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Using Reports

Reports give you your account's data whenever you need it, updated in real time. Run a report by
case number or date range to monitor your work and reconcile case fees, then save itin a
common format such as Excel or PDF to share it across your firm.

Start here What you will need
v Administrator access on your Direct Legal

SO e e SERIL - account. Only administrators can see Reports.
v The case number exactly as the court shows it,

Or go to directlegal.legalconnect.com and log in with
your email address and password. Use a current version for the Case Fee Report

of Chrome, Edge, Firefox or Safari.

G Open Reports

Click Reports in the left menu (1). The Reports page shows a button for each report you can run (2).

Click a button to open the report.

O directlegal.legalconnect.com
Support: (213) 483-4900 or support@directlegal.com

° New Order v e
@ Manage Cases Order Fee Details Report EFiling Completion Report Case Fee Report

Pending Orders
EFiling Rejection Report der Fees Report Invoice Payment Report

Closed Orders

Al  Reports

S5 order Summary Report
J

v

You can also point to Reports in the blue bar to see the list of reports across the page, and click one.

Order Fee Details Report EFiling Completion Report Case Fee Report EFiling Rejection Report Order Fees Report Invoice Payment Report Order Summary Report ]
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Run a report for a date range

° Enter the dates

This example uses the Order Fees Report, which shows the orders and fees on your account for
orders closed during a date range. The fields you fill in depend on the report.

Enter the Start Date (1) and End Date (2) of the period you want. Your account number is filled in for
you. Then click View Report at the right end of the bar. The report opens on the same page.

O directlegal.legalconnect.com

Order Fees Report

View orders and fees for your customer account through this service for orders closed during a specific date range.

DmDale 09/01/2026 End Date 10/16/2026 e

14 ¢ h of1 > > O @ 100% v o = Find | Next
|Direct Legal Support Order Fees Report for Account# 10254 - 09/01/2026 to 10/16/2026
Order Order Type Order Date Date Order Billing Code Court Name Court Address Case Number Case Name
Number losed
15790412 Service of 9/14/2026 9/30/2026 RLG-2041 SUPERIOR COURT OF 111 N Hill St. 265TSC01234 Ana Rivera v. Da
Pracess CALIFORNIA, COUNTY OF LOS
ANGELES
15801125 Court eFiling 9/15/2026 9/16/2026 RLG-2041 SUPERIOR COURT OF 111 N Hill 5t. 265TSC01234 Ana Rivera v. Da
CALIFORNIA, COUNTY OF LOS
ANGELES

The report lists each order with its order type, dates, billing code, court, case, lead document and
invoice, then the service fees, court fees advanced, EFM fee, payment fees and total for each order,
with totals at the bottom.

O directlegal.legalconnect.com

View Report
Lead Document Invoice Invoice Service Court Fees EFM Fee Payment Total
Number Date Fees Advanced Fees
Summons and Complaint 15790412 9/30/2026 $110.00 $0.00 $0.00 $0.00 $110.00
Proof of Service of Summons 15801125 9/16/2026 $49.95 $0.00 $3.50 50.00 $53.45
Total: $159.95 $0.00 $3.50 $0.00 $163.45

Date format: Enter dates as month/day/year. For January 1to February 1, 2026, enter 1/1/26 and
2/1/26.
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Run a report for a case

e Enter the case number

The Case Fee Report shows the service fees, court fees and EFM fees charged to your account for
the orders in one case. Enter the Case Number (1) and click View Report (2). The report shows the
total case fees, then the fees for each order.

O directlegal.legalconnect.com

u‘ Case Number | COC123123 | Q View Report
|

[e—

4 <o of1 > > O G) 100% v & = Find | Next

Company Name Case Fees Report for Account# 233252

Case Number:

Case Name:

Total Case Fees

Order Order |Invoice Invoice | Service | Court Fees | EFMFees | Payment| Total
Number Date (Number Date Fees Advanced Fees
2089177-01 412412023 2089177-01 41252023

2089177-02 | 4/24/2023 208917702  4/25/2023

2123318 8/24/2023 2123318 11912024
2140356-01 10/24/12023 2140356-01 10/24/2023

2/14/2024 2:47:19 PM

Use the exact case humber: The case number must match the court's case number exactly,
including capital letters and hyphens.

Work with your report

° Use the toolbar above your report

< < of1 > M eo @

Button What it does

1 Pages Move between pages. The next arrow is active when there are 50 or more records.

© 0. 0.0

100% v Eil[R® = Find | Next

2 Refresh Reload the report with the latest data.

3 Zoom View the report larger or smaller.

4 Save Download it in Word, Excel, PowerPoint, PDF, CSV, XML or Data Feed format.
5 Print Print the report.

6 Find Search the report. Click Next to go to the next match.
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Questions and answers

Which reports can I run?

The Order Fee Details Report, eFiling Completion Report, Case Fee Report, eFiling Rejection Report,
Order Fees Report, Invoice Payment Report and Order Summary Report.

Can every user on our account see reports?

No. Only administrators can view reports.

How current is the data?

Report data is updated in real time.

Can reports be customized?

No. The reports can't be customized at this time.

Can a report be scheduled or emailed to me?

Not at this time. Run the report when you need it, then save it and attach the file to an email.

Can I use report data in other software?

Yes. Save the report in the format your software reads, such as Excel, CSV or XML, and import it there.

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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