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How to Place a Process Serving Order for
Multiple Entities

Serve documents on two or more people or businesses in one order. You list the parties and the
case details, then add documents and a service address for each party.

Start here What you will need

v The name of each person or business to be
LOGIN TO THE PORTAL - ]

v The address where each one should be served

Or go to directlegal.legalconnect.com and log in with

your email address and password. Use a current version v The case number and court, if you have them
See our Creating a New Account guide. document

v Your billing code, 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

Place an Order
[

Manage Cases (10) Pending Orders (2)
‘ View, print and download case details, View status updates on your orders currently in

Place an electronic or physical order.
phy: 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.

e Choose Process Serving

O directlegal.legalconnect.com In What would you like us to do?, select Process
What would you like us to do ? [Process Serving ¥ ‘ Ser\" 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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e Enter the parties to be served

In Select number of Party(s) to Serve, choose how many people or businesses you need served.
For more than 15, place more than one order.

For each party, type the name under Party(s) To Serve, choose their Capacity, such as Individual or
Corporation, and enter the Registered Agent if you know it. Check Is Entity? for a business or other
entity.

O directlegal.legalconnect.com

Select number of Party(s) to Serve: ;2 v \ o
(for more than 15 Party(s), please place multiple orders)

[ Party(s) To Serve* i Registered Agent Is Entity? @
Daniel Brooks Individual v ‘ ad
Pacific Auto Group, Inc. Corporation v Linda Chen ‘

(J Check to serve all parties with the same documents.
(J Check to serve all parties at the same address.
O

Check to advance witness fees to all parties.

[J Check to serve all parties with the same documents. Save time: If every party will be served with the
(J Check to serve all parties at the same address. same documents, or at the same address, check the
() Check to advance witness fees to all parties. matching box. With the same documents, you add

them once instead of for each party. You can also
choose to advance witness fees for all parties.

Click Next.
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° Enter the case information

On the Case Info tab, 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.

Choose the Attorney of Record. The firm details for that attorney appear next to the name. Click

Next.
O directlegal.legalconnect.com
Case Number: 24STCV18342 q
Jurisdiction: Stanley Mosk Central Courthouse - 111 N Hill St., Los Angeles A
Case Title: Rivera, Ana v. Brooks, Daniel

Proof of Service Information

Attorney of
Record:

e irm Name: Richards Law Group

350 S Grand Ave, Suite
1200

‘/Jonathan Nill

Address:

City/State/Zip: Los Angeles CA 90071
Phone: (213) 555-0147

() Check here to override name on Proof
of Service

4A ) No case number, or a different name on the proof

If you don't have a case number yet, check Check here if you do not have a Case Number. The
case number shows Not Applicable. Then choose the Attorney of Record.

To show a different name in the header of the proof of service, check Check here to override name
on Proof of Service. The firm name, address and phone fields open so you can change them. Click
Next.

O directlegal.legalconnect.com

Case Number: Not Applicable
Check here if you do not have a Case Nuor.

Proof of Service Information

Att f ( ) Fi : Richards Law G
. orn;yo Jonathan Nill | Firm Name: ichards Law Group
ecord: . 2 i 350 S Grand Ave, Suite
Address: 1200

City/State/Zip: Los Angeles CA 90071
Phone: (213) 555-0147

[[J Check here to override name on Proc
of Service
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e Add the case participants

Add the lead parties in the case, 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 Billing code: When you mark a party as your
Click to add Party(s) if not listed below: [ Add Party(s) client, you may be asked for a Billing Code,
— depending on how your account is set up.
ea
Client i o This is your firm's internal billing or client
/] ivera, inti VR
9 | Rvera pna Painttt matter number for the case.
O Brooks, Daniel Defendant J R
show G entries  Showing 1 to 2 of 2 entries First Previous 1 Next Last '

Click Next.

e Add documents for each party

On the Documents tab, choose Upload to send files from your computer or Fax to fax them to us.
Each party is listed with (Document required). Click a party’'s name to open its document fields.

O directlegal.legalconnect.com

@® Upload O Fao

Click on Party Name below to add Documents if required
Documents for Daniel Brooks - Individual (Document requireo,e

Documents for Pacific Auto Group, Inc. - Corporation (Document required)

If you checked Check to serve all parties with the same documents on the Order Info tab, the
parties are not listed here. You add the documents once for everyone.
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6A ) Addthe documents

Start typing the Document Title and choose it from the list, or type your own title. Choose Starts
with or Contains to change how the list is searched. Then click Upload from Computer and choose
the file. Each document you attach is listed under Title.

O directlegal.legalconnect.com

@ Upload O Fax
Click on Party Name below to add Documents if required
Documents for Daniel Brooks - Individual (Document required)

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

Titles o

Document Title:: Summons and Complaint .

(2)

Upload from Computer ~

» Documents for Pacific Auto Group, Inc. - Corporation (Document required)

One file or several: You can upload each document as its own file, such as the Summons, Complaint
and Civil Case Cover Sheet, or combine them into one file. Repeat until every document is attached.

Faxing your documents: Choose Fax at the top of the tab. For each party, type the title of each
document you will fax and click Accept. Then choose the total number of pages for all documents.
Step 9 explains the fax cover page.

6B ) 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

@ Gl 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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6C ) Repeatfor every party

When a party's documents are added, (Document required) changes to (Document submitted).
Repeat steps 6 and 6A until every party shows Document submitted, then click Next.

O directlegal.legalconnect.com

@® Upload O Fax

Click on Party Name below to add Documents if required

Documents for Daniel Brooks - Individual (Document submitted)
Documents for Pacific Auto Group, Inc. - Corporation (Document submitted)
« Previous | Next Save As Draft

e Add a service address for each party

On the Serve Info tab, each party is listed with (Address required). Click a party’'s name to open the
address fields.

O directlegal.legalconnect.com
Click on Party Name below to add Serve Info if required

Daniel Brooks - Individual (Address required)

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

7A ) Enter the address

In Enter Business Name or Address, start typing the address where the party should be served and
choose it from the list. The address Type, such as Residential or Business, is filled in for you. Then
click the green + button to add the address.

O directlegal.legalconnect.com

Click on Party Name below to add Serve Info if required

Daniel Brooks - Individual (Address required)
ter Business Name or Address* Type
ol() E Almanac Dr, West Covina, CA, USA A Residential ie
ame Zone: Select... v
Hearing Date/Time: Dept/Div:

Advance Witness Fees: OYes @No

Proof: (JFile () Notarize
Special Instructions: Please include any phone numbers and/or descriptions.
4
Pacific Auto Group, Inc. - Corporation (Address required)

Fill in the other fields if they apply:
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« If the documents have a hearing, choose the Time Zone and enter the Hearing Date/Time and

Dept/Div.

e To have us advance witness fees, choose Yes next to Advance Witness Fees.
« To have us file the proof of service or have it notarized, check File or Notarize next to Proof.

Additional fees apply.

« In Special Instructions, tell us anything that will help us serve the party, such as phone numbers

or a description of the person.

7B | Repeatfor every party

O directlegal.legalconnect.com
Click on Party Name below to add Serve Info if required

Daniel Brooks - Individual (Address submitted)

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

«Previous | Next

° Choose when to attempt service

O directlegal.legalconnect.com
When would you like this attempted? (Daniel Brooks - 1716 E Almanac Dr West Covina CA 91791)
©) Attempt by Today 3:00 PM for $225.00 (On Demamo
O Attempt by Today 10:00 PM for $175.00 (Urgent) *
D Attempt by Tomorrow 10:00 PM for $145.00 (Priority) *
® Attempt by Tuesday 10:00 PM for $95.00 (Standard) *

Internal Reference Number (Optional): |RLG-1047

* Prices listed & servi

n 1 attempt will be gua

en required by la
layed DO NOT in
cessed sooner than the times listed above, please call us at (800) 675-5376.
Fee Summary:

‘( Description

Service of Process, Standard, Urban ‘

Al $95.00
Payment Processing Fee
Process Seryina (1) Total

Amount Total

$0.00
$95.00

4
When would you like this attempted? (Pacific Auto Group, Inc. - 4500 Wilshire Blvd Los Angeles‘
CA 90010)

Notifications: Jonathan Nill ©

Order Totals:

==
Process Serving (1)
Process Serving (2)
Grand Total

o

$95.00
$95.00
$190.00

o

Total

Payment Method:

B Richards Law Group#10254
Credit Terms: Your account will be billed for this
order

When an address is added, (Address required)
changes to (Address submitted). Repeat steps 7
and 7A until every party shows Address submitted,
then click Next.

On the Order Details tab, each party has its own
section. Click a party’s heading to open it (4).

Choose a service level under When would you like
this attempted? (1). 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 (2). Itis
optional.

Each party’s Fee Summary (3) shows the service fee,
any Payment Processing Fee and the total for that
party. Once you choose a service level for every
party, Order Totals (5) shows each party’s total and
the Grand Total.

Check Notifications (click + to add someone) and the

Payment Method (6). When you are ready, click
Submit.

Prices and times: The prices and service times shown are estimates for each address attempted,

based on the information you entered.
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e Get your confirmation

A confirmation appears with your order numbers. Click Print Confirmation(s) to print the order
confirmation or routing pages.

directlegal.legalconnect.com

Setvice of Process

Sorva Enhly:

Thank you for your order(s) Robert Monioe - indnidual
RebaTs Poot Oaaning Setvice - Ftitnus
v = A Casa Info:
Your afdar numbar(4). 104273401, 1042734.02 Cave Nurrbar CVSQTS797 12
Jurirdicson: Los Angees CA 111 N Mt S {State
Yol can priet tha Ordar Coafirmation and/or Routing Pages by clicidng the appropeiate Print tuion 'Sduimgsc“ Bbcord Nichod) G5
I you would B hather assistance, ploase contact eur Custorner Suppornt @t (830) 675-5376 Monday - Friday botween the 2
haus of 830z ta 5:00pm PT. CosaParticioonts . . . .. -
Rotarts Posl Cloaning Seowea, Defendsnt
Lacarman Susan | Plasatf (Cllent)Decumant(s):
Frint Confirmation{s) Back 1o Manape Cases Summons
~ Complsint

Civil Case Coves Sheet
Summaas
Sorve Info:

Order Details:
Nowty
"

Faxing your documents: Print the routing page and send it with your documents as the cover page.
The fax number is at the top of the routing page.

After you order Good to know

Follow your orders under Pending Orders on Serving just one party? See our guide How to Place a

your dashboard Process Serving Order for a Single Entity.

Find the proofs of service under Closed Orders Need it sooner than the times shown? Call us at (800)

once service is complete 675-5376.

Questions? We’re here to help.

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

(800) 675-5376
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