
© 2018 Dechert LLP

E-filing Guardianship Petition
Court of Common Pleas Orphans’ Court Division 
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Step 1: Go to  https://fjdefile.phila.gov and log in with your credentials
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If you are not registered for an 
account with the Philadelphia Courts 
under the e-filing system, click this 
link and follow instructions to obtain 
a username.

https://fjdefile.phila.gov/
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Step 2: Click on Civil/Orphans’ E-filing System.
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Step 3: Start a “New Case.”
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Step 4: Select Orphans’ Court. 
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Step 5: Fill out Estate Information with the last name, and first name of the AIP. Select “Type of Estate” requested, and enter petitioner/client’s information 
under name of filing party. Select type of filing party, type of pleading filed, and answer whether or not an emergency. Click “continue”.
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Step 6: Complete forms as shown below for each interested party for the AIP. Interested parties to be served are any proposed co-Guardians, 
any adults who could be intestate heirs if  the AIP died as of  the time of  filing, and any person or entity providing residential services to the 
AIP. When all interested parties have been added, click “continue”.

Click “Add” after each interested party is entered. 



|

Step 7: Fill out the form as shown below. The Clerk’s Office has informed us that notice is not required – just accept this. The information in the gray box is 
the information of your AIP. The Social Security Number should be listed in your intake packet from the referral organization.
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Information in this box 
is that of  the AIP’s
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Step 8: The information on the bottom of  page should pre-populate. Click “kindly enter my appearance”.

Under on behalf of, check your 
client’s (the petitioner’s) name.
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Step 9: Here, ensure that you have these two PDFs prior to moving onto the next step: 
• PDF 1 – the Petition Package (in this order: preliminary decree, final decree, petition, verification, consent)
• PDF 2 – the IFP Affidavit

Please note: None of the information in the Petition is “confidential” as defined in section 7.0 of the UJS Public Access Policy. Assuming
we are dealing with adults, everything we are filing is non-confidential. Financial or medical documents are not filed along with the 
petition.  Therefore, no redaction of the Petition. See next page for more guidance on this screen.
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Step 10: Select “No” for the three questions asked below, and then click on “Upload Documents”. See training materials regarding issue of
confidentiality.
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Step 11: Select “Browse” or “Choose Documents”.
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Step 12: Select the first document you wish to upload (Petition Package), and then click “Open”.



| 14

Step 13: After selecting the document you wish to upload, select “Add File Now”. Do not click “Finish” until all required documents are uploaded.
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Step 14: After clicking “Add File Now,” you should see the name of  the document uploaded under “File Name”. Now, select “Browse” or “Choose 
Document” to find, open, and upload additional documents (the IFP Affidavit). After adding all documents, check the boxes left of  the file 
name that you would like to be added to the system and click “Finish”.
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Step 15: Your screen should now look like the below after the documents are uploaded to the system.
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Step 16: Check off  the box below, and click “Continue”.
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Step 17: Select the IFP option, and click “continue”.
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Step 18: Look over the final 
confirmation page to ensure all details 
are accurate; check acknowledgement at 
bottom and click “submit”.
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