DIRECT® CLIENT PORTAL GUIDE (800) 675-5376

LEGAL SUPPORT directlegal.com

How to Place a Court Filing Order

Send us documents to file with the court, for a new case or one that is already open. You can also
ask us to deliver a courtesy copy or serve the filed documents in the same order.

Start here What you will need

v Your documents as PDF files, as one file or one
LOGIN TO THE PORTAL - file per document

Or go to directlegal.legalconnect.com and log in with v The county and court where you are filing

your email address and password. Use a current version v The case number, if the case is already open
of Chrome, Edge, Firefox or Safari. New to the portal? v The names of the lead parties
See our Creating a New Account guide.

v Your billing code or client matter number, if your
firm uses one

e Click Place an Order

Log in to your account. On your dashboard, click Place an Order.

O directlegal.legalconnect.com

Manage 10 Pending Orders (2
Place an Order anage Cases (10) g Orders (2)
+ 5 . View, print and download case details, View status updates on your orders currently in
Place an electronic or physical order. ’
associated orders and documents. progress.

Closed Orders

View completed orders and associated

Reports
documents such as Conformed Copies and View and download reports.

Proofs of Service.

a Choose Court Filing

O directlegal.legalconnect.com In What would you like us to do?, select Court
What would you like us to do ? "Court Filing i \J Fi I i ng .
Select...
eFiling
eService
Court Filing

Process Serving
Document Retrieval
Courtesy Copy Delivery
Secretary of State Filing
County Recording

Writ Service

Skip Trace
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Select the county

O directlegal.legalconnect.com In Select County, choose the county where your

documents will be filed. Type the first letters of the
county to jump to it in the list.

Select County: Los Angeles Y \

Kern

Kings

Lake
Lassen

Los Angeles
Madera
Marin
Mariposa
Mendocino

Next

Merced

Choose the filing type

Under Select Filing Type, choose Subsequent Filing if the case already has a case number, or
Case Initiation to open a new case.

Under Serve after filing, choose Yes if you want us to serve the documents once they are filed.
Serving is covered at the end of this guide. Click Next.

O directlegal.legalconnect.com

- N

[Los Angeles v 10O

)

Civil (Non-Complex), Juvenile Dep. or Probate

@® Subsequent Filing O Case Initiation;

Select County:

Select Filing Type: ©

OYes @ Noe

Serve after filing: ©

Filing in Los Angeles County?

Los Angeles County courts REQUIRE electronic filing (eFiling) for
CIVIL LIMITED & UNLIMITED (Non-Complex) CASES.

Los Angeles County courts require electronic filing
(eFiling) for civil limited and unlimited (non-complex)
cases. When you file in Los Angeles County, a box asks
whether you want to place an eFiling order instead.

Do you want to submit an eFiling order or proceed with a Court
Filing Order?

Sor . : 0 Click Continue with an eFile Order (1) to switch to an
ontinue with an eFile Order

o eFiling order, or Continue with Court Filing Order (2) to
go on with this order. See our eFiling guides for new and
existing cases.

Continue with Court Filing Order

For assistance, please call Customer Support at (213) 483-4900
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e Enter the case information

For an existing case, type the Case Number. If the case is already in your account, choose it from
the list and the Jurisdiction and Case Title fill in for you. For a case that is new to your account,

press Enter. Then, in Jurisdiction, type the city where the court is located and choose the court
from the list.

O directlegal.legalconnect.com

Case Number: /24STCV1 8342 - Rivera, Ana v. Brooks, Daniel o
Jurisdiction: Stanley Mosk Central Courthouse - 111 N Hill St., Los Angeles e
Case Title: Rivera, Ana v. Brooks, Daniel

Deliver Courtesy Copy ? (] to Dept/Division (] to Alternate Location

Click Next.

5A ) Add a courtesy copy, if you like

Next to Deliver Courtesy Copy?, check to Dept/Division to have us deliver a courtesy copy to the
department or division, or to Alternate Location to deliver it somewhere else. For an alternate

location, choose the court from the Court Jurisdiction list. A courtesy copy creates an additional
order.

O directlegal.legalconnect.com

Deliver Courtesy Copy ? (] to Dept/Divi:o @ to Alternate Location) (Additional Order will be created)

Select County: Los Angeles

Court Jurisdiction: |Select...

Select...
SUPERIOR COURT OF CALIFORNIA, COUNTY OF LOS ANGELES - LOS ANGELES AIRPORT | Airport...
«Previous || Next SUPERIOR COURT OF CALIFORNIA, COUNTY OF LOS ANGELES - ALHAMBRA | Alhambra Courtho...
SUPERIOR COURT OF CALIFORNIA, COUNTY OF LOS ANGELES | Bellflower Courthouse | 10025 E ...
SUPERIOR COURT OF CALIFORNIA, COUNTY OF LOS ANGELES - BEVERLY HILLS (PHYSICAL ORD...
e Beverly Hills Sheriff's Department | Beverly Hills Sheriff's Department | 9355 Burton Way #101, Be...
SUPERIOR COURT OF CALIFORNIA, COUNTY OF LOS ANGELES - BURBANK | Burbank Courthouse...
SUPERIOR COURT OF CALIFORNIA, COUNTY OF LOS ANGELES | Central Arraignment Court | 429 ...
CENTRAL DISTRICT, LOS ANGELES | Central Bankruptcy Court (Edward R. Roybal Buildin | 255E T...
CENTRAL DISTRICT, SAN FERNANDO VALLEY | Central Bankruptcy Court (San Fernando Valley Di...
SUPERIOR COURT OF CALIFORNIA, COUNTY OF LOS ANGELES - CENTRAL CIVIL WEST | Central ...
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5B | For anew case: choose the jurisdiction

For Case Initiation, the Case Number shows Not Assigned until the court opens the case. In

Jurisdiction, type the city where the court is located, or the court's name, and choose the court
from the list. Click Next.

O directlegal.legalconnect.com

Case Number: Not Assigned o

Jurisdiction: Los Angeles e A\
Airport Couthouse 11701 S La Cienega Blvd., Los Angeles =
Central Arraignment Court 429 Bauchet St, Los Angeles l

«Previous  Next Central Bankruptcy Court (Edward R. Roybal Buildin 255 E Temple St. Roybal

Bldg. #940, Los Angeles
Central Civil West Courthouse (CCW) 600 S. Commonwealth Ave., Los Angeles

Central District Western Division (Edward R. Royba 255 East Temple St., Los
Angeles

Olisia Ol sinsal s o (i Oisioastisal_Lasaito o Osiskai Oa0 LS

T e -V IO O,

e Add the case participants

Add the lead parties, such as the plaintiff and the defendant. You only need the lead parties. Parties
already on the case are listed for you. Click Add Party(s), then choose the role, enter the name, and
say whether the party is your lead client. Click Save.

O directlegal.legalconnect.com

Click to add Party(s) if not listed below: | Add Party(s)

Lead

e_a Name Role

Client

Rivera, Ana Plaintiff g R
O Brooks, Daniel Defendant g R

Show U@ entries  Showing 1 to 2 of 2 entries First Previous 1 Next Last '

Is this your Lead Client? @ Yes ONo

Billing code: When you mark a party as your client, you

Billinga Code: BLETa may be asked for a Billing Code, depending on how
your account is set up. This is your firm's internal
billing or client matter number for the case.

Click Next.
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a Upload your documents

On the Documents tab, choose Upload to send files from your computer, Fax or Mail to send them
to us separately, or Existing Documents to use documents already uploaded on this case.

To upload, start typing the Document Title and choose it from the list. Choose Starts with or
Contains to change how the list is searched. If your title isn't listed, type your own. Then click
Upload from Computer and choose the PDF.

O directlegal.legalconnect.com

[ Order Info Case Info Case Participants Documents Order Details _

0 @® Upload O Fax O Mail O Existing Documents

Type the Document Title using: O Starts with @ Contains  Court defined Document
Titles

Document Title: |Notice of Motion e
Amended Notice of Motion
Court Order (to Judgment Debtor) and Notice of Motion
Notice of Motion

Notice of Motion and Motion for Order to Modify or Terminate Restraining Order /
Injunction

One file or several: You can upload each document as its own file, such as the Notice of Motion,
Memorandum and Declaration, or combine them into one file. Repeat this step until every document
is attached.

