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Hello and Welcome to the DDS Legal Support Orange County Superior court e Filing Portal. The
purpose of this video is to walk you through the necessary steps to submit your document for filing.

Under the e Filings tab, you will see selections Case Initiation, Subsequent FiIing, ubD
Subsequent FiIing and Drafts. case Initiation is used for brand new cases that do not have a

court case number yet and for this demonstration will be the selection | use. Subsequent Filing selection
is used for cases that have already been filed and have a case number issued. UD Subsequent Filing
selection is used for Unlawful Detainer actions that have an existing case number. Drafts is the location
transaction will be stored in the event you begin a transaction but stop before the transaction is
completely submitted.

| will begin by selecting Case Initiation
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Step 1. Step 2. Step 3. Step 4. Step 5. Step 6. Step 7. Step 8.
Court Information ||Attach Document ||Parties Service of Statutory Filing Payment Review Filing Confirm
Information Process Fee Information  ||Information Submission

Enter all required information (identified in bold), then click Next.
Court: OC Superior Court
Case Category: Civil - Unlimited v
Jurisdictional Amount: Over £25,000 A

A
Case Type: Civil Rights v

- Central Justice Center (700 W. Civic Center, Santa Ana, CA 92702) v
Court Location: -
Are you an attorney representing a litigant?: es ':E:'NU
Is this a "Complex Litigation" case type?: Ores ®ng
Client/Matter Information: test order
Message to the Clerk:
Pl

Personal Injury Case O
Monetary Remedy

Punitive Remedy

Declaratory Or Injunctive Remedy

a2 &9 &=

Step 1.

Court Information is where you will begin answering questions that will establish jurisdiction and court
location. Begin by filling in Case Category, Jurisdictional Amount, Case Type, Court Location, are you an
attorney representing a litigant and is this a complex case. Those selections are mandatory and must be
completed to move forward. The additional areas under court information are optional. Client/Matter
information would be used if you assign your cases a name or number for reference. Message to clerk
would be anything you would like the reviewing clerk to see or note while processing. For example, note
to clerk: “The plaintiff and defendant share the same name, and this is not a typo”.

Case Data is also mandatory information, and you must select what type of remedy you are seeking.

At this point you can select N@Xt button to proceed to Step 2. Save button will store your

transaction in drafts. You may also select the Delete button which will clear all data that you filled in.



Step 2.

Start by searching for the name of the document you want to send to the court. searching complaint will
give me the selections below | then can select case initiation complaint. You can repeat this process until
you finish uploading all your documents.

Attachment Type: Lead Document | Additional Decument
Document Home: | complaint

Select Amendments Amended Complaint

Select Amendments Amended Cross-Complaint

Select Amendments Amendment to Complaint

Select Amendments Amendment to Cross-Complaint

Select Case Initiation Complaint

Select (Case Initiation Complaint - False Claim Act

Select Case Initiation Complaint - Filed Conditionally Under Seal
Select Case Initiation Complaint - Violation of Insurance Code 1871
Select Case Initiation Complaint (Civil Code 1708.85)

Select Case Initiation Complaint (PAGA)

() )iz 5 <[] rovesie: 10 e ——

Category:  Select... -
Name: [setece... -
Title:

File: Choose File | No file chosen
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Court Information || Attach Document ||Parties Service of Statutory Filing  [|Payment Review Filing Confirm
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Civil - Unlimited : Civil Rights : Central Justice Center

Attached Document List

Attach Type (k)

Title

No records to display.

0.0 kB

Document Information

For new cases you must attach one Case Initiation document and one Civil Case Cover Sheet.
For subsequent filings you must attach one lead document.

For each document you plan to attach to this eFiling, follow these steps:
1. Identify the document type by selecting the Category and then Name from the dropdown lists or you can search by typing the document type and
dlicking Search.
2. Add meta data information for the Court.
a. Title field is the name of the document that is transmitted to the Court and can be edited.
b. Depending upon the document type, you may be prompted to provide Additional information that appears after Title.
<. Depending on which documents you are attaching, an email address may be required for filers.
3. Locate the document by clicking on Browse.
4. Upload the document by clicking on Attach.

Supported file types include: pdf, doc, docx, rtf, txt, wpd, htm, html.

Attachment Type: Lead Document | Additional Document

Category: Case Initiation ~
Name: |Cnmp\am( h
Title: Complaint

File: Ghoose File | complaint.pdf
Cancel Add

After | have completed uploading all my documents, | then must select Cancel Add. Selecting
cancel add now gives me the opportunity to review all uploaded documents. Previous button takes

me back to step 1. Save button is stores transaction in drafts. Delete button completely deletes



transaction. Attach More button allows you to add more documents. N@Xt button will take you
to step 3.
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Civil - Unlimited : Civil Rights : Central Justice Center

Attach Type

Lead Document Complaint Complaint pdf 70 Edit Delete  View

Attachment Civil Case Cover Sheet Civil Case Cover Sheet pdf 140  Edit Delste View

Attachment Summons Summons pdf 57  Edit Delete  View
269.5 kB

Attach More
_oclee |

Note — Document size total should be under 65mb.
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§
E]
g
g
!
5
!

Parties In Case

Mo recarcs ta display.

Mo recares ta display.

Party Information

Enter all reguired information (identified in bold) for each Party in this filing. Each filing must indude at keast one Plaindiff/Petiioner, ane
Defendant/Respondent and one Aftorney |if you ane an attorney representing a Ifigant). Onoe you hawe enterec the requined information, dick an Sawe
Party to add party to filing.

WAzd a Plaintiff/Petitioner  (JAdd 2 Defendant/Respancent  (JJAdd an Attarney

WiFerson
(CiDrganization or Finm

Farty's Role Selact... w
New Individual
First Nama Middiz: Last Name: suffe: | Select., W

E
E

Mo recares ta display.

Party's Address

Strect Number: Strect Name:
Sereat Suffi: Select... A unit Mumber:

City: sState: Select... v oz -

Phane: Salect.,, W

Step 3.

Under party information fill in all BOLD fields that are mandatory and any non-bold fields are optional.

Alternative names can be added using Add Name button. After completing Party Name and Party’s

Address field you will need to select Save Party button. Cancel Add button will clear all
entered data.



After saving all your party’s and adding your attorney information you will be taken to the screen below.

At this time, you may review and make changes by selecting Edit, Delete or Add Pa rty buttons.

When you are ready select Next button to be taken to step 4
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Court Information || Attach Document |[Parties Service of Statutory Filing Payment Review Filing Confirm
Information Process Fee Information || Information Submissi

john s doe vs. jane s doe : Civil - Unlimited : Civil Rights : Central Justice Center
Party information has been saved.

Parties In Case

john s doe Plaintiff Edit Delete

Defendant Edit Delete

jane s doe

john doe Sr. Attorney Edit Delste

<< Previous | oclete_JNext>>



Step 4.

Is optional and it allows you to request DDS Legal Support have one of its Process Servers handle the
service of your documents. You can also choose to have us file your Proof of Service after service has
been effecuated . If you choose to have us serve your documents simply add as many party’s as you like

and when you are ready select Next button. If you choose to decline this option simple select Next

button without inputing any names. Your other choices would be to go to the previous step, SAve

for future completion or delete transaction

eFiling Center for Orange Superior Civil & Probate/Mental Health

For Orange Family Law — Click here For Los Angeles Civil — Click here
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Step 1. Step 2. Step 3. Step 4. Step 5. Step 6. Step 7. Step 8.
Court Information || Attach Document ||Parties Service of Statutory Filing Payment Review Filing Confirm
Information Process Fee Informatien || Information Submission

john s doe vs. jane s doe : Civil - Unlimited : Civil Rights : Central Justice Center
DDS Legal will professionally serve pursuant to all applicable State codes and/or Federal statutes.

This step is optional. Click Next to skip and go to the next step if you do not want your eFiling served.

Zip Code

Costa Mesa California {CA) 92626 Edit Delete

EFile Proof of Service

jane s doe Residential




Step 5.

Any fees due that the court can assess from this transaction will be shown in step 5 and you will need to

check the Select box before moving to step 6
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Court Information ||Attach Document ||Parties Service of Statutory Filing Payment Review Filing Confirm
Information Process Fee Information || Information Submission

john s doe vs. jane s doe : Civil - Unlimited : Civil Rights : Central Justice Center

Select a single fee, or multiple fees, Then click Next.
For more information about the fee schedule, click here.

Select  Name y Quantity
omplaint or other paper 2435,
o C laint other 1st 435.00 1 v
Total: $0.00

Step 6.

