CountrywideProcess

A Professional Legal Services Company

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.

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

Place an Order Manage Cases
-

View Closed Orders

e In the “What would you like us to do?” field, select “Court Filing.”

Wnat would you like ustodo ? | Select.
Select...
eFiling
Court Filing

Process ﬂ
Document val

Courtesy Copy Delivery
Secretary of State Filing
County Recording

Skip Trace

9 Select the County of where you would like your documents to be filed.

Select County: [ Los Angeles

Kern -
Kings

Next Lake

Lassen H
Los Angeles

Madera

Marin

Mariposa

Mendocino

Merced S
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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 J

Select Filing Type: & @ Subsequent Filing © Case Initiation

Serve after filing: & D ¥Yes @ No

l'j}x.:"
\/

You also have the option to serve the documents after filing. We will discuss this at the end of this user guide

If this is a Subsequent Filing, type in the Case Number and hit “Enter.” Select the Jurisdiction of
where you will want the documents to be filed.

H 1] ”
Click “Next.
Case Number: CV5123456
Jurisdiction: Los Angeles CA, 111 N Hill St [State, Superior]

peo)

Deliver Courtesy Copy ? to Dept/Division to Alternate Location

« Previous Next Save As Draft

For Subsequent Filing, you may also choose to deliver a courtesy copy to a Department/Division or
to an alternate location.

Deliver Courtesy Copy ? to Dept/Division to Altenate Location  (Additional Order will be created)

Dept/Div: 12

E If this is a Case Initiation Filing, the Case Number will default to “Not Assigned.”Select the
Jurisdiction.

Click on “Next.”

|| Order Info Case Partici D Order Details

Case Number: Not Assigned
Jurisdiction: |Type city of Jurisdiction ')\
« Previous Next

Save As Draft
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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 D of 0 entries First Previous Next | Last

« 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.

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

Lead Client Name Role
There are no Case Participants entered

Show ﬂ entries Showing 0 to 0 of 0 entries First Previous Next Last

« Previous Next Save As Draft

E If you select “Yes” to indicate that this is your client,

— 1 . gilling Code % K
a “Billing Code” may be required to proceed. The — ’

T I . I gy . Billing Code:
“Billing Code” is your firm’s internal, billing, or client . P:mﬁ"m“wm -
matter number code on a particular case. Here you

can also enter 3rd Party Billing information.

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: Summeons

Attach File...

Amended Summons
Order to Serve Summons by Posting

[Summﬂns )
P
‘Summons and Complaint @
D ‘Summons on Cross Complaint
‘Summons en Unlawful Detainer

‘Summons-Federal
Summons - Family Law
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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 Document 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 topay courtfees: @ Yes  No  Court fees will be paid to the court clerk if required.

« Previous Next Save As Draft

Under the Order Details tab, you will need to choose a service level. Please choose one to
continue.

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 || CaselInfo | Case Participants _' Documents Order Details
» When would you like this filed?

 File Today by 11:15 AM (On Demand) *
 File Today by 4:30 PM (Same Day) *

 The Service times displayed are only an estimate based on the information provided.
If you need your order processed sooner than the times listed above, please call us at

Special Instructions:

Notifications: Check box of personis) you would like to notify of status updates.

¥ Jonathan Nill [ alcarlo castanar 2
[l Bamney Stinson [ Bhumika Garg o
I/ Bill Davidheiser I/ Dan Kushner

[/ Daniel Flores [l David Saldana v
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@ A Confirmation notice will appear indicating your order was received.

Fila & Sarve (New Cass)

Thank you for your order(s) s-wEnl:r
Tony Wilins - Indwidual

Vour cedee mubse(s): 1042687-01, 104268702, 1042607.0 R o o soct o i s
You can pin the Ovdor Gonfersaion andios outing Fages by clcing th apgeopeate Print buion Covitee
¥ vou would ke further assistance. pleass conact our Customer Support mmmaﬂ‘"&l&ﬁﬂt
mﬂmﬂ Drake Sineke
Print Confirmation]s) Back to Manoge Cases

Serve documents after Filing*

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 to serve the docu-
ments.

Once the address is provided, click on the EI to load the address.

Click on Party Name below to add Serve Info if required

~ Jimmy Walters - Individual

WL Address Type® Address™

[5Day  [~|[Select... [=] Address City ca [-] zip @

Next Day

Mval\ce s Fees: T Yes @No
1 File  [] Notarize

Special Instructions: Please include any phone numbers and/er descriptions. g

+ Jimmy's Plumbing Service - Fictitious (Address required)

« Previous Next






