Penvsylvania’s Unified Judicial System Web Portal

How to Create a Case

1. Open the
Guardian Case
Search screen

Click on the Manage

Cases link appearing

in the General Actions

section of your

Dashboard.

3. Enter the case
number
On the Add
Guardianship Case
screen, click in the
Case File No field
and enter the unique
number assigned to
this case through your
court’s case
management system.

5. Verify/update

the filed date
These fields
automatically default
to the current
date/time. Update
these values, as
necessary, to reflect
when the petition was
filed.

-

® Manage Cases

Organizations

Death Notices

General Actions

View Motifications

Manage People and

PA Department of Health -

User Login Request Form

Guardian Case Search

* Case File Number:

Case File Number

* Search Type:

County:

‘ ‘ Incapacitated Person

Mo

&
—
—

Add Guardianship Ca

SC

—® * Case Fila No: |oc.1102.2022

“ Filing Type: | Petition for Adjudication of Incapacity V| oe

.* Filing Date: [11/18/2022 &
Filing Time: |08:24:40 AM @

Judicial Authority: |Gillete—Wa Iker, Kallay

v|.

Filer{s)

Name

o

Relationship To IP‘ ‘

‘ Mo resulis found ‘

Name ‘

Alleged Incapacitated Person

@

IFP Status ‘

‘ Ne results found ‘

2. Click the Create
Case icon

4. Select afiling
type

Click on the Filing

Type dropdown and

select the type of filing

that is initiating the new

guardianship case.

TP |n most cases this
will be ‘Petition for
Adjudication of Incapacity
and Appointment of
Guardian’.

6. (Optional) Select
ajudge

Click the Judicial

Authority dropdown

and select the judge

that is assigned to the

guardianship case.

Guardianship Tracking System



How +o Create a Case

7. Begin the
process of D Fiers)
add_il_’lg a Name Relationship To IF" ‘
petitioner
Click the (Add Mo results faund ‘
Petitioner) icon above

the Filers grid.

X
e, Select a
Search By: «| @ (One or more of these fields is required) partICIpant type
Guardians Only: Organization In theAdd/Edlt Case
Person Participant popup, click
S on the Search By
dropdown and select
9. Enter the the appropriate option
petitioner’s for this petition.
name and any Search by Person
available <
Id entlfl ers AddIEdit Case Participant
Based on whether you —e Search By: [p - ® R
2rson (One or more of these fields is required)
selected ‘Person’ or Last Name: |Boggs | {One or mare of these fields is required)
‘Organlz.a.tlon’, enter First Name: Cameron |
the participant’s Last Y 1@ (0 or moreofhese s s requied
Name and First Name Birth Date:
or Organization Name Death Date: [mm/ddlyyyy O
and/or EIN Guardians Only: (One or more orequired)
Ti Guardian Number: | |e
T If you want to limit Works in County:
- | ML
your S_earCh to eXiSting Professional Guardians Only: ] @
guardlans O_r Attormeys Only: [
Pennsylvania bar
attorneys, select the
Guardians Only and/or
Attorneys Only ..
checkbox. Search by Organization
X
' Search By: | Organizafion | @ (One or more of these fields is required)
Crganization Name: |Guardian Angels | (One or more of these fields is required)
BN | (One or more of these fields is required) ® 10.Click SEARCH
Guardians Only: (One or more of these fields is required)
Guardian Number: | (]
Works in County: | v| (2]
Professional Guardians Only: 9

