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EServicedrilingUser Guide

HomePage

§ CALIFORNIA COUNTY SHERIFF'S DEPARTMENT CIVIL DIVISION

E-Services Portal

If you are a first-time visitor to the site and want to submit one or more filings, please be sure to Register first.
Please review the User Guides in the help menu.

Civil File Status Click here for up-to-date information on a file you currently have open in our office. Welcome

Clekhee o th o e homepe.

Welcome to the County Sheriff&ervices Portal!

In order to ue the EFiling capabilities of the-Services site, you must login asegistered user. If you have not
yet Registered, please see tRegistration User Guidéaccessible under the Help menu) fostructions orhow
to register

If you are an existing user, please login with ydgernameand Password using the foran theright side of the
page.
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My FilingsPage

y CALIFORNIA COUNTY SHERIFF'S DEPARTMENT CIVIL DIVISION

Welcome, Karissa | # Home Ferge Bome o)

My Filings

Filing Date Filing Order Number Status Amount Pending Accepted Rejected Resubmitted

7/8/2021 021000001 PENDING $148.42 1 0 0 0

This page will show thieistory of all theFilingOrders thatyou have submitted (filtered by the selected date range
in the upperleft corner of the list).

Each Order will include the date it was Fjléte Order Number, and the current Status of the Order. This status
Oy 6S t9b5LbD 6YSIYyAy3d GKFG A OfdeACGERPTHEMEaBigthat8 Sy NI
has been reviewed and approvéde (i KS { K SREBEETEQ dmednifighithalOt$as been reviewed and

A % 4 A x

Since each Order can inckichultiple Filings (see the Shopping Cart section below for more details), cotumn
includedto let you knowwhich Filings were Accepted and which were Rejecids: Amount columwill show
the total fee that will be charged. If some filings are Rejecthis fee will be reduced by the appropriate amount.

The View button can be used to see the details of the Order. This takes you to a pagshawsheach of the

Filings within the Ordeland all the details for that Filing (Case Number, Case Titteic8s), Attached

Documents) including’hether or not the Filing is still PENDING review, or if it has been ACCEPTED or REJECTED.
See theOrder Details section below for more information.
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Order DetailsPage

wecome, Isabela | # Home Account~  Help - w Cart (0)

My Filings
Past 30 Days. - New Sherff Filing
Filing Order Number
7/9/2021 021000019 PENDING $148.42 1 0 0 0
7/9/2021 021000018 COMPLETE £0.00 o 0 1 0
Welcome, Isabella #4 Home Account~ Help ~ e Cart (0)

Order # 021000018

> FP21000021 21DV02325 Isabella Wolfe vs Jonathan Wolfe REECTED T B |

Sub-Total $0.00
Total $0.00

When you click on the View buttan the My Filingspage you are taken to the Order Details page, which shows
the specifics for each Filing within the Order. Initially, the list of Filings are collapsed, which allows you to see the
Court Case Number, Case Title, and the current stateadi Filing (PENDING, ACCEPTED, REJ&RCTED
RESUBMITTEDhe total cost of thérder is showtelow the list of FilingsThe total cost of the Order is

adjusted if any of the Filings are rejected. The cost for the rejected Filing is no longer included, and your credit
card will only be charged for ACCEPTED Filings.

Expanding a Filgqwwillshow all the Services included in that Filing (along tiighcost, or whether a waiver has
been filed). The Service Documents and Waiver Docunagatavailable for each Service, along with any
documents that apply to the entire Filing (like Ingttions, or a Writ, or other supporting documentation).

v FP21000021 21DV02325 Isabella Wolfe vs Jonathan Wolfe REIECTED T ;]
“ Temporary Restraining Order
Attachments Service Name Waiver Name Amount
“ Restraining Order After Hearing (DV) Waiver - Bill Courts $0.00
“ Summons and Petition $40.00