Is an informational page advising you that DDS Legal Support will be paying for your court fees and your
obligation for repayment. It also discloses that other fees may arise from the court after reviewing your
documents and the court will process these payments with DDS Legal Support.
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john s doe vs. jane s doe : Civil - Unlimited : Civil Rights : Central Justice Center

Statutory Court Fees

DDS Legal will advance all statutory court fees, determined and required by court, in order for an eFiling to be accepted.

For Stipulations, fees determined and required by court may include all first appearance fees, for any party to the case (if not already paid
to court), plus stipulation fees. DDS Legal will advance all statutory, stipulation court fees, in order for an eFiling to be accepted.

If statutory court fees, determined and required by court, are higher than estimated on previous page, the eFiling party and/or attorney acting on behalf of
eFiling party, is responsible for same fees, payable to DDS Legal.

DDS Legal does not determine the total amount required by court to successfully submit an eFiling. If the total amount is incorrect, but necessary and
collected to successfully submit an eFiling, the eFiling party and/or attorney acting on behalf of eFiling party, is still responsible for the same fees, payable
to DDS Legal. If this happens, DDS Legal will initiate a refund request with the court and credit the eFiling party and/or attorney acting on behalf of eFiling
party as applicable when refund is received by DDS Legal from the court. Refund approval or denial is solely at the discretion of the court.



Step 7.
Is another informational page that allows you to review all the data you entered in your transaction. If at
any point you need to make changes simply hit the previous button to the appropriate page or click on

the step tab. When you are ready just hit the submit button. Do not click the submit button more

than once as it may cause multiple transactions to be sent to the court.
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Cowrt Information |(Attach Document ||Partias Sarvice of Stabutory Filing Payrment Revwiew Filing Confirm
Information Process Fee Information || Information Submission

john & doe vi. jane & doe ; Civil - Unlimited : Civil Rights : Central Justice Center

Rewiew Filing
Please review your eFiling below and then if entries are correct then click on “Submit” to submit your eFiling to the Court.

Step 1: Court Information
Case Tithe:
Court Nama:
Division Name:

john s doe ws. jane 5 dog
Superior Court of California, County of Orange
Ciwil = Unlimited

Subdivigion Name: Ciwil Rights

Location Narme: Central Justice Cenler
Complex Litigation: Ho

Elder Abuse: Mo

Are you represented by an atlormey? Mo

Cient/Matter Informalion: et arder

Message to the Clerk:

Parsonal Injury Case

Monetary Remedy

Punitive Remedy

Declaratory Or Injunctive Remady

Step 2: Attach Document

Nurnber of Attachments: 3

Docurments: Complaint Complaint Lead Document
Ciwil Case Cower Shest Ciwil Case Cover Shest Altachment
Summons Issued and Filed Surmimans Altachiment

Step 3: Parties Information

Name Party Role  Filing Party
. john doe Attorney s
Involved Party(): jane s doe Delendant Mo
john s doe Plaintinm e

Step 4: Service of Process

File
Mame  Type Address  City State Zip Instruction Proof Of
File Serve Entit Service
we Entity(s):

- - o Resitential  Bristo Custa Califurnia 52626 No

4 Masa [CA)

e
Step 5: Statutory Filing Fee Information Edit
Fags: Complaint or other 15t paper 1x 5435.00
Statutory Court and Related Filing leas: 5435.00

Dedepe



Step 8.

Is verification that order order is now at the court for processing. Processing times very based on
documents and you can always check the status by clicking the efiling history located under the
administrator tab on the home page of the OC eFiling portal.

DDS; COURT - PROCESS - DELIVERY
-~ DEPOSITION OFFICER + DISCOVERY

‘ LEGAL SUPPORT _—

eFiling Center for Orange Superior Civil & Probate/Mental Health

For Los Angeles Civil — Click here

For Orange Family Law — Click here

For All other California eFiling Courts — Click here
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john s doe vs. jane s doe : Civil - Unlimited : Civil Rights : Central Justice Center

Thank you for using DDS Legal's eFiling Portal.

Date: 5/13/2024
Time: 8:54 AM
Filing disposition: Received
Court Transaction Number: 21475120({Complaint)
Message: This Electronic Filing has been received by the Court and has passed technical
validations.

Return to Orange Superior Civil/Probate Home