Guardianship Tracking System



How +o Create a Case

11.Ch.oo'se an Birth Date: s/ dlyyyy O
existi ng Death Date:
paI’tICIpal’lt or Guardians Only: (One or more o required)
create a new Guardian Number: | |e
one Works in County: | v | (2]
If the correct Professional Guardians Only: (] @
petitioner returns in Attormeys Only: [
our results, click the
?/adio button that
appears to the left of +
that individual or : :
. . . ‘ Name ‘Type ‘Address ‘ Identifiers ‘ Date a ‘ Date u‘ ACtI\I'-‘ Alerts
organization, click .
SELECT, and Cameron o ordian ;L;;n;?;;:VPBAWBY? Guardian Number. 1 0
proceed to Step 15. B000¢ (Home) 1200302
J
If the search returns
no results or the 12.Verify the
petitioner cannot be ¢ petitioner’s
identified from your Add a Person Add an Organization name
search result_s,_ click _— information
the Add Participant X x || Verify the First Name
con, and continue o and Last Name fields
Step 12. e ——— o
* Type: * Type: Organization ~ or the Organization
Name Type: v * Qrganization Name: \Whitfield Guardians Name field is correct.
Prefix: ~ Store/Branch: )
First Name: (Cameron location' [ | Tip Any additional name
Middle Name: ‘: * Address Type: information can be
13 Enter the * Last Name: Bcggs— Location: () Intemational adqedl if _avail_a_blev that
petitioner’s Generation: v @®United States ggltﬂ:':)er:)e/rlc(lsgtl::\llzsrntge
address Suffc Type, Generation, Suffix,
Use the Address Tie: ] Store/Branch. etc.).
Type field to identify * Address Type: ]
the address as a 4 Location: () International * City- |sandy Ridge
home, business, or @ United States " State: [Pennsylvania v |
mailing address. You W * Zip Code: [16677
must also enter a * County: [Centre v
street Address, City, Comments:
State, County, and * City [Sandy Ridge
Z|p Code. * State: | Pennsylvania ~
* Zip Code: ‘K y
If the petitioner’s C* Couniyf e - Address Unknovn: [
address is unknown, omments: BNl ]
select the Address
Unknown checkbox
only. 2
Address Unknown: [ .- 14C||Ck CREATE
Date of Birth:

Guardianship Tracking System



How +o Create a Case

15.1dentify IP
relationship
In the Add
Guardianship Case
screen, click on the
Relationship to IP
dropdown and select
the best option as it
relates to the
petitioner.

17.Begin the
process of
adding the
alleged
incapacitated
person (IP)
Click the (Add
Participant) icon
above the Alleged
Incapacitated Person
grid.

19.Enter the

alleged IP’s

name and

identifiers
Enter the IP’s Last
Name, First Name
and, if available, their
SSN and Date of
Birth.

Add Guardianship Case

* Case File No: |OC—1102—2022 |
* Filing Type: | Petition for Adjudication of Incapacity V| (2]
* Filing Date:
Filing Time:

Judicial Authority: | Gillette-Walker, Kelley v|

Filer(s)

Relationship To IP ‘

reive ] [1]

Name ‘

Cameron Boggs

Alleged Incapacitated Person é

IFP Status ‘

Name |

‘ Mo resulis found ‘

Requested

Domain * Guardianship ‘ * Relief Type ‘

person 0
Estate O
X
Add/Edit Case Participant
Search B‘S’3|Person [ le e ———————————————

Last Name: |Wil‘l | (One or more of these fields is required)

First Name: |Ethe| |

® ss [

Birth Date: |12/07/1937 &
Death Date: | mm/dd/yyyy £

Guardians Only: (] (One or more of these fields is required)

| '9 (Cne or more of these fields is required)

16.Add other
petitioners
Repeat Steps 7-15 for
any other petitioners
that need to be added.

18.Select a

participant type
In the Add/Edit Case
Participant popup,
verify the Search By
field defaults to
‘Person’.

20.Click SEARCH

Guardianship Tracking System



How +o Create a Case

21.Create a new
participant or
choose an
existing record
If the search returns
no results or the IP
cannot be
conclusively identified
from the results you
receive, click the Add
Participant icon, and
continue to Step 22.

If the correct IP
returns in your
results, which is only
likely with case
transfers, click the
radio button that
appears to the left of
their name, click
SELECT, and
proceed to Step 24.