7A ) Orupload from Clio or NetDocuments

If your firm keeps its files in Clio or NetDocuments, you

Upload from Computer| ~ can attach the document from there instead of from your
computer. Click the arrow next to Upload from Computer
O clio and choose Clio or NetDocuments. Sign in if asked, then
nc NetDocuments . .
= pick the file.

For the full steps, see Using_Clio with Direct Legal Support or
Using_ NetDocuments with Direct Legal Support.
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° Choose how court fees are paid

Below your documents, under Court fees, choose Direct Legal Support is authorized to advance
Court Fees, or Fees not required / do not pay Court Fees. If you chose Fax or Mail, also choose the
total number of pages. Click Next.

O directlegal.legalconnect.com

Court fees: O Direct Legal Support is authorized to advance Court Fees.

®

Fees not required / do not pay Court Fees (your filing will be rejected if a Court Fee is
required).

Feesrequired? If the court charges a fee and you choose not to have it advanced, the court will
reject the filing.

° Choose when itis filed and add instructions

On the Order Details tab, choose a service level under When would you like this filed? The price
of each level is shown next to it. If your firm tracks orders by its own number, enter it in Internal
Reference Number. It is optional.

The Fee Summary shows the filing service fee, any Payment Processing Fee and the order total.
Add any Special Instructions for the court clerk, check Notifications (click + to add someone) and
the Payment Method. When you are ready, click Submit.

O directlegal.legalconnect.com
When would you like this filed?
) File by Today 3:15 PM for $150.00 (On Demand)*
O File by Today 4:30 PM for $125.00 (Urgent) *
® File by Tomorrow 4:30 PM for $95.00 (Priority) *

9 Internal Reference Number (Optional): ‘RLG—‘IO47

*Prices listed and service times displayed are only an estimate based on the information provided.
If you need your order processed sooner than the times listed above, please call us at (800) 675-5376.

Fee Summary:
q
Description Amount Total
Court Filing Service, Priority (1-50
B pages), Urban Court $95.00
Payment Processing Fee $0.00
Court Filing Total $95.00

Special Instructions:

/]

a Notifications: Jonathan Nill &

Payment Method:

Credit Terms: Your account will be billed for this
order

a B Richards Law Group#10254
B

Prices and times: The prices and filing times shown are estimates based on the information you
entered.
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Q Get your confirmation

A confirmation appears with your order number. Click Print Confirmation(s) to print the order

confirmation or routing pages.

O directlegal.legalconnect.com

Thank you for your order(s)

Your oeder nambss{a) 1042687-01, 1042687.02. 104260703

Serve the documents after filing

A ) Add the service address

O directlegal.legalconnect.com

Click on Party Name below to add Serve Info if required

Daniel Brooks - Individual (Address required)

Qter Business Name or Address* Type
0 6 E AlImanac Dr, West Covina, CA, USA # Residential Qe

Time Zone: Select... v

Hearing Date/Time: Dept/Div: |
Advance Witness Fees: OYes @No

Proof: JFile (JNotarize

Special Instructions: Please include any phone numbers and/or descriptions.

» Pacific Auto Group, Inc. - Corporation (Address required)

After you order
v Follow your filing under Pending Orders on your
dashboard

w Find conformed copies under Closed Orders
once the filing is complete
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If you chose to serve the documents after filing, the
Serve Info tab opens. Click a party's name to open
the address fields.

In Enter Business Name or Address, start typing
the address where the party should be served and
choose it from the list (1). The address Type is filled
in for you. Click the green + button to add it (2). Fill
in the other fields, such as the hearing date and
special instructions, if they apply. Repeat for each
party you need served.

Good to know

Filing electronically? Choose eFiling instead of Court
Filing in step 2. See our eFiling guides for new and
existing cases.

Need it sooner than the times shown? Call us at (800)

675-5376 before you place the order.
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Questions? We’re here to help.

Call our Litigation Division Monday to Friday, 8:30 a.m. to 5:00 p.m. Pacific, (800) 675'5376
or email info@directlegal.com. Ready to order? Log in to the portal.
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