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How to Place a Writ Levy Order

Send us your writ and we will open it with the sheriff and serve the levy. This guide walks through
an Open Writ with Sheriff and Serve order, from choosing the writ type to printing the

confirmation for your writ package.

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. New to the portal?
See our Creating a New Account guide.

e Click Place an Order

What you will need

+ The writ and your levy documents as PDF files,
one file per document

v The county and sheriff's office that will open the
writ

v The type of writ and levy

v The names and addresses of the parties to serve

v The case number

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

O directlegal.legalconnect.com

Place an Order A Manage Cases (0)
i : MW View, print and download case detsils, associated orders
Place an electronic or physical erder. gl e

Closed Orders

Vview completed orders and associated documents such as
Conformed Copies and Praofs of Service.
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e== Pending Orders (0)
@mm= View status updates on your pending orders.
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a Choose Writ Service

In What would you like us to do?, select Writ Service.
O directlegal.legalconnect.com

What would you like us to do ? |select...

I Select...
eFiling
aService
Court Filing
Process Serving
Document Retrieval
Courtesy Copy Delivery
Sacretary of State Filing
County Recording
Writ Service
Skip Trace

e Choose the service and the sheriff’s office

Under Service, select Open Writ with Sheriff and Serve (1). Then choose the County (2) and the
sheriff's office in Location (3), and enter the Dept/Div if one applies (4).

O directlegal.legalconnect.com

Service: Q Open Writ with Sheriff and Serve (_» Deliver Writ 1o Sheriff Only
() Open Writ with Sheriff, Record and Serve (7 Serye Writ Only
County: ows Angeles | Locatio® " 110 N. Grand Ave. #525,Los An.. ~
Dept/Div: epartment/division... |
Writ Type: @ Attachment ) Earnings Withholding Order O Execution

Bank Attachment

Other writ services: The same screen also offers Open Writ with Sheriff, Record and Serve, Deliver
Writ to Sheriff Only and Serve Writ Only.
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° Choose the writ type

Under Writ Type, choose Attachment, Earnings Withholding Order or Execution. For an
attachment or an execution, also choose the type from the list below it.

O directlegal.legalconnect.com

Order Info Caze Info Case Participants Documents Notice to Other Parties Order Details -

Service: @® Open Wnit with Sheriff and Serve Delver Writ to Sherdf Only

~ Open V/nt vdth Sherift, Record and Sarve Serve Wi Only
County: | LosAngeles B Location: 110 N, Grand Ave. #525, Los An.. -
Dept/Div: A
Virit Type: | ® Attachment Earnings Withmolding Order Execution

Select Attachment Type, -

Sokect Attiachmont Typo
Bank Altachment et Address®

Raal Property lles have been added. Please click the 'Add' button to 2dd a party.

Third Part

Add y

Attachment types: Bank Attachment, Real Property or Third Party.

O directlegal.legalconnect.com

I Order Info Case Info Case Participants Documents Notice to Other Parties Order Detaifs -

Service: @ Open Writ with Sheriff and Serve Deitver Writ to Sheriff Only
Open Writ with Sheriff, Record and Serve Serve Writ Only
County: Les Angeles v Location:| 110 N. Grand Ave. #525, Los An...
Dept/Div: A
Writ Type: [ Attachment Earnings Withholding Order @ Execution

Sedeot Execution Type..

Select Exeqution Type

JIORCE Bank Levy e Address*
Real Property Jes have been added. Please click the Add button to add a party.
Third Party

Wage Garnishments (EV/0)

Execution types: Bank Levy, Real Property, Third Party or Wage
Garnishments (EWO).

O directlegal.legalconnect.com Attaching real property? A note shows that a
e o | Caseto | Casepariepans | vocumes | norcemonrranies _ owroecs ] COUNtY Recording order will also be created, with
Seriee: ® Open Vit wih Shenfand Serve ever Wit o ShartfOnty the county recorder’s address.
Open V/rit with Sheriff, Record and Serve Serve Writ Only
County: Los Angoles . Location: 110N Grand Ave #525, Los An_. = The note On|y appears for an attachment of real
Dept/Div: A
WritType:  ® Attachment Ezmings Withholding Order Execution property'
Real Property . Note: A County Recording order will be created for:
Los Angeles County Recorders, 12400 Imperial Highway,
Norwalk, CA 90650

Party(s) Ta Serve* Role* Address*

parties have been added. Please click the 4dd button to add a party.
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e Add the parties to serve

Under Party(s) To Serve, click Add. Enter the party’s name, choose the Role, enter the Address
and save. Repeat for each party, then click Next.

O directlegal.legalconnect.com

Order Info Case Info Case Participants Documents Notice to Cther Parties Order Dataits _

Service: ® Open Writ with Shedff and Sesve Detiver Writ to Saeritf Only
) Dpen Wit with Sherift, Record and Sérve =) Setve 'Writ Ondy
County: Alameda . Location: 1225 Fallon St #4104, Gakdand, .. =
DeptiDiv: bep tvisir
Virit Type: ) Altachment o Eamings Withheiding Ondes O Bxecution

arty(s) To Serve* e A
Mike Smith Garnishee | 1234 Main St, Los Angeles, CA 90015 | &=
Chase Bank Employer | 4321 E Los Angeles Ave, Simi Valley, CA 93063 | v R

e Enter the case number

On the Case Info tab, enter the Case Number. If the case is already in the portal, the court and case
title fill in. If itisn't, the portal asks you for the case information.

Check the Proof of Service Information, including the Attorney of Record. Click Next.

Case Number: Qm 23456 - test v. test
Jurisdiction: \ Stanley Mosk Central Courthouse - 111 N Hill St., Los Angeles
Case Title: test v. test

Proof of Service Information

Attorney of Recora@.vid Kern v Firm Name: Direct Legal Demo
Address: 901 Corporate Center Dr suite 400
City/State/Zip: Monterey Park CA 91754
Phone: (213) 483-4900

__|Check here to override name on Proof of Service
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a Add the case participants

If the case isn't in the portal yet, click Add Party(s) and add the plaintiff and the defendant. Click

Next.
Click to add Party(s) if not listed below: | Add Party(s)
[ Lead Client Name Role |
test Plaintiff & R
J test Defendant & R
| show R emmies:  Showing 1 to 2 of 2 entries

Billing code: Depending on how your account is set up, a Billing Code may be required: your firm's
internal billing or client matter number for the case. If you don't have one, enter N/A.

° Attach your documents and choose the sheriff fees

On the Documents tab, choose how to send your documents (1):

« Upload them from your computer. Upload each document on its own, for example the writ, a
declaration and an ex parte order.

« Mail them separately. Enter each document’s title and an estimate of the total pages.

» Existing Documents lets you pick documents already uploaded to the case.

To upload, type the Document Title (2). Matching titles appear as you type; pick one or keep your

own. Then click Upload from Computer and attach the file. To attach it from Clio or NetDocuments

instead, see step 8A.

o./ Upload <) Mall > Existng Documents

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

Document Tlllgm-:'f free-form title or choose fram the fist below, then click Attach File. |

Original signed writ? Upload the writ. If you have an original signed writ (a wet writ), also mail it to
Direct Legal Support, 901 Corporate Center Dr., Ste. 400, Monterey Park, CA 91754.

Your documents are listed under Title. Under Sheriff fees, choose whether Direct Legal Support
may advance the sheriff's fees. If you choose not to pay sheriff fees and the sheriff requires one, the
filing is rejected. Click Next.
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[ WITT O Attachment (5 pages)

Sheriff

4 (") Direct Legal Support is authorized to advance Sheriff Fees.
ees:

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

8A ) 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
© 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.

° Add the other parties to notify

On the Notice to Other Parties tab, click Add and enter the name, role and address of each
interested party to notify, such as the judgment debtor. Click Next.