23.Click CREATE

Add/Edit Case Participant

Search By: | Person

Last Name: |Witl

First Name: |E1he| |
SSNi [

Bith Date:

Death Date:

Guardians Only: [C] (One or more of these fields is required)

hd | 9 (One or more of these fields is required)

| (One or more of these fields is required)

| '9 (One or more of these fields is required)

‘Nﬂme ‘Type |Address ‘k:lentiliers‘ Date of Birth | Date of Death | Active Cﬂses‘ Alerts‘

X

| Mo results found

Add/Edit Case Participant

" Type: | Person v|
Name Type: | v|
Prefix: | v|

First Name: |Elhel |
Middle Name: | |

* Last Name: |Witt |

Generation: | v|
Suffix: | v|

Title: | v|

* Address Type: | Home v|

Location: () International
@ United States
502 Wilson Ave.

* Address:

|
|
|
* City: |sandy Ridge |
|
|
|

* State: |Pennsyl\rania v
* Zip Code: [16677
* County: [ Centre hd
Comments:

Address Unknown: ]

Date of Birth: [12/07/1937 &

SSN- [ -

o[ Grese

X

22.Enter the IP’s
name and
address
information
Use Steps 12-13 as a
guide to enter the IP’s
First Name, Last
Name, Address, Date
of Birth and, if
available, social
security number.

Tip The Address Type
field contains unique
options specific to IPs
(ex. Nursing Home
Facility, ‘Relative’s
Home’, ‘Assisted Living
Facility’, etc.).

Guardianship Tracking System



How +o Create a Case

24.(Optional)
Enter the IP’s
IFP status
In the Add
Guardianship Case
screen, click the IFP
Status dropdown and
specify if a petition
has been filed,
granted, or denied
regarding the IP’s IFP
(In Forma Pauperis)
status.

If this does not apply
to the IP, continue to
Step 25.

26.Add the
proposed
guardian(s)
If the petitioner is also
the requested
guardian, click the
(Copy Petitioners)
icon above the
Proposed Guardian(s)
grid. If no other
guardians need to be
added, proceed to
Step 35.

If the requested
guardian is not the
petitioner, or co-
guardians need to be
added, click the (Add
Proposed Guardian)
icon and continue to
Step 28.

Add Guardianship Case

* Case File No: |o(:.11[]2.2[]22

* Filing Type: | Petition for Adjudication of In

apacity v | (7]

* Filing Date: |11/18/2022
Filing Time: |08:24:40 AM @

Judicial Authority [ Gillette-Walker, Kelley

‘ Relations

Cameron Boggs

Relative

Alleged Incapacitated Person

Name

Ethel Witt

Requested l

Domain

Person
Estate

Proposed Guardian(s)

Identifiers

Name

Cameron Boggs Guardian Mumber: 1200302

25.Identify the
requested
guardianship
domain
In the Add
Guardianship Case
screen, select the
Guardianship
checkbox for the
Person and/or Estate
domain as it applies to
the scope of
guardianship.

27.1dentify the relief
type(s)
For one or both of the
domains selected in
Step 25, click the
corresponding Relief
Type dropdown and
select the ‘Limited’ or
‘Plenary’ option to
identify the type of
relief being requested,
and continue to Step
26.

Guardianship Tracking System



How +o Create a Case

28.Select a

participant type
In the Add/Edit Case
Participant popup
screen, click on the
Search By dropdown
and select the
appropriate option for
this petition.

-0

30.Click SEARCH —¢

Search by Person

X

Add/Edit Case Participant

Search By: [ Person

)
hdl| e (One or more of these fields is required)

Last Name: ‘Shet‘idan [ (One or more of these fields is required)

First Name \bhil \

SN - - [ @ (One or more of these fields is required)

Birth Date \'mmlddfy»yy»y =)

Death Date: ‘@
Guardians Only
Guardian Number: | |®

V@

One or more o required)

Works in County: ‘
Professional Guardians Only: (] @
Attorneys Only: ]

Search by Organization

X
. Search By: | Oroanization ~ | (2] (One or mare of these fields is required)
Qrganization Name: |Guardian Angels | (One or more of these fields is required)
EIN: |_- | (Cne or more of these fields is required)
Guardians Only: (One or mare of these fields is required)
Guardian Mumber: | | (7]

Works in County: |
Professional Guardians Only: 7]

~|@

Birth Date: |mm/dd/yyyy £
Death Date: | mm/dd/yyyy O

Guardians Only: (One or more o required)
Guardian Number: | | (2]
Works in County: | v| (2]
Hrofessional Guardians Only: ] @
Attomeys Only: [

‘ Identifiers ‘ Date a ‘ Date u‘ Activ.‘ Alerts

‘ Name | Type ‘ Address

Phill 5035 Ritter Road Guardian Number:
@ " Guardian Gettysburg, PA 17325 : 1 0
Sheridan 308
{Home)
@ GSclect

29.Enter the
requested
guardian’s name
and any
available
identifiers
Based on whether you
selected ‘Person’ or
‘Organization’, enter
the participant’s Last
Name and First Name
or Organization Name
and/or EIN.

Tip If known, using the
Guardian Number is the
quickest way to find a
guardian record.

31.Create a new

participant or

choose an

existing record
If the correct
participant returns in
your results, click the
radio button that
appears to the left of
their name, click
SELECT, and proceed
to Step 34.

If the search returns no
results or the
participant cannot be
conclusively identified
from the results you
receive, click the Add
Participant icon, and
continue to Step 32.

Guardianship Tracking System



How to Create a Case

32.Enter the
requested
guardian’s
information
In the Add Case
Participant popup,
use Steps 12-14 as a
guide to enter the
guardian’s name,
address and, if
available, date of
birth, social security
number, or EIN.

34.(Optional) Add
other proposed
guardians

If there are additional

proposed guardians,

repeat Steps 26-33 as

needed.

)|

Add a Person

Add an Organization

Add/Edit Case Participant

Add/Edit Case Participant

Name Type: w * Organization Name: |Whitﬁeld Guardians
Prefix: v Store/Branch:
First Name: [phil Location: :
Middle Name: ‘: * Address Type:
* Last Name: W Location: () International

Generation: v

Suffix:

* Address Type:
Location: () Intemnational
(@ United States

* Address: \m

I

|

* State: @

* Zip Code: ‘K

* County: | Cumberland

Comments:

Address Unknown: [

Date of Birth: |mm/dd/yyyy 3

(@ United States

“ Address: [3801 Main St.

|

“ City: |Sandy Ridge
" State’ [Pennsyhvania |
© Zip Code: 16677
* County: lCenlre—v

Comments:

Address Unknown: [
EIN:

1

¢- 33.Click CREATE

35.Is the guardian
an organization?
If the guardian is an
organization, and you
know the principal and
responsible agent,

continue to Step 36.

If the guardian is not
an organization, or it is
an organization, but
you do not have the
principal and
responsible agent
information, proceed to
Step 42.

Guardianship Tracking System



How +o Create a Case

36.Add the
principal(s)
In the Add
Guardianship Case
screen, click the (Add
Principal/Responsible
Agent) icon for the
corresponding
organization.

38.Search for the
principal

Use Steps 28-33 as a
guide to determine if
a participant record
exists.

If the correct
participant returns in
your results, click the
radio button that
appears to the left of
their name and
proceed to Step 41.

If the search returns
no results, or the
individual cannot be
conclusively identified
from the results you
receive, click the Add
Participant icon and
continue to Step 39.

Proposed Guardian(s)

Name ‘ Identifiers
. EIN: 111111111
Guardian Angels Guardian Number: 209

Cameron Boggs Guardian Number: 1200302

Wy, T
|
/E“
-
-

Ac d/Edit Case Participant

Agency Personnel{s)

i

Name Identifiers Assigned Role

v|&

Guardian, Alex Guardian Number: 1200203 | Principal

X

Add/Edit Case Participant

Search By: | Person

hd | 9 (Ome or more of these fields is required)

Last Name: |Boggs | (One or more of these fields is required)

First Name: |Camer0n |

SSN: [
Birth Date: |mm/dd/yyyy &
Death Date: |mm/dd/yyyy O

Guardians Only: (One or more o required)
Guardian Number: | | (7]
Works in County: | v| (2]
Hrofessional Guardians Only: ] @
Attorneys Only: [

| 9 (Cne or more of these fields is required)

‘Name |Type ‘Address ‘Identiﬁers ‘Dateo‘nateu‘.l\ctiv.‘ Alerts
5035 Ritter Road
® i Guardian Number:
@ TP o ardian Geftysburg, PA 17325 o Lardian Number y 0
Sheridan 308
(Home)
o[Ssict

37.Select the
principal(s)
If a principal(s) is
associated to the
selected organization,
their name(s) appears
automatically. Click the
checkbox for each
individual that is
identified as a principal
on the petition and
click the SELECT
button. Proceed to
Step 41.

If the appropriate
principal does not
display, then they must
be associated to the
organization. Click the
(Add Personnel) icon
and continue to Step
38.

Guardianship Tracking System



How to Create a Case

39.Create a new
principal
participant

Use Steps 32-33 as a

guide to create the

new participant record

and add them to the

case.

41.Verify or add
the responsible
agent(s)

Use Steps 37-40 as a

guide to associate the

responsible agent(s) _+ Sheridan, Phillip

to the case.

X
" Type: | Person v|
" Name Type: | v |
Prefix: | v|
First Name: |Phil |

Middle Name: | |

* Last Name: |Sheridan |

Generation: | v
Suffix: | v|

Title: | v|

* Address Type: [ Home v |

Location: () International

(@ United States
5095 Ritter Road

* Address:

|
|
|
* City: |Mechanicsburg |
|
|
|

" State: | Pennsylvania hd
* Zip Code: |1m55
* County: | Cumberland v
Comments:

Address Unknown: [

Date of Birth: |mm/dd/yyyy

SN[ - -

Agency Personnel Role: | v|

X

Add/Edit Case Participant

Agency Personnel(s)

Assigned Role ‘

v|a

L4 ‘ MName ‘ ldentifiers

Guardian, Alex Guardian Number: 1200203 |F'rincipal

v|&

Guardian Mumber: 308 | Responsible Agent

Selact

40.(Optional) Add
other
principal(s)

Use Steps 37-39 as a

guide to add additional

principals.

Guardianship Tracking System



How +o Create a Case

42.ldentify

domain sdfo r —

g Loa_F:g Isaen (S) Domain * Guardianship |* Relief Type ‘
In the Add Ferson
Guardianship Case Estate
screen, click the
Pers on DO m ai n Proposed Guardian(s) l l 0
and/or Estate Name Identifiers

Domain checkboxes,
as they apply, for the

Cameron Boggs Guardian Number: 1200302

proposed guardian(s). 43.(Optional) Begin
Document(s) the process of
Document uploading the
torfteche petition
Click the CHOOSE
FILE button.

TP it you are not
uploading an electronic

@ open » version of the petition to
44.Upload t.he . .o W TS M . GTS, proceed to Step 45.
elect_ronlc Organize »  New folder =~ m @
verg!on Of the " Name - Date modified Type Sigf
petltl 0 n ;Q:i:::;ess o =L Petition for Adjudication of Incapacity 5/10/2018 11:12 ... Adobe Acrobat D...
In the popup screen & Downloads
that appears, locate & Documents
the electronic version = Pietures
of the petition on your e
computer or office Creste s Cose
shared drive. Select FN Videos
the file and click the QRGs
OPEN button. recrnal
Tip On|y electronic File name: |Petition for Adjudication of Incapacity v| All Fileg (%) v
documents saved as a Cancel
PDF can be uploaded to

GTS. Documents
created in Microsoft
Word or Excel can be
saved as a PDF using
built-in tools. Other PDF
making tools are
available on the internet

Proposed Guardian(s)

Name Identifiers

Cameron Boggs Guardian Mumber: 1200302

45.Save your
changes and
create the case

In the Add

Guardianship Case

screen, click the OK
® button.

Document(s)

Document ‘ File ‘

Choose File | No file chosen

END Guardianship Tracking System



