
PROTHONOTARY EFILING INSTRUCTIONS 

 

Log into the website. If you do not have a user name or password yet, go ahead and click on the ‘Sign Up 

for User Account’ link. 

 

 

 

Here you will see your home screen. At the home screen you will see your recent activity including your 

received, recorded, and rejected packages. You can get back to this page anytime by clicking on the 

Home link on the top. 



 

Let’s go ahead and submit a new case.  Hover your cursor up where it says Create Filing. There a small 

menu will appear, and click on Create a New Case. 

 

Once you click this it will bring you to the screen below. Go ahead and enter in the case information 

below. Select the case type that is desired and then put on the plantiffs and defendants.  

 

To put in a plantiff, fill out the information of the plantiff, and then click the “Add as Plantiff” button, 

and likewise with the defendant. After you put a few of them in, the screen will look like the below. 



 

 

Once finished putting in the plantiffs and defendants, go ahead and hit the “Add Docket Items” button. 

This will bring you to the screen below. Choose the type of docket item you want to go with the case 

and then click the Choose File button to upload the document from your computer. A file dialogue will 

come up, so go and choose which file you want to upload from your computer. After you choose the file, 

then hit the button that says Add Docket Item. 

 



 

Now that you have added docket items to the case, your screen will now look like this which will show 

you the amount of money that is due as you go along… 

 

When you are finished putting in docket items, go ahead and hit the Proceed to Checkout button. It will 

bring you to a checkout screen. Go ahead and review the information before hitting the checkout 

button. 



 

 

When done, hit check out and it will bring you to the billing screen. Here you will put in your credit card.  

At the end of the billing process you will get a confirmation that looks like this. 



 

 

 

 

To add docket items to an existing case, do exactly what we just did but first go to the menu above and 

click on Add Filing to Existing Case.  

 

It will bring up the following screen. 



 

 

If you put in a valid case number, it will show you the case information so that you can be sure that this 

is the case you want to submit to. 

 

If you are sure this is the case you want to submit to, click on the button that says Add Docket Items. If it 

is not the case you want, just hit Clear Case.  



Once you hit Add Docket Items, it will bring you to the screen that allows you to upload your docket 

items. Go ahead and follow the process which was explained above for uploading your documents. 

 

 

 

You will be able to see the status of your submission on the Home page after you submitted it. Here you 

can see if your submission has been just received, has been recorded, or has been rejected. 

 

 

To see what documents have been received, click on the link that says Received Packages. It will bring 

up the screen below. By default it will show you activity within the past 10 days. You can change the 

filter by changing the dropdowns and hitting search.  



 

To see a particular submission, click on the link for that submission. So to see the PNC BANK NA 

submission, go ahead and click on the link that says ‘201507541’. It will bring this up… 

 

 

Now go ahead and hit the drop down that says ‘Please Select Item to View’ and choose either 

‘Submitted Data’ or ‘Submitted Images’. If you choose ‘Submitted Data’ then it will show you the docket 

items and their respective page counts, or if you choose ‘Submitted Images’ it will show you what you 

submitted. 

 



 

You can also likewise view the received documents and rejected documents from the home screen. 

 