O directlegal.legalconnect.com

[ Order Info Case Info Case Participants Documents Notice to Other Parties Order Details _ l

Samuel Johnson Jdgmen{[)etur

A
111 N Hill St, Los Angeles, CA 80012 IR

Brian Gumble Occupant 225 S Grand Ave, Los Angeles, CA 80012 a4 3 |
Add L
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Choose the service levels

On the Order Details tab, choose when the writ should be opened with the sheriff, and then when
the party should be served. The portal shows the price of each choice.
| Wihen would you fike to apen with Sheriff?
" Dpen by Tomorrow 10:30 AM for $150.00 (On Demand) *
Open by Tomotrow 4:30 PM for $125.00 {Ucgent) *
Dpen by Thursday 4:30 PM for $95.00 (Priceity) *

Internal Reference Numbar (Optianal)

# Paces tuaed and sarace trses dephryvd e ey an mtrrars hased o2 the irdanmenon proethed
¥ yous semd e ceder procazasd socoet than dhe tesex teredd alvive, 2leazs caf 13 2 (03] 455171

Foe Summary:

Payment Processing Fee | | $0.00
Courtesy Copy Delivery Total $0.00

Whon would you like this attampted? (Miko Smith - 1234 Main 5t Los Angoles CA 20015)

Attemnpt by Yomarrow 10:00 PM for $350.00 (Urgent) *
Attemnpt by Monday 10:00 PM for $250.00 (Standard) *

Internad Referénce Number (Oplional).

* The Dz Lap¥ Fee 10 (o, Saces, 060 Choza s Levy wl be bk 09 cas bundad 11t Leder e Wit Seease Ondr Marhay. DHactLapX Coanesy Cogy Dateery Fes i whinsd ivbsss, e e iy syacond by e Syt

¥rrout meed pour tedar proceessd scceer then he Sraes tated abve, mase cal 3 se (7] €75 5371

Foe Summary:

;ﬂv:Plocquxﬂg e | | .0
Wirit Service (1) Total | $0.00

One bundled fee: Our fee to open, serve and close the levy is billed as one bundled rate under the
writ service order number. The delivery fee for taking the packet to the sheriff is waived unless the
sheriff rejects the file.
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Add instructions and submit

Type any Special Instructions for us (1) and choose who gets Notifications about the order (2).
The portal shows your estimated fees under Order Totals. Click Submit.

WANT US TO DRAFT THE LEVY DOCUMENTS? COPY THISINTO SPECIAL INSTRUCTIONS
Please draft all necessary levy documents to open the levy, serve the entity, and file the proof of
service with the sheriff for additional fees.

e

-,

O')ecial Instructions:
” LEASE OPEN WRIT AND SERVE ACCORDINGLY.

Qotincatlons: David Kern ©

Order Totals:
Courtesy Copy Delivery $0.00
Writ Service (1) $0.00
Writ Service (2) $0.00

| Grand Total | $0.00 |

@ Print the confirmation for your writ package

Your order numbers appear. Click Print Confirmation(s). If you are mailing us an original signed
writ, put the order confirmation in the envelope with it.

O directlegal.legalconnect.com

Thank you for your order(s)
Your ozder number(s): 14936820-01, 14936820-02, 14936820-03

You can print the Order Confirmation and/or Routing Pages by clicking the appropriate Print button.
if you would like further assistance, please contact our Custemer Support at (213) 483-4900 Monday - Friday between the hours of 8:30 AM to 5:00 PM Pacific,

Print Confirmation(s) Back to Manage Cases
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D l R E‘ I For questions or support please contact our
customer support at 213-483-4900 or
LEGAL SUPPORT support @directlegal.com

Order Confirmation # 14936820.-01

Piease keep this order confirmation for your records. If sending documents by Fax or Mall, please print the
accompanying Routing Pages and submit with your documents.

Orderinfo: 056/02/2026 4:53PM
Open Writwith Sheriff and Serve

Case Info: Case Number: 8123456
Jurisdiction: Stanley Mosk Sheriff's Department
Case Title: test v, test
Billing Code: test

DeliverTo: Stanley Mosk Sheriff’s Department

110 N, Graad Ave. #525
Los Angales, €A 90012

Documents: Writ of Execution

Example order confirmation.

After you order Good to know
v If you have an original signed writ (a wet writ), Which documents go with each levy? See our Writ Levy
mail it to our Monterey Park office with the order ~ Document Checklist.
confirmation Rates and sheriff rules: see directlegal.com/writ-levies
+ Follow your order under Pending Orders on orcall us at (800) 675-5376.

your dashboard

v Find completed orders and their documents
under 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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