CountrywideProcess

A Professional Legal Services Company

How to Make Changes in
My Profile

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 "My Profile.”
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My Profile | Help | Logout

Hi, Jonathan Nill!

What would you like to do?

Place an Order Manage Cases (18)

Place an order for eFiling, Court Filing, Service of Process, Document Retrieval and View, print and download case ociated orders and docum
more... Conformed Copies and Proofs Plus, place orders on existing

View Pending Orders (6) f View Closed Orders (14)

View the latest status updates of your pending orders or view and complete saved View your completed orders and their associated documents such as Conformed
3 Copies, Proofs of Service and more...

9 If you’re NOT an Administrator on your account, please skip to #3 on the next page.

Upon clicking “My Profile” as an Administrator, you will see the tabs for Account Information,
Payment Information, and User Settings.

E To make changes to your Account Information, click on the “Edit” button.

©  Jonaman s
m Papment Information | User Sottings.

* Indcates 2 reguees fiekd
Organization Narme: Richards Law Group
Address 1= 312'W. Ind Sweet, Sute 1005
Address ¥
ity Los Angeies
Staec Casfornia
Zip Code:* a0012
Primary Billing Contact  inili@rmylnfimn com
Sacondary Billing Contact:
Billing Code Required? Yes
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The Account Information, will allow you to edit your firm’s address, billing contact and billing code.

The billing code is your internal billing reference, file, or client matter number. By selecting “Yes,” a
billing code will be required everytime an order is placed by the users in your account.

To update your Account Information, click on the “Save” button.

© Jomtran N @51 TS5 AdmnsTatr

Orgenization Harme: Richasds Law Group

Address 1:* 123 Ay Strest

R 7

ity Ay Place

State Calffornia [=

Oip Cooe:* 0012

Primary Dilling Contact* Jonatnan Nl PG ARATT cam (000) 366-5445
Socondary Riling Contact:

Balling Code Required? @ Yes Mo This i you intoma blling roforence S or cion malter numbes

Save  Canmcel

The User Settings tab will allow you to make changes on the user profile, including password,
phone number and email. You can also edit to view only what you want to see by changing the
default views and allowing you to filter your cases to fit your work style.

To make changes to your User Settings, click on the “Edit” button.

2 s (951)772.9685  Administrator
Accaemt i EyERet i User Settings
Default View: — — )
Name:* Jonathan Nill #of di =
Cases and Orders shown mmum“"smm m“dmh # of Entries per page
Attomey 7 No L
@ Al @ 00 Days ® 10
Role:* Administrator
My Jobs Only | 60 Days ==
Password:* 000000
30 Days 50
Phone:* (951) 779-9685 9685
& RN R AT ol Notification: Send email nofifications for status updates
Create New User Edit

MChanging the Default View to your “Cases and Orders.”

Choose to view all the orders placed by all the users within your firm by selecting "All” in the

“Cases and Orders Shown” section. You may also view just the orders you placed by select-
ing "My Jobs Only.”
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EChanging the Default View to your “# of Days displayed without having to search.”

Choose to view all the job orders that have been placed in the last 30 days, 60 days or 90 days.

EChoose to view the “Number of Entries” per page.

DefUltVIEW: | ases and Orders shown “;&fﬂm:;mmh # of Entries per page
© Al © 90 Days @10
My Jobs Only iADE 2
30 Days 50

E To make changes to your Payment Information, click on the “Edit” button.

O Jonaman wa (W) TTROSRS.  Admnsbador

Account information |REPUETTTR RN ERY  User Sattings

*Inacales 3 requined ekl
Payment Options:  Check (Open Credit)

By oy your paryment method, it ¥
dae of senvice. In addion, a crod card will be used as.a ped sonvice. Al
transactons must be n U S dolars

Mame On Card:* Jossnph Richards:
Card Number:* Vs - o3RS
Expiration:* 20016

Security Code:*

Esling Address:* PO B 4743

Eling City/ StatoZip:” Ching Hils, Calformsa 81708

You may change your Payment Option to ACH (eCheck) or Credit Card. The Payment Information
will allow you to edit your Credit Card or Bank information. After you make the changes to your
Payment Information, click on the “Save” button.

€ donatvan H1 WSNTTODES  Admnmbiater

Account information B8 LA LU LI Setnngs
* Insicains a mquid fild
Payment Options: ACH {eChwck)  # Credd Cord

iy Y your it gr spphying for Open Credit. 1f cradit is pranted, payment s dus 15 days from the
date of service In creddt uved o3 and will be ped for ] wiltin 30 days of service. Al
Iransactions must be in U S dolars
o e —

Ciard Number:* OIS visa

Expiration:* Fab [=]|2018 =]

Security Code:* i what iy thig?

Delling Address" PO o 4743

g City/ Slated e Ghang pas Calfornia Ehi?'m'
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e To view all the users for the firm, click on the e symbol to close your user window.

{3 Jonathan Nill

%
'Account Information y i User

* Indicates a required field

Organization Name: Richards Law Group
Address 1:* 312 W. 2nd Street, Suite 1006
Address 2:

City:* Los Angeles

State:* (California

Zip Code:™ 90012

Primary Billing Contact:® Inill@rapidiegal.com
Secondary Billing Contact:
Billing Code Required? Yes

Edit any of the user’s “Default View” by clicking on theo Symbol next to their name to open their
profile and make the needed changes.

Note: Staff (hon-Adminstrators) will only be able to view their own profile. They will not be able
to view the Account Information, Payment Information, or Settings of other staff.

My Profile
User Name b Email & Phone b Role ¢ Attomey Bar #
User Name Email Role |
©  Jonathan Nill nill@mylawfirm.com {(909) 555-1212 Administrator =]
Barbara Wilson bwilson@mylawfirm. com (909) 555-1212 Staff (|
Linda Davis Idavis@mylawfirm.com (555) 555-5555 Stafl -]
©  Daniel Christianson dchristianson@mylawfirm.com (909) 555-1212 Staff (]
©  Mary Johnson mijohnson@mylawfirm com (555) 555-5555 Staf |
(+) James Miller jmiller@mylawfirm com (803) 555-1212 Staff |
e} Rose Toll rtoll@mylawfirm com (909) 555-1212 Staff -]
©  Mike Arwariz ter@mylawfirm com (909) 555-1212 Staff O
(+} Rhonda Wendelton rwendetton@mylawfirm.com (909) 5551212 Administrator 12345
©  Pafricia Abbey pabbey@mylawfirm.com (909) 555-1212 Stafl O
Shaw entries Showing 1 to 10 of 44 entries First | Previous 1|2 |3 | 4|5 | Next Last






