
How to Place a County 
E-Recording Order 

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

Once you are logged into the customer portal, click on ”Place an Order.” 1 
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3 Choose the County of where you want your document to be recorded and then click next. 
Note: If the recording is outside of California, please select any county and specify 
the state where the document will be recorded in the Special Instructions section.

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

In order to avoid submission errors, we require that the documents be uploaded, so that we can compare them 
with the originals received in the mail, and so that nothing is submitted out of order. We will only submit original 
documents scanned and uploaded by our personnel. 
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4 Click on the "Check Box" indicating you do not have a case number and Click "Next". 

5 Click on "Person or Organization", enter the name of who you are recording for and your file # if applicable and Click "Next". 

6 Type in the Name of the Document you would like to Record. Then, Upload your Document from your computer 
or Case Management Software. Please ensure that each supporting document is uploaded as a separate file.

 Once your document is uploaded, indicate you authorize Direct Legal to advance your recording fees and Click 
"Next". 

Common supporting documents include:
 - Preliminary Change of Ownership Report (PCOR)
 - Documentary Transfer Tax Affidavit (DTT)
 - Change in Ownership Statement (COS)
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 Select Your Service Level 

Add any Special Instructions you would like. Choose the contacts you would like to receive 
updates on your order and click "Submit" 
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