ducumenus}| Fileris) |Cre

PACFile® - Payment and Submission

The filing(s) you have prepared is ready for submission. Select the appropriate verification action and either ackn
the appropriate routing information.

Any applicable eService is performed immeadiately following submission to the court.
Public Access Policy Certification

| certify that this filing complies with the provisions of the Case Records Public Access Policy of the Unified Judici
confidential information and documents differently than non-confidential information and documents.

* Certify:
Choose an action below.
* Action: |Request For Submission V| (7]
\ JSCE BN ISR I Crafting, Johnnn N

When you select an action other than "Submit to Court, this optional field can be used to communicate relevant in|
text you enter will not be submitted to or seen by the court.

Notes:

PACFile

6. Choose an
action

Select one of the

following options from

the Action field and

proceed to the

corresponding step:

* ‘Request for
Submission’ — Step
7.

» ‘Return for
Correction’ — Step 8.

e ‘Submit to Court’ —
Step 10.

L Depending on your
proxy rights, you may not
be able to use all of these
options.
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8. Select a
recipient

In the Recipient(s)

field, select the

individual that created

the filing.

10.Click SUBMIT
The filing is sent to
the appropriate
PACFile user or the
court depending on
the selected action.

PACFile® - Payment and Submission

The filing(s) you have prepared is ready for submissipn. Select the appropriate verification action and either ackn
the appropriate routing information.

Any applicable eService is performed immediately foflowing submission to the court.
Public Access Policy Certification

| certify that this filing complies with the provisions offthe Case Records Public Access Policy of the Unified Judici
confidential information and documents differently thjn non-confidential information and documents.

* Certify:

Choose an action below.

* Action: | Returned For Correction V‘ 1]

* Recipient(s): [ ElELERELS

When you select an action other than "Submit to Court, this optional field can be used to communicate relevant in|
text you enter will not be submitted to or seen by the court.

Notes: |The filing contains several errors s
that need to be corrected. [
Please refer to the list below:
1. The guardian's name is

i e £ .

PACFile® - Payment and Submission

The filing(s) you have prepared is ready for submission. Select the appropriate verification action and either acknowledge your authori
the appropriate routing information

Any applicable eService is performed immediately following submission to the court.
Public Access Policy Certification

| certify that this filing complies with the provisions of the Case Records Public Access Policy of the Unified Judicial System of Pennsyl|
confidential information and documents differently than non-confidential information and documents.

* Certify

Choose an action below.

* Action ‘Submil to Court V| e

When you select an action other than "Submit to Court’, this optional field can be used to communicate relevant information to the desi|
text you enter will not be submitted to or seen by the court

Motes:

Package Information

Invoice ‘ Description | Filing Type ‘ Filing Name(s)| Docket Number(s | Document(s) | Filer(s) | Created By |1rackinu Number | Status

Reyes
CP-02-CR- Lydi
*Motion for 0006959-2023 N?a: James Not
y N I
Ancillary _i’;:lzns“’“ o cpo2CR B B Barnes, Shermen L WEPOS02C2000L g e
0006961-2023 Seth
Thomas

4

* indicates primary filing

Total Invoiced: |50 00
Total Due Today: |50 00

PACFile

9. Enter notes

In the Notes field,
explain why the filing
needs to be corrected
and cannot be
approved.

fip These notes are
transmitted to the
selected recipient.

END




