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Managing Cases and Documents

Manage Cases keeps every case you have with us in one place. Find a case, see its orders,
download conformed copies and proofs of service, and start a new order on the case without

typing the case details again.

Start here

LOGIN TO THE PORTAL -

Or go to directlegal.legalconnect.com and log in with
your email address and password. Use a current version
of Chrome, Edge, Firefox or Safari.

G Click Manage Cases

What you will need

v Your email address and password

v The case name or case number you are looking
for

Log in to your account. On your dashboard, click Manage Cases.

O directlegal.legalconnect.com

Place an Order
_|_

Place an electronic or physical order.

Closed Orders

View completed orders and associated
documents such as Conformed Copies and
Proofs of Service.

Manage Cases (10)
View, print and download case details,
associated orders and documents.

Reports

View and download reports.

Pending Orders (2)
View status updates on your orders currently in
progress.

Looking for an order: Pending Orders shows status updates on your pending orders. Closed Orders
lists completed orders and their documents, such as conformed copies and proofs of service.
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a Find your case

The list shows the cases with activity between the Activity From and To dates, the last 90 days
unless you change them (1). To find a case, type the case name or case number in the Case Name
or Case Number box under Case and press Enter (2). You can also narrow the list by County,
Jurisdiction or Last Activity.

O directlegal.legalconnect.com

Activity dﬂ7/19/2026n10/17/2026l Search '

Cases (9)
Last
Case ~ | County ¢| Jurisdiction < o ¢| Action
Activity
Case Name or Case Number ] e\miy | { Jurisdiction ] \ o

e Place an order or open the case

When your case appears, click Place Order to start a new order on this case without entering the
case information again. To see the case’s orders and documents, click the @ icon next to the case
name.

O directlegal.legalconnect.com

Cases (1) ety Fom: o e

) ‘ Last

Case = | County ¢ | Jurisdiction > ‘ Activity ¢| Action
[26STSC€]1234‘ J County | [ Jurisdiction ‘ '_/_/_
Ana Rivera v. Daniel Brooks Place
265TSC01234 Los Angeles Stanley Mosk Central Courthouse 09/14/2026 brdel
Show iRl entries  Showing 1 to 1 of 1 entries First  Previous 1  Next Last '

Managing Cases and Documents - Direct Legal Support, Inc. - (800) 675-5376 - info@directlegal.com Page 2 of 6



DIRECT® CLIENT PORTAL GUIDE (800) 675-5376

LEGAL SUPPORT directlegal.com

Inside a case

° See the orders in the case

The Orders tab lists every pending and closed order in the case, with the order type, the court or
party, the status, the order, executed and closed dates, the client and billing code, and a link to the
invoice. Filter the list by Court/Party or Status, or click View under Invoice to see the invoice. Click
the @ icon next to an order to see its details.

O directlegal.legalconnect.com

A Place
Order
Ord Ord E ted Closed Billi
Order # o Court/Party Status ks SR e Client Hlteiy Invoice
Type Date Date Date Code
‘ ‘ Court/Part All Statuses ¥ ‘ ‘ ‘
| Pn ' | sep14,  sep28 " An
9 | 15790412 |~ °°°*® | Daniel Brooks Closed shi it b N/A View ‘
2026 2026 Rivera
Show [luedll entries  Showing 1 to 1 of 1 entries First  Previous 1 Next Last '
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Check an order’s status

The order opens with Status, Documents and Summary tabs (1). The Status tab shows the order
details, the fee summary and each status update with its date and time. Click View Invoice, Print or
Share to see, print or send the order (2).
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[ Status Documents Summary o ,{", Contact Us
Order #: 15790412 Case Name: Ana Rivera v. Daniel Brooks e View Invoice Print Share
Status: Closed Client: Ana Rivera
Ordered By:  Jonathan Nill Billing Code: N/A

Ordered Type: Process Serving

Fee Summary:

Description Amount Total

Declaration of Mailing (Re Substitute Service) $15.00

Service of Process, Standard, Urban Area - ‘ $95.00

Payment Processing Fee [ $0.00

Process Serving Total [ [ $110.00
Payment Method:

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

Cantirn Lindatan:
Statue-Uocats

Date Status -

1200 W 7th St, Los Angeles, Ca 90017 (Business)
Sep 30, 2026 06:56 PM | Order Closed-Additional Information.

Sep 30,2026 06:49 PM Complete Billing on 09/30/2026 06:49 PM

1200 W 7th St, Los Angeles, Ca 90017 (Business)
Sub-Served on person in charge at the business
GPS: 34.0505211,-118.2668437

IMG_0412.jpeg

Sep 28, 2026 12:36 PM

Sep 14,2026 10:57 AM Assignment received

Questions about an order: Click Contact Us to email our customer support team about the order's
status, the proof of service or missing documents.
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e View and download documents

The Documents tab lists every document uploaded for the case, with the order number, the party
served and the date it was uploaded. Click View to view, download or print a document, such as a
conformed copy or proof of service.

O directlegal.legalconnect.com

- Place
Order
" | Date . :
Order # >| Serve Party Title *| Uploaded Action
15790412 Daniel Brooks Plaintiff's Claim and Order to go to Small Claims Court (Original) Sep 14, 2026 View
15790412 Daniel Brooks Past Due Invoices (Qriginal) Sep 22,2026 View
15790412 Daniel Brooks | Proofs | Sep 30, 2026 View
Show [Uidl entries  Showing 1 to 1 of 1 entries First Previous 1  Next Last '

a Check or edit the case information

The Case tab shows the case number, case name, jurisdiction, client and billing code (1). Click Edit
Case to change them (2). Under New Order Notifications, check the users who should be notified
about new orders on this case, then click Save (3).

To remove a case from your list, click Hide Case. You can still find it with the search in step 8.

O directlegal.legalconnect.com

- Place
Order

Case #: 26STSC01234 Client: Ana Rivera New Order Notifications
Case Name: Ana Rivera v. Daniel Brooks Billing Code: N/A () Maria Lopez
Jurisdiction: Stanley Mosk Central Courthouse e Jonathan Nill
[[J Kevin Park
Select All Deselect All e
[
e Edit Case Hide Case
Show entries  Showing 1to 1 of 1 entries First Previous 1 Next Last '
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Find older or hidden cases

° Search all of your firm’s cases

The Manage Cases list shows cases with recent activity. To find a case with no recent activity, or
one you hid, use the search bar at the top of every page. It searches your firm's entire database.
Type the case name or number (1), choose Manage Cases in the list at the right of the box (2), and
click the search icon (3). You can search Pending Orders and Closed Orders the same way.

O directlegal.legalconnect.com

ﬁivera oageCases 7 e @ M

| Select...

o RN

Pending Orders
Closed Orders

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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