
 

            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 Filing, UD 

Subsequent Filing 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 I 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.  

 

    I will begin by selecting Case Initiation 

 

 



 

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 Next 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 I then can select case initiation complaint. You can repeat this process until 

you finish uploading all your documents. 

 

 

 

After I have completed uploading all my documents, I 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. Next button will take you 

to step 3.  

 

 

Note – Document size total should be under 65mb. 

 

 



 

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 Party buttons. 

When you are ready select Next button to be taken to step 4 

 

 

 

 

 

 

 

 

 

 

 

 



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  

 

 

 

 

 

 

 

 



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  

 

 

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. 

 



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.  

 

 

 

 



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. 

 