If the Filing has been REJECTED, the ujggrcorner of the Filing wishow a PDF document link (red button)
that contains the reasons the filing was rejected, and generally what needsdorbected in order tallow the
Filing to be acceptediext to that button is an icon that will allow you to{SBEIBMIT thé&-iling again. Clicking this
button will preload the Submit Sheriff Filing page with all the information that was enterggnally (including
attachments), and you will have the opportunity toadd this Filing (after making correctione)your current
Shopping CarfThe RESUBMIT button only remains active for 14 days. Additionally, once a Filing has been re
submitted, he button is also disabled.

v FP21000021 21DV02325 Isabella Wolfe vs Jonathan Wolfe REJECTED T B
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Submit Sheriff Filing Page

J CALIFORNIA COUNTY SHERIFF'S DEPARTMENT CIVIL DIVISION ¢

Welcome, Katissa 4 Home Acount~  Help - B Cart(0)

Submit Sheriff Filing

¥ Enter New File Information

Date Submitted

07/08/2021

¥ Case Information

Court Case Number Case Title Plaintiff Case Title Defendant

Court Case Number or File Number

Requestor * File Number
* Who are you filing on behalf of? Entity/Company/Firm who has signed the

< Select > - < Create New File > - instructions for service or for levies is located in the top box on the writ?
¥ Service Information

Filter Category Quantity

< Select Category > A 1 O Notarize
Service Category Waiver

- - Add Service:
I e 7 T N A N T S
Services Total $0.00

Privacy Policy | Conditions of

A® CountySuite Portal, Teleosoft, Inc.

This page allows youtosubrhit ySg CAf Ay Dfice2 GKS { KSNAFTQA
1. The Date Submitted is automatically set to the current day and cannot be changed.

2. Enterthe Case Information, beginning with the Court Case Number. As you type the Court Case Number,
if any existing Court Cases match the Number you are entgringwill see them listeth the typeahead
search results. Selecting one of the items from thiedid fill in the Case Title informatiomd allow you
to add another File to that Case.

¥ Case Information

Court Case Number Case Title Plaintiff Case Title Defendant

Court Case Number or File Number

Requestor * File Number
* Who are you filing on behalf of? Entity/Company/Firm who has signed the

Self - < Create New File > h instructions for service or for levies is located in the top box on the writ?

3. The typeahead list will also show any Files that are already associatedivetGourt Case, and you
shouldchoose one of those Filgi$ your desire is to addeBvices to an existing File NumbérFile
Number can also be chosen from the File Number dropdown list as well, or by default, the choice is to
G/ NBFEGS | ySg CAfSé gAGK gKIG Aa o0SAy3a FAfSRO
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4. If during registration you chode register as a Requestand that Requestor registration has been
approved,your name will automatically be selected as the Requestor. If not, the default is to choose
af{ $¢t ¥

NOTE TO INDIVIDUALS:

If you are filingas an individual, and your attorney is in the dropdown lis€n you should select that
attorney from the Requestor dropdown. If they are not in the list, you may want to ask th&eduster
as a Requestmo that you can select them the future.

NOTE TATTORNEYS:

If you are filing as an individual attorney, but thttorney on the case is your attorney firm, then you
should select the attorney firm name from the Requestor dropdown. If they are not in the list, you may
want to Regigtr the firm as a Requestor so that you can select them in the future.

NOTE TO REGISTERED PROCESS SERVERS (RPS):

If you arefiling a case on behalf of an attorney (or firm), then you should select that attorney (or firm)
from the Requestor dropdown. If tlyeare not in the list, you may want to ask them to Register as a
Requestor so that you can select them in the future.

5. Next enter the Service information. The first dropdown (Filter Category) allows you to reduce the list of
Service Categories based ogrtain groupings (like Evictions, Summons, E¥Q) Once you have filtered
the list, select the desired Service Category from the list.

¥ Service Information

Filter Category Quantity
Temporary Restraining Order - 1 [ Motarize

Service Category Waiver
< Select Service Category :I» < Select Waiver = -
< Select Service Category >
Notice of Hearing and TRO (Harassmen) ee | Fee | Deposit | Amomt | |
Restraining Order After Hearing (Workplace) Services Total 40.00

| Restraining Order After Hearing (Elder)

Restraining Order After Hearing (V)

Restraining Order-Juvenile

Restraining Order After Hearing (Harassment)

Motice of Hearing and TRO (Elder) -

© 2022, Teleosoft, Inc., All Rights Reserved
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6. Once a Service Category is selected, you can choose the Quantity of Services to add, whether or not the
Proof of Service needs to be Notarized, and if you are filWgiver to eliminate the costs. NOTE: A
waiver does not eliminate the Notary cost. However, if a waiver is selected, the credit card service fee will
not be charged.
7. If using a Waiver, please choose from the following waiver options:
 NowaivercKeepsé SOGA2Yy 2y a{StSO0 2FADBSNEO®
1 Restraining Order for Domestic Violer€hooséNaiver Bill Court
1 Restraining Order for Civil Harassment with court ruled waiver within the Restraining Order
documentg¢ ChooséWNaiver Bill Court
9 If you have a Court Ordered Fee Waiver. (FW-002, FW003, or FW008)¢ ChooseNaiver
Recoverablethen clickUpload Waiver Bcumentto upload your scanned PDF file of the waiver.
8. Then upload your scanned PDF file of the Service documentation (that of which needs to be served) by

clicking on Upload Service Document.

9. Once all of these options have been selected, and all necedsamynents have been attached for the
Service, click the Add Service button to add this Service to the grid. Please Note: Your Sheriff Instruction
Letter will need to be scanned AFTER the Service is aSeedext page for how to upload the
instructions deument.

NOTE TO REGISTERED PROCESS SERVERS (RPS):
Selecting a RPS Service will display aNekRber textbox. Please entéine RPS #f the RPS who will
serve the documents in this field.

4 Service Information

Filter Category Quantity E
Temporary Restraining Order e - [ Notarize
Service Category Waiver
Restraining Order After Hearing (DV) A Waiver - Bill Courts -
| savie | ounity | waver | nowyFe | Fee | Dokt | Awomx | |
Services Total $0.00

© 2022, Teleosoft, Inc., All Rights Reserved



/ 2 dzy (i & RodzAFilir®ser Guide Page7 of 17

10. You can add as many Services as necessggutoriling, as long as they all will belong to the same File

(same court case number)ust reselect all the options as described in the previous steps, and click Add
Service when finished.

¥ Service Information

Filter Category Quantity

Summans h 1 O Notarize
Service Category Waiver

Add Servi

< Select Service Category > - < Select Waiver > =
I ™ B S A A
Restraining Order After Hearing (DV) Waiver - Bill Courts $0.00 $40.00 $0.00
Summons and Petition 1 $0.00 $40.00 $40.00 T

Services Total £40.00

£ Upload Instructions/Writ/Other Documents (0)

11. When allServices have been addedick the Upload Instructions / Writ / Other Documents button to
upload the additional necessary documeritis button will launch a dialog showial of the required

documents that must be uploaded, along with the option toaatt any additional (optional) documents
that you would like to include with your Filing.

NOTEThe original Writ and Instructions must be maintainedyby, and immediately forwarded to the
Levying Office upon requedtlease be sure the Instructions aigned in blue ink by the Requestor.

Attachments

NOTE: Only portable document format files (.pdf) are supported for upload.

E Upload Writ Documents Upload

E Upload Instruction Documents (MUST BE SIGNED BY REQUESTOR) Upload

Upload Additional Documents (optional) Upload

Cancel

© 2022, Teleosoft, Inc., All Rights Reserved
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12. Once all details have been added, click Add to Cart to transfer your Filing to the Shopping Cart.

¥ Service Information

Filter Category Quantity
Summons h 1 O Notarize
Sarvice Category Waiver

Add Servi
< Select Service Category >
I ™ T T R

- < Select Waiver = -

Restraining Order After Hearing (DV) Waiver - Bill Courts $0.00 £40.00 $0,00
Summons and Petition 1 $0,00 540,00 540,00
Services Total £40.00

£ Upload Instructions/Writ/Other Documents (1)

13. The page will then beeset,and you can continue to add another Filing (if desired). Otherwise, click on
the shopping cart icom the menu at the togright of the page to view the current Shopping Cart.

Account-  Help - Cart(1)

‘Welcome, Isabella ‘ A Home

Submit Sheriff Filing

Filing has been successfully added to your cart.
You now hay li it r Cart, out of a maximum of 25 Filings.

¥ Enter New File Information

Date Submitted

07/09/2021

W Case Information

Court Case Number Case Title Plaintiff Case Title Defendant

Court Case Number or File Number

Requestor * File Number
= wiho are you filing on behalf of? Entity/Company/Firm who has signed the
< Select > - < Create New File > - instructions for service or for levies is located in the top box on the writ?
+ Service Information
Filter Category Quantity

< Select Category > O notarize

Service Category
: .
I T B T S S NS S
Services Total $0.00
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14. Clickon your Shopping Cair the upper right corner of the page.

Account-  Help - Cart(1)

Shopping Cart

New Sheriff Fing

v FP21000021 21DV02325 Isabella Wolfe vs Jonathan Wolfe

- Temporary Restraining Order

Summons and Pefition

“ Restraining Order After Hearing (DV) Waiver - Bill Courts. 50.00

Sub-Tat: £40.00
Processing Fees 3185
Payment Gateway Fees $0.10
Total $42.05

Choose your method of payment [ ]

Print Order | Submit Order

Privacy Policy | Conditions of Use | Accessibility Policy.
© CountySuite Portal, Teleosoft, Inc.

This page shows the list of all Filings that are currently awaiting submittal in your Shopping Cart. You can expand
each filing by clicking on the greater than symbol to see the details within each one.

NOTE: You can have a maximum of 25 Filings in @happing Cart.

The icons in the uppetight corner of each Filing allow you to edit the Filing (which will transfer all the details
back to the Submit Sheriff Filing page) or delete the Filing (which removes it immediately).

¢ KS &t NJbyttdn whil skBag lprintable version of the page and will pop up the printer dialog to make it
easy to print.

15. After review, if everything looks good, the next step is to select the Payment Method (a list of all
payments methods you added under your Agebwill show in the dropdown). Click on Submit Order to
AaSYR (KS AyF2NN¥IGA2Y (2 GKS {KSNATFQa hFTFAOS F2N

choose your method of payment | v

MasterCard ending in 9711 Print Order | Submit Order |

© 2022, Teleosoft, Inc., All Rights Reserved
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16. Before the information is submitted, a dialog vdisplay a summary of your Order costs, along with Terms
& Conditions that you must agego. Clicking Accept will send the Order to the internal F#ipgroval

process.

Terms and conditions

eeion

Filing Amount $40.00
Processing Fees $1.95
Payment Gateway Fees 50.10
Total: $42.05

Please refer to the terms and conditions before accepting.

Privacy Policy
Conditions of Use
Web Accessibility

Waiver of Liability

Some legal documents are required by law to be served a certain number of days prior to the court hearing. It is NOT the
responsibility of the Sheriff's Dept. to provide this information. Some legal documents are also required to have other
forms such as responses or informational documents attached. It is NOT the responsibility of the Sheriff's Dept. to provide
these forms or information. By clicking the box below, you acknowledge and waive the liability of the Sheriff's Dept. if the
attached documents for service do not conform to the California Code of Civil Procedure or any other applicable code
governing time for service or required additional documents.

[ I have read and accept the terms, conditions, and payment.

Once submittedyou will be returned to the My Filings page, with an indication that the Order was submitted
successfully (and you will be able to see tiesv entry inthe list of Filing Ordejs You can click on the New Sheriff
Filingbutton to start another Filing processr you can Log off if your session is complete.

My Filings

Thank you for submitting your order. You will receive a confirmation email shortly.

New Sheriff Filing

Past 30 Days v

Filing Date Filing Order Number Pending Accepted

7/9/2021 021000019 PENDING £148.42 1 1] 1} 1] View
7/9/2021 021000018 PENDING £42.05 1 ] 0 ] -

© 2022, Teleosoft, Inc., All Rights Reserved
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Resubmitting a Filing

As mentioned above in th@rder Details Page sectica REJECTED [gloan be resubmitted. This will reload the
Submit Sheriff Filing page with all the information from the additional Filing. If any Services need to be changed
(or new Service Documents uploaded, the Service will need to be removed from the Services ggiddcaed

(along with any necessary documents).

NOTE: If your filing is rejected, and there is an issue with any of the documents that you have attached, you
must re-scan (and upload) the entire document (not just the page that may contain éngor).

Welcome, Tsabella ‘ & Home Account=  Help+  m Cart (0)

Resubmit Sheriff Filing

¥ Enter New File Information

Date Submitted

07/09/2021

¥ Case Information
Court Case Number Case Title Plaintiff Case Title Defendant
21DV02325 Isabella Wolfe Jonathan Wolfe
Requestor * File Number

* Who are you filing on behalf of? Entity/Company/Firm who has signed the
instructions for service or for levies is located in the top box on the writ?

¥ Service Information

Filter Category Quantity

< Select > - < Create New File > -

< Select Category > - t O Notarize

Service Category Waiver

. .
S T T T N T

Restraining Order After Hearing (DV) 1 Waiver - Bill Courts $0.00  $40.00 $0.00

Summons and Petition 1 $0.00 540.00 540,00 @

Services Total $40.00

& Upload Instructions/Writ/Other Documents (1)

Once all corrections have been made, click thseuBmit button to addthis information to your currently active

Shopping Cart. When this button is clicked, you will be prompted to make sure that all corrdatimbeen
made.Click the Yes button.

Add to Cart

Are you sure that all corrected documents have been uploaded?

 ves Jf Mo |

Click on youBhopping Carnd follow stepnumbers15-16 aboveon page9.

© 2022, Teleosoft, Inc., All Rights Reserved
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Order Emails

Upon submitting a Filing, you will receive amail indicating that your Order was received, along with the
specific Files and Services that were added to that Order. NOTE:HiligEemail notifications wilalways come
fromyodzNJ £ 2 0l f aKSNATTQa eedp@sdanocdukyiconr2 E® C2NJ SEI YLI SY

E-FILING ORDER # 022000003 (SUBMITTED)

Yy €5 Reply | %3 Reply All » Forward (71

Tue 6/14/2022 9:42 PM
(D If there are problems with how this message is displayed, click here to view it in a web browser.

Thank you for using the Solano County Sheriff Department Civil Bureau E-filing System. On 6/14/2022 we received your request to process documents for the court
cases listed below. We are currently reviewing your submission. Once your submission has been processed, you will receive another email with information about
your filing order. Please allow 7 business days for the review and acceptance process. If part of your submission is rejected you will receive an email explaining the
reason for rejection and providing instructions for resubmitting your documents.

If 7 business days have elapsed and you have not received confirmation of your filing you can e-mail at, phone at (707) 784-7020 or fax at Fax #: (707) 784-1436 and
include your filing order number.

A hold has been placed on your account for the Total Amount below, but your credit or debit card will not be charged until your submission is accepted.

Filing Packet & Levy Officer File # Court Case # Case Title
FP22000007 PROJECTMANAGERTEST Klarissa Esio vs James Solis
Summons / Summons and Complaint $40.00
Sub-Total $40.00
Total $40.00

Please do not reply to this email; this address is not monitored.

© 2022, Teleosoft, Inc., All Rights Reserved
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If any of the Filings in your Order were rejected, you will receive an email indicating what was rejected, with an
attachment providing all the details as to why the Filing was rejected, and possibly how you can successfully re
submit the Filing. (You have 15 days testdomit your filing).

NOTE: If your filing is rejected, and there is an issue with any of the documthat you have attached, you
must re-scan (and upload) the entire document (not just the page that may contain the error).

E-FILING ORDER # 022000003 (ITEM REJECTION)
o 4 ly A > F
N noreply@solanocounty.com ) Reply ) ReplyAll | = Forward i
A To  Oriiermse-teie Tue 6/14/2022 3:49 PM
() If there are problems with how this message is displayed, click