How to Place an eFiling

Order for Initiating Cases

On the provided login page, type in your email, password and click on the "Login” button.

Please note: We recommend using any modern browser for the best experience.

a Once you are logged into the customer portal, click on "Place an Order.”

Place an Order __ Manage Cases

9 In the “What would you like us to do?” field, select “eFiling.”

Whnat would you like us to do 7 Select
Select

eFiling

Court Filing @
Process Serving

Document Retrieval
Cowtesy Copy Delivery

Secretary of State Filing
County Recording
Skip Trace

e Select a county in the “Select County” section and choose “Case Initiation.”

Click on “Next.”

Select County: | Crange | [Z] Federal or Family Law
Select Filing Type: & ) Subsequent Filing @ Case Initiation
Serve after filing: & ' Yes @ No

| Next




How to Place an eFiling

Order for Initiating Cases

B Note for OC eFiling only: If this is the first time you are eFiling with us, you will be required to
click on “Click Here” and verify and/or obtain your Orange County Court Identification number
for eFiling.

When the “Add Attorney/Firm Information” box appears, add the Attorney/Firm Information
and click on “Save.”

A Artorney Finn Information
AttoeneyFirm Court Identification not Tound. Please sdd Atlorey Firm information below
@ Law Fim. ) Sole Practiliongs

Roles* Attianey

Mame: My Lay Firm LLF.
Address: 123 Ay 5L Unit ¥, Sulte 500
CilyiStatedip: Ay Cily |calirie =]
Contactlnfo:  pnyme=  (work [x]Pnone” 5355551212 =

Emzil Address" jpnngymytzeim.com

(Emall addrecs suBmitied will 5 the addrecs used for aSandsa ]

Attarney Bar (d: 123459
|
S

E If you select the option to serve the documents after filing, indicate the number of entities to be
served. Type in their Names, Capacity and Agent of Service (if any). You will have the option
to provide the address on page 5.

Serve after filing: & @ Yes ) No
Salect number of Party(s) to Serva: (2_ U fsor maces then 15 Pariyl), pleass place mulfale ordarz)
Party(s) To Servs" Capacity* Agent For Service
James Smith Individual ~|
Jame's Plumbing Service Ficitious z

¥ Check to sarve all parties at tha same address.
MNext

i

Select the Case Category, Case Type and Court Jurisdiction. Indicate the Remedies Sought, How
many “Causes of Action,” and if this is a Personal Injury Case.

Click on “Next.”

Case Category: | Civil - Unkmited | Jurisdictional Amount:  Over §25,000 |
Casa Type: | Braach of Contract\Varranty |
Court Jurisdiction: | Central Justice Cantar |

Additional Case Information
Remzdies Sought: [# Monstary Remedy |7 Punitive Remady |71 Declaratory or Injunctive Relief
How many "Causes of Action” do you have: 1
Is it a Personal Injury Case? @ Yes & No

w Previous | Next




How to Place an eFiling
Order for Initiating Cases

B If this is an “Unlawful Detainer” case, you will be required to provide the remedies sought,
premises address, and daily rental amount.

Additional Case Information

Remedies Sought: Monetary Remedy Punitive Remedy Declaratory or Injunctive Relief
Premises Address: 123 Any St. Unit # 101A

City: Anywhere State: | California [*] Zip: 91234

How many "Causes of Acticn” do you have: 1 Daily Rental Amount: 200.00

e To add a party, click on the “Add Party” or “Add Attorney” button and provide the information.

Note: If you select “Yes” to indicate that this is your client, a “Billing Code” may be required to proceed. The “Billing
Code” is your firm’s internal, billing, or client matter number code on a particular case.

Click on the “Next.”

Click to add Party(s] and/or Attomey if not listed below: | fidd Party(s) Add Attomey({s)

Lead Client HName Rale
There are no Case Participants entered

Show |50 | = | entrieg Showing 0 to 0 of 0 entries First Previous Next | Last

wProvious || Next Save As Draft |

To upload your documents, type in the name of the Document Title in the field box. You may

search for your Document Title by entering in Keywords. Click on the “Attach File” button and
double click on the document to be uploaded.

Type tha Document Titke using: ' Starts with @ Containg Cout defined Dacument Titles
Document Titke:  Summans {Cage Managament) Anch Flie..,

Proof of Service of 10-dsy Summons & Compiaint - Persanal (Proof af Service - Casa iniating Document|
Freof of Sarvice of 10-dzy Summons & Complaint - Substitue (Procf of Service - Case Initiating Documseeti)
Prosal of Sesvics: of 20 by Summmares & Camplaind - Pursanil (Proof of Service - G Iniliating Docurment) B
‘Proail ol Sewvics: of 30-chay Summane & Camphiint - Subrtlule (Proof af Service - Caxn Inilialing Document)
Proaf of Senice of S-cay Summons & Complaint - Persanal (Proof of Senvce - Casa Inifiating Documsnt) |
wProvious | Nl pot of Servivs of S-sy Summens 4 Complaint - Substitte (Froo! of Service - Case infiating Cocumert) |8
Prosal of Sesvits: of Surniions (Prool of Sarce - Cerse Initsing Dacurmint) |
Proal of Servica: of S & Cormikain
‘Summons (Case Mansgement) |

)

ool Dicrupants (Proal of Sxsvicn - it Iritialing Docurmen)
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Order for Initiating Cases

Each document is required to be uploaded individually. Please repeat the process as many times as
you need until all your documents are uploaded, e.g., Summons, Complaint, Cover Sheet, Proof of

Service, etc.

Checkmark the “Lead Document,” indicate who filed the documents, and on whose behalf.

Click “Next.”

Type tha Document Tils uging © Starts with & Containg
Document Title:

Lot dutingd Document 1itgs

Lead
Des | Doyt -
Il {1 paga) ®
] Comglaint (3 pages) x
]|l Cose Gover Siee! (1 poge) %
Pl By: [ s o, ABoessiors Curpstlon - AR El
Display Parties: @ All " Only Plainfifis ) Only Defendants
Filed on Behalf of: " Fa a5 Wiarts - Defandintt
[ Femandez, Robaria - Defendant
[ Ally Financiat Inc. - Plainiiff

# Previous

"

Save Au Draft

E If the “Filed By Party Contact Info” field box appears, provide your Information.

Click “Save.”

Filed By Party Contact Info

Address: * |

Unit #:
City:

State: * |Califcmia

ElPostal:*

Phone: * | Work El

Email: *

Save

Cancel
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A summary will be generated to provide you the “Estimated Court Fees” based on the type of
document you select under the Fee Name heading. You will also be required to indicate if you will
want us to advance the court fees by clicking on “Yes” or “No.”

Court Fees:
Document Fee Name Parties Fee
Summons 1 $0.00
Complaint ( 194 - Complaint or other 1st paper | 1 $435.00
Civil Case Cover Sheet Select... 1 $0.00

194 - Complaint or other 1st paper.

d Court Fees: $435.00
195 - Answer or other 1st pape
The Court Fee amount may be adjusted up urt Fees displayed
are only an estimate based on the information provided by the filer and the Court's Policy File.

Authorize to pay adjusted court fees: @ Yes = No  Court fees will be paid to the court clerk if required.

« Previous Next Save As Draft

If you've elected to serve the documents after eFiling, the “Serve Info” tab will open. Click on the
entity’s name to open the address field.

Select the Service Level, Address Type and the Address of where you would like us to serve the
documents.

Once the address is provided, click on the E' to load the address.

Click on Party Name below to add Serve Info if required

~ Jimmy Walters - Individual f

Service 4 5
Level* Address Type Address’
[+] Address ciy zp
: Dept/Div:
55 Fees: (" Yes @ No
[ File ] notarize
Special Instructions: Please include any phone numbers andior descriptions. i
v Jimmy's Plumbing Service - Fictitious (Address required)

« Previous Next
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Type in any Special Instructions to the Court Clerk and indicate who needs to be notified regarding
this case.

Click “Next.”

Your document(s) will ba scheduled to be raviewd by the Clark within 24 hours.

Special Instructions to the Court Clerk:

Motifications: Check box of person{s) you would like to notify of status updates.

[¥] Jonathan Nil alcarlo castanar -

Danis Flores [T Pricita Blanca

Bill Davidhaiser [Tl Suresh Pandraly

Foze Tolley [C] Teresa Guardado =
« Previous Submit Save As Draft

An order number will appear to confirm that the order was placed. You may click on the “Print
Confirmation” button to have a record of your order.

“afiling [New Case)
County: Orange
Serve :
iy Wathors - Indivickual
ey’ Phurrbing, Sarvscs - Fichious
Your order number(s): 1042687.01, 104268702, 1042697.03 et
ou can print the Crdsr Confirmation andiar Rouling Pages by clicking the appropriate Print button. %mmm

Jurisdiction Gl Cemph: Conler

Thank you for your order(s)

Case :
Print Conflomation{s] Back 1o Manage Cases. Jahnson, Mary | P01 (Clipn)
pages)
Cavil Gase Cover Sheet (1 page)
Serve info:

Order Details:

otty;
Jonathan Nill
Specal Irsnchons:

‘Special Instuctions:




