How to Create a New Adoptious case

from av existivg Dependency case

1. Open the case
initiation
wizard

Click on the ‘Initiate

New Case’ option in

the PACFile menu or

the Initiate New Case
link on your

Dashboard.

3. Select a Court
Type

Click the Court Type

dropdown and select

‘Court of Common

Pleas’.

5. Verify the
Docket Type
Verify that the Docket
Type field defaults to
‘Adoptions’ or select it

from the dropdown.

7. Select a Filing
Type

Click on the Filing

Type dropdown and

select the appropriate

petition that is

initiating the case.

PACFile® Pay Online Help & Support

¥ Actions
\%
Initiate New Case
| Case Filing OR Initiate New Case
PACFile Search 4 ase Fing
My Profile
Terms and Conditions

PACFile® - Initiate New Case @Help

‘r’oulaccount settings indicate that you have proxy rights that allow you to file on behalf of
somone else. Please select one of the following with respect to this new filing. If you are filing
on bhalf of someone else, you must identify the name of that individual in the dropdown.

A1 am filing as myself.

@1 am filing on beialf of someone else.

Allegheny County CYF Adoption Leg v

| Submit |

PACFile® - Initiate [New Case

Select Filing

names the court in which the case igbeing filed and the type of document that will facilitate the new

The beginning of the case initiation frocess requires the identification of some basic infermation that
case. All fields prefixed with a star (i

are required.

Court Type: | Court of Common Pleas V| (7]

* County: |Allegheny "w

=8 " Docket Type: |Ad0pli0ns V| (7]
* Case Category: |Ad0pli0r‘|s Vw

* Filing Type: | Petition for Involuntary Termination o v| (7]

De}eription: | |9

| Submit |
.

PACFile°

2. Select your
proxy status
Select the | am filing
on behalf of someone
else radio button,
choose the appropriate
filing authority from the
dropdown, and click
SUBMIT. The Select
Filing screen displays.

P Adoption cases must
be filed on behalf of the
appropriate organization,
not an attorney.

4. Select a County
Click on the County
dropdown and select
the county court in
which the case is being
initiated.

6. Verify the Case
Category

Verify that the Case

Category field defaults

to ‘Adoptions’ or select

it from the dropdown.

8. Click SUBMIT




How +o Create a New Adoptions case from an

existing Pependency Case

9. Verify the Case
Source

In the Select Cases

screen, verify that the

Case Source is

‘Pennsylvania Court’.

11.Enter the
Dependency
docket number
Click in the Docket
Number field and enter
the unique number of
the Dependency case.

L If you do not have the
exact formatting of the
docket number, select the
Build Docket Number
checkbox to use
selectable fields to assist
in entering the number.

13.Click the Select
Caseicon

If this action does not

identify any associated

cases proceed to Step

16.

fip If you need to verify
the correct case before
selecting it, click the
Docket Sheet icon.

15.Click OK

PACFile® - Initiate New Case

—T—® Docket Number: |CP—02—DP—0000443—2023 |

Select Cases

Identify, if possible, a Common Pleas Courfcase that can be used to establish the basic participant
information for the new Adoptions case.

* Case Source: | Pennsylvania Court V|

* Search Type: | Dockat Mumber b b

Build Docket Number: [
County: | v| (7]

| Search || Clear |

Cases
Docket Number Short Caption Case Status | Filing Date
09/01/2023 ’, @
L J

CP-02-DP-0000443-2023  In the Interest of. Kralik, Zendaya, 2 Minor Active

D )cket Number Short Caption Case Status | Filing Dale|

09/01/2023 @

CF-02-DP-0000443-2023 In the Interest of: Kralik, Zendaya, a Minor Active

Associated Cases

B! | Docket Number Short Caption ‘Cﬂse Status ‘ Filing Date‘

09/01/2023 @

CP-02-DP-0000444-2023  In the Interest of: Kralik. Isaiah, a Minor  Active

[ok]

PACFile

10.Select the
Search Type
When known,
searching by docket
number is the most
efficient method.

12.Click SEARCH
The Cases grid
displays with the
search results.

L If your case is not
found, repeat Steps 10 -
11 or try a different
search type

14.Specify any
associated
cases
If there are other cases
associated to the case
identified in Step 11,
these additional cases
will appear. Select the
checkbox for each
case that applies to the
document(s) being
submitted.

L A separate adoption
case will be created for

each Dependency case
selected.

fip If separate petitions
are going to be filed for
any of the other
Dependency cases listed,
proceed only with the
case identified in Step 11.




ow to Create a New Adoptions case from am .
i ik 0 o b f PACFile’
existing Dependency Case

16.Review the

R Y
o o Participants [ Counsel [ eService | Filing Documen
participants for 4’,
accu racy Identify the ca}e participants for the new Adoptions ¢ :d automatically. Confirm this information
is accurate. Allparticipants that do not appear autorJ 27D button.
Show information for:

. 20Y
0 nthe P articipants Participant | Docket Nurr | Fitr | |
tab, all the participants Ofice of Children, Youth and Famiies  CP-02-DP-0§0 - d Yauth Services g
that were part of the
Dependency case will Office of Children, Youth and Families CP—[JZDP—[JJ =7d Youth Services g
appear.

Kralik, Zendaya CP—UZ-DP—UJ z
Kralik, Isaiah CP—UZ-DF‘—UJ z
Kralik, Brandy Marie CP—UZ-DP—UJ I Yother z
Kralik, Brandy Marie CF'—UZ-DF'—UJ 1 Yother g
Hloznik, Stephen R. CP—02-DP—0¥ 1= g
Hloznik, Stephen R. CP—UZ-DP—UJ 1 =ather z
[
— 17.Click NEXT
ays 5y ~y
18 In|t|ate the Participants [ Counsel [eSer\rice mgwy
¥ !

p rocess to ad d Identify the attorneys for the new Adoptions case. Ift may be listed below.

yO ur Determine if this information is accurate. All attorneyd | the ADD button.

or g ani Zat' on as Show information for: ALQ-'

counsel ¢ o N+

In the Counsel tab, . | |

click the Add Self icon
appearing above the Allegheny County Solicitor's Office CP-02—DFf z E

grid in the Counsel KidsVoice CP-02—DPI- zﬁ
tab. The Add Self
popup screen opens.

19.1dentify the

Tip When you are filing organization
on behalf of an
organization, the Add Isrl:anA?(?eﬁteifI; ?ﬁg P

Self function searches

for that organization. organization you want

to add to the case by
‘PA Bar Number | Law Firm selecting the radio
@ Allegheny County CYF Adoption Legal Unit button that appears

next to its name.

20.Click SELECT T
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existing Dependency Case

21.Verify the

contact

information
Review and update
the details for this
case on the Contact
Information tab as
needed.

23.Click SAVE

Add Self

“
Contact Information [ Representing |

Participant Category:

® * Name: lAIIegheny County CYF Adoption Legal q
Store/Branch: |

Location: |

PA Bar Number: |

Phone Number 1: |(£) 555-2012
Phone Number 1 Ext: |

Phona Number 2: |.'_:;.

Phone Number 2 Ext: |

Fax Number: |.'_:;.

Email Address: |

Address Line 1: 445 Fort Pit Blvd
Address Line 2 |
Address Line 3: |

City: [Pittsburgh

State: | Pennsylvania v

Zip Code: |15219

International Region: |

Postal Code: |

|
|
|
|
|
|
|
|
|
Address Type: | Primary V|
|
|
|
|
|
|
|
|
|

Country: | v

Add Self

.
Contact Informalion [Representing |

Representing: i Office of Children, Youth and Families (CP-02-DP-0000443-2023, Children and Youth Services)
[JHloznik, Stephen R. (CP-02-DP-0000443-2023, Step Father)
[ Kralik, Brandy Marie (CP-02-DP-0000443-2023, Biological Mother)
[ Kralik, Zendaya (CP-02-DP-0000443-2023, Child)
[ Kralik, Brandy Marie (CP-02-DP-0000444-2023, Biological Mother)
[ Hloznik, Stephen R. (CP-02-DP-0000444-2023, Biological Father)
[[] Kralik, Isaiah (CP-02-DP-0000444-2023, Child)
Office of Children, Youth and Families (CP-02-DP-0000444-2023, Children and Youth Services)

PACFile

22.ldentify the case
participant
Click on the
Representing tab and
select the checkbox for
the participant(s) your
organization is
representing on the
case.




How +o Create a New Adoptions case from an

existing Dependency Case

24.Remove the
counsel for the
agency
In the Counsel tab,
the counsel
representing the
county’s children and
youth services
agency appears by
default. Click the
Delete icon for this
counsel record.

26.1dentify
eService
recipients
In the eService tab,
select any of the
eligible recipients that
should receive
electronic service
upon submission of
the filing.

Tin Some of the eligible
recipients may be
defaulted to receive
eService automatically,
but this can be changed
at your discretion.

Y Y Y
Participants [ Counsel | eService [mg Documents E’
L

Identify the attorneys for the new Adoptions case. If the ne 1e attorneys may be listed
below. Determine if this information is accurate. All attornJ e recorded using the ADD
button. f

Show information for: | a1 | !
[d

Allegheny County Solicitors Office CP-02-DP=0¢ nd Families B E—
y |
Allegheny County CYF Adoption Legal Unit CP-Oz-DPLf .nd Families z E—
y |
KidsVoice CP-02-DPA z E—
4 |
KidsVoice cP-02-DPEL, z E—

3
Allegheny County Solicitors Office CP-O2-DPI. nd Families
'y

CP-Oz-DPI\ nd Families z E

Allegheny County CYF Adoption Legal Unit

/

Previous | | Next H-ﬁve i I

Select any of the eligible recipients that should receive electronic service upon submission of this|
recipients may be defaulted to receive eService automatically, but this setting can be changed at
use eService for any recipient, be sure to update your proof of service document accordingly.

Case Participants

| Name

Office of Children, Youth and Famili

Attorneys

| Name

O Allegheny County Solicitor's Office

KidsVoice

Others

| Name

O Adoption Legal Services Project

O Allegheny County Juvenile Probatio

[CJ  Family Division - Allegheny

. ]
| Previous | | Next |qouvc T

PACFile

25.Click NEXT

27.Click NEXT




How +o Create a New Adoptions case from an

existing Pependency Case

28.Generate the

proof of service

Before proceeding in
the PACFile wizard,
you must create your
proof of service
document. This task
needs to be
completed outside of
PACFile in a program
of your choosing.

Be sure to include
any individuals
notified via eService
and to save this
document as a PDF.

P Click the SAVE
button in the wizard. If
you logout of PACFile
before continuing this
process, your filing can
be found under the
Saved Filings tab of
your Dashboard.

30.Initiate the
search for your
document

In the Document

Management popup

screen, click the Add

Document icon, then

click CHOOSE FILE.

™y ™y ™ T g
Participants | Counsel | eService [Filing Documents | \_."i

P

Based on the filing type selectad in the Filing Type tab, th7

section below the grid, to view the electronic filing require
icon that appears on the filing row.

Show information for: | ALL ?

Mandge D

Filing Type(s)

Filing

Fetition for Involuntary Termination of Parental Rights

You must upload at least one electronic file for each requi? 1al hformation

ocuments

Proof of Service

* Filing Type:

Is Included:

Document{s)
File Name | Original File Name| File e

| choose File | No file chosen

| Confidentiality @) |

Document Management

[Save]
K- Open x
< i <« Desktop » Petitions ~ (& Search Petitions
Organize + MNew folder =y O @
I Thic PC ~  MName ® - Date modified
J 3D Objects Kralik Petition [TPR.pdf 4/13/2022 10:53 AM
[ Deskiop
=| Documents
; Downloads wlla 5
File name: | Kralik Petition ITPR.pdf w ‘ Adobd Acrobat Document (*pe ~
m Cancel

PACFile

29.Initiate the
process to
upload the
petition

In the Filing

Documents tab, click

the Manage

Documents icon in the

grid for the petition..

L Any documents
uploaded to this tab apply
to all the cases identified
in the Referenced Case
Information tab.

31.Upload the
electronic
version of the
filing
In the popup screen
that appears, locate
the electronic version
of the filing on your
computer or movable
storage device (ex.
memory stick). Select
the file and click
OPEN.




How +o Create a New Adoptions case from an

existing Dependency Case

32.Select a

confidentiality
Click on the
dropdown and choose
the appropriate
confidentiality for the
document.

Tip This selection is
required based on the
court’s Public Access
Policy. You can view the
policy at the following
web address:

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

34.Upload the

proof of service
In the Filing
Documents tab, click
the Manage
Documents icon in
the grid for the Proof
of Service filing type
and use Steps 30 - 33
as a guide to upload
the document.

36.Click NEXT

PACFile

Document Management

* Filing Type:

Is Included:

Document{s)

File Name | Original File Name | File 0

Choose File | Kralik Pefition ITPR.pdf

| Confid: ntiality @ |

Confidential Do w

33.Click SAVE

Participa nts

Counsel

e3ervice [mg Documents ﬁ_e'.

Based on the filing type selected in the Filing Type tab, the

section below the grid, to view the electronic filing require

You must upload at least one electronic file for each requi:?'
icon that appears on the filing row.

re listed below.

itional information
ne Manage Documents

Filing Type(s)

Filing

Petition for Involuntary

Show information for:

rs
ALL !

Termination of Parental Rights

Proof of Service

o L

Show

Filing Type(s)

Filing

information for: | AL

Petition for Involuntary Termination of Parental Rights

Proof of Service

Peannsylvania.

Disclaimer: | certify that this filing complies with the Case Records Public Access

Specifically, | understand that financial source documents, minors' educational re
and Youth Services' records, marital property inventory and pre-trial statement pr

* | acknowledge the foreg

» View Additional Info

LU = e e i

scial security numbers, financial account numbers (except for the last four digits

oing Disclaimer

i of

& M, T, T, S,

.8, Children
va and

filed under the Confidential Document Form cover sheet. See Section 8.0 of the Fj

= the subject

Flirthermore, | understand that the attachments, except for a Confidential Informal] the following:

the case and cannot otherwise be identified), driver license numbers, state identi  and dates of
bfth (except when the minor is charged as a defendant in a criminal matter), or a .rt information,
a} defined in Pa.R.C.P. 1931(a), except for the victim's name. See Section ? 0 ofin

[ .
TFreviors H Next | | Save |

/
/
1
/

—= 35.Acknowledge
the disclaimer
statement

Review the statement

and acknowledge it by

selecting the checkbox.
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existing Pependency Case

37.Verify filing
details
In the Verification tab,
review the filing
information that you
have recorded for
accuracy. If anything
is incorrect, click on
the appropriate tab
and make the
necessary changes.

39.Review the
Payment and
Submission
page

Verify that the correct

filing information

appears on the

Payment and

Submission page.

41.Choose an
action

Select one of the

following actions and

proceed to the

corresponding step:

* ‘Request for
Approval’ — Select if
the filing requires
supervisory
approval prior to
submission.

Continue to Step 42.

‘Submit to Court’ —
Select if the filing
can be submitted
without additional
approval. Proceed
to Step 43.

Y R Y ™ ™\
Participants | Counsel | eService | Filing Documents [ Verification | I
Asummary of your filing appears below Verify that all the information display is complete If
anything is incorrect or incomplete, return to the appropriate tab and make tl?
When you are ready to start the submission process, click the Verify butten.tly it this time,
click the Save button and exit the wizard. All of your saved filings are availabf. iboard.

Filers l
IFP Status ‘ Filer(s) | Role -
Office of Children, Youth and Families Children and Youth Servi & ;
Legal Unit
Office of Children, Youth and Families Children and Youth Serv € ;
i .egal Unit
Referenced Cases and Current Filings In Progress / @
Docket Number | Short Caption Filing Name | Viewable TD| Docum g | Filing Fee |

Petition f
In the Interest of: etition for
CP-02-DP- Krallk, Zendaya, a | molntany Sy
0000443-2023 ) V8. Termination of ’

Minor
Parental Rights

b
In the Interest of: ;?:If:t:r
Kralik, 1saiah, a . .I'}' B £0.00
Termination of
/
1

Minor

CP-02-DP-
0000444-2023
Parental Rights

£0.00

Previous | | Save | | Verify |

PACFile® - Payment and Submiksion
[

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

Any applicable eService is parformed immediately following submission to the court

Public Access Policy Certification

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

* Certfy

Choose an action below.

@ Action |Submit to Court V‘ o

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

Notes

Package Information

Invnice‘ Description ‘ Filing Type ‘ Filing Name(s) | Docket Number(s) | Documem.[s}‘ Filer{s) ‘Created By ‘ Tracking Number| Stai

Office of  Allegheny

“Petition for  CP-02-DP- Chke | Cowny
jnitigtng "VOunery - 0000443-2023 E B Youth  CYF wicposozizoo00 O
Termination of CP-02-DP- N Sul

and Adoption

Parental Rights  0000444-2023 Familes Legal Unit

q

* indicates primary filing
Total Invoiced: @
Total Due Today @

PACFile

38.Decide to file

now or file later
You must choose from
one of two options to
determine how to
proceed:

Option 1: If you want to
submit this filing now,
click the VERIFY
button, and continue to
Step 39.

Option 2: If you don’t
want to submit this
filing now, click the
SAVE button and then
return to your
dashboard. THIS
PROCESS IS
COMPLETE.

40. Certify the filing
Select the checkbox
that signifies that the
filing complies with the
provisions of the Public
Access Policy.

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

http://www.pacourts.us/
public-records/public-
records-forms
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42 Id entlfy an Choose an action below.
ap p rover * Action: [ Request For Approval v|@
- E Recipient(s): [ [ERlIEEE
SE|€Ct the Bonney, Paul Robert
checkbox(es) for one |
or more of the -

individuals who have

When you select an action other than "Submit to Court', this optional field can be used to communicate relevant information to the

the authorlty to text you enter will not be submitted to or seen by the court.
approve the filing. Notes
Tip :
To select multiple .

recipients, press and

Package Information

Description | Filing Type ‘ Filing Name(s) | Docket Number{s) | Ducument[s}‘ Filer{s) |Crea|ed By‘ Tracking Number | Sta

h0|d the [Ctl’|] key Whlle Invoice
clicking on each name. Pemtontor | CPZ-DP- Oica of | Asesheny
Inveoluntary 0000443-2023 ' Not
'I'ip Initiating Termination of | CP-02-DP- B a :::Ih '(::;“on WCF0502J20000 Su
This action indicates Parental Rights | 00004442023 Familes Legal Unit

your request for

approval and forwards
the filing to the d
authorized indiViduaI(S). *indicates primary filing

Total Invoiced: @
Total Due Today @

PACFile® - Payment and Submission

The filing(s) you have prepared is ready for submission. Select the appropriate verification action and either acknowledge your au|
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 Pe
confidential information and documents differently than non-confidential information and documents.

* Certify:

Choose an action below.

“ Actlon: ‘ Submit to Court "‘ L

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

Notes:

Package Information

Invoice

Description ‘ Filing Type ‘ Filing Name(s) | Docket Number(s) ‘ Document(s}‘ Filer(s) ‘Crealed By‘ Tracking Number | Sta

. Office of Allegheny
# _02-DP-
Petition for CP-02-DP- Children. County

inftang | Molniay - 0000443-2023 a B Youth  CYF WCP0502J20000
Termination of CP-02-DP- and Adoption
Parental Rights  0000444-2023 o e Leg; o

o 43.Click SUBMIT
indicates primary filing N @ Th|s |n|t|ates the
Total Due Today @ Selected aCtIOFI

END



