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.

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

° Place an Order

BCE an electn

Closed Orders

mplated orders

@ in the “What would you like us to do?” field, select ‘eFiling.”

What would you like us to do 7 Select ..

Selact .

eFiling

Court Filing @
Frocess Serving
Docurnent Retrleval
Courlesy Copy Delivary
Secretary of State Filing

County Recording
Skip Tracs

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

Click on “Next.”

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

)




How to Place an eFiling
Order for Initiating Cases

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.

Order Info Case Info Case Participants i Documents | Court Fees | Serveinfo | Order Details
| |
Case Title: Test
Case Category: Civil - Limited A
Case Type: Antitrust/Trade Regulation x4

Jurisdictional Amount: 31 10 $10,000 -
Court Jurisdiction: Central Justice Center ~
Complex Case? Ci¥es @ Mo (SeeGC-706716(a))

Additional Case Information
Remedies
Sought:

How many "Causes ol Action” do you have: i1

] Monetary Remedy [ Punitive Remedy [ ] Declaratory or Injunctive Relief

Is it a Persanal Injury

iy O Yes @ No

e 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- Unlimitad Jurisdictional Amount: | Over 525 000
Casze Typa: | Breach of ContractWarranty
Court Jurisdiction: | Central Justice Center

. Additional Case Information
Remedies Sought: ¥ Monatary Remedy (7] Punitive Remedy  [7] Dactaratory of Injunctive Relie
How many “Causes of Action” do you have: 1
Iz it a Personal Injury Casa? i Yes @ No

« Previous Hext

)




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

[v] zip: 91234

Daily Rental Amount: 200.00

How many "Causes of Action” do you have: 1

6 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.”

Chick to add Party(s) andlor Attorney if not istad balow: Add Party(e} | | Add Attorney(s)

Lead Chient Name Roie

Theara ara no Case Participants enterad

Show EE entries Showing 0 to 0 of 0 entrizs kst Frevious Next | Last

« Pravious 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.

Typa tha Docament Title using: ' Starts with @ Containg Ciotet gufined Dpcyment Tifles
Document Tith:  Summans (Case Managament) Amnch Flle...

Proaf of Serice of 10-0ay Summens & Complaint - Fersonal (Proof of Seevics - Case Inhating Ooument]

Proot of Sesvicy af 10-Gay Sunumena & Compinint - Sutatitute (Frocd of Jenke - Case itinting Docmenty
Pooal of Sorrices of 20y Siamersenes B Compain - Prrsonal (Prosd af Seevien - S hiating Driciment)
Proal of Sarrice of 10 thry Sameesens & Comploint - Subritin (Procf of Sorver - Co Inififing Documes )
Proal of Seevice of S-gay Summens & Complaint - Persenal (Frood of Senvice- Case Inflisting Documen)

aPravious | XY oot of Sarrice of Sy & Compigint - oot of Senvice - (256 Intating Document)
Picsal uf Sezrivn of B, (Prosd of St Chvmien nititieny Prsisatnordy
Pansal of Saerice of & Cornlart
e =

)

[Paociful Seevien . Gt Irifating Documun)




How to Place an eFiling
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.”

Order Info Case Info Case Participants Documents Court Fees Serve info Order Detalis

1. Select Document Type ® Contains * Starts With
Search for a Document Type or, Pick from list
2. Upload File

#* Upload from Computer | -

Documents To Be Filed

Complaint (Case Initiation) (892274401091892145801399S, rdf) (1 ) Lead t COMPLETE =
Civil Case Cover Sheet (Cover Sheets) (Resol icePDF3.pdf) (1 31 COMPLETE =
FILED ON BEHALF OF * REFERS TO *

Flaintiff: test - | Defendant: test -

FILED BY REPRESENTATION *

| Castanar Law Inc. ~

Lead Document

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.”

[ Order Info Case Info Case Participants Documents | Court Fees } Order Details

Court Fees:

[‘! 68 - Complaint or other 1st paper >510K<=535K - $370.0000 ‘ 5370.00 ‘ ‘

Add Additional Services and Fees

Total Estimated Court Fees: 537000
Please verify all applicable fees are selected. If the correct fees are not listed above, the court may reject the filing.

Authorize Direct Legal Support to pay court fees: @ Yes ) No



How to Place an eFiling

Order for Initiating Cases

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 EI to load the address.

John Smith - Individual

Enter Business Name or Address* Type
734 W Lee Dr, San Bernardino, Ca 92405 # Residential o R
Enter Business Name or Address ‘ ‘ L] |
Time Zone: [Paciﬁc Standard Time -
Hearing Date/Time: [ | Dep‘u‘l.'liv:i
Advance Witness Fees: OvYes @ No
Praof: O File [ Notarize
Special Instructions: Please include any phone numbers and/or descriptions.

A notice will appear informing you of when your order will be dispatched. You may also pick
your service level and type in any Special Instructions and indicate who needs to be notified
regarding this case.

When you are ready to place the order, click on the “Submit” button.

* Your document(s) will be scheduled for Clerk review within 24 hours.

@ eFile by Today 11:45 PM PT for $13.00 (Court eFiling) *
O eFile by Tomorrow 11:45 PM PT for $63.00 (Expert Review) *

* Prices sted ano service imet displayed are-only 2n ectimate basaed on the information provided.
I you re=d your order processed sooner than the times listed sbove, pleass call us &t (800) 366-5445

Fee Summary:
Description Amount Total
| 168 - Complaint or other 15t paper >$10K<=535K | 5370.00
Civil Case Cover Sheet 50.00
Total Estimated Court Fees $370.00
Court eFiling | $13.00
| Payment Processing Fee | $11.49
\[Grderutal i I $394.49 )
+  When would you like this attempted?

Pejment s 4 ‘ No Payment method found £ ‘



How to Place an eFiling

Order for Initiating Cases

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 be scheduled to be reviewd by the Clerk within 24 hours.

Special Instructions to the Court Clerk:

Notificatil Chack box of p (s} you would fike to notify of status updates.
[ Jonathan Nil I ahcarlo castanar l;‘
I™| Daniel Flores [7I Pricilia Blanco
I Bill Davidheiser [T 5uresh Pandrhally
™ Rose Talley [[ITeresa Guardada -
«Provious || 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: Drange
Thank you for your order(s) Sarve Enlity:
e Watars - Individusal
imimey's Plumiing Sendes - FidBous
“Your erdar mumbers): 1042687-07, 1042687-02, 104266703 Caselnf

You can prnt tha Order Cenfirmeation andior Reuting Pages by licking tha appropriate Print button e i s

Type: Consliuctian Defect
Jusiaticion Chil Gomps, Cenfer
[mm‘m‘!.
S — S — Jimrry's Plimbing Sendce, Defandan|
Print Confirmation(s] | Bsck to Manage Cases onsan, Mary , Plaintl (Client)
Slmms(‘?‘m]
Campiain 13 pages)
Clvfl Cice Cover Sheet (1 page)
Serve Info;
Order Detadls:

oy
Jonathan il
Spead Instruction;

e




