Powered by

USERGUIDE How to Place a
Court Filing Order

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.

Once you are logged into the customer portal, click on "Place an Order.”
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In the “What would you like us to do?” field, select “e-Filing.”
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Select the County of where you would like your documents to be filed.
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Select what filing type you would like to do by indicating if it is a Subsequent Filing (there is
already

a case number) or a Case Initiation (a new case; no case number exists.)
Click “Next.”

Select County: Los Angeles
Select Filing Type: &' @ Subsequent Filing © Case Initiation
Serve after filing: & ©Yes @ No

Next

If this is a Subsequent Filing, type in the Case Number and hit “Enter.”
Click “Next.”



Case Number: CV5123456

Jurisdiction: Los Angeles CA, 111 N Hill 5t [State, Superior] =
« Previous Next Save As Draft

)

If this is a Case Initiation Filing, the Case Number will default to “Not Assigned.” Select the
Jurisdiction. (example for Los Angeles Superior-wording may differ per court)
Click on “Next.”

o)
Order Info AL Case Participants Documents Order Details
Case Number: Not Assigned
Jurisdiction: lType city of Jurisdiction "\
« Previous Next Save As Draft

Next, you'll need to enter the case participants such as the Plaintiff and Defendant in the case.
You will only need to add the lead party(s).
Click on the “Add Party(s)” button.

Click to add Party(s) if not listed below: = Add Party(s)

Lead Client Name Role

There are no Case Participants entered

Show |50[ | entries  Showing 0 to 0 of 0 entries

« Previous Next Save As Draft

When the Add Party box appears, provide the name of the party involved, their role, and if they
are your client.



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.

Billing Code ®

Billing Code: I ]

Save Cancel

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.

@ Upload © Fax

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

Document Title: Summons Attach File...

Amended Summons
QOrder to Serve Summeons by Posting
| Summons

fat

Summons and Complaint
ST N Summons on Cross Complaint
Summons on Unlawful Detainer

Summeons-Federal

Summons - Family Law




Each document is recommended 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. (You may also enter your own document title by typing in the
title and hitting “Enter.”) Indicate if you will want to advance the court fees by clicking on “Yes”

or “No.” Click “Next.”

Type the Dacument Title using: © Starts with Contains Court defined Document Titles
Document Title: Enter free-form title or chose from the list below, then click Attach File.

Title

Summons (1 page)
Complaint (3 pages)
Civil Case Cover Sheet (1 page)

Authorize Rapid Legal to pay court fees: Yes @ No  Courtfees will be paid to the court clerk if required.

W

Save As Draft

« Previous Next

Under the Order Details tab Type in any Special Instructions to the Court Clerk (if any) and
indicate who needs to be notified

regarding this case.

Click “Next.”

Order Info Case Info Case Participants Documents Order Details

Special Instructions:

Notifications: Check box of person(s) you would like to notify of status updates.

¥/ Jonathan Nill [ alcarlo castanar
[ Bamney Stinson [ Bhumika Garg )
[ Bill Davidheiser | Dan Kushner

[J Daniel Flores [J David Saldana -




A Confirmation notice will appear indicating your order was received.

Thank you for your order(s)

Your order number(s). 1042687-01, 1042687-02, 104268703
You can print the Order Confiemation andior Routing Pages by clicking the apgropelate Print taston

¥ you would ke further assistance, please contac our Customnes Support at (500) 365-5445 Monday - Friday between the
hours of 8.15em %o 5. 15pm POT

Primt Confirmation(s) Back 10 Manage Cases

Fila & Sarve (New Csoe)
County: Loz Anjeies
Serve Entity:
Yooy Wisans -

Indwsual
Tory's Restarant - Fcssos
Al Parties will b served o the tame sddus

Case Infoc

Case Number. New Case

Jurtzdiction: Loz Angeles CA, 111 N 1 51 [State,
Supencr]

MUWG Drakie Stocle

Cm‘.m‘hi

Tory's Restaurant, Defendant
Foos Gounmnet Inc., Piantf! (Client)
Document{s):

Scrmmons (1 page)

Comgplaing (3 pages)

Civil Case Cover Shewl {1 pege)
Serve nfo:




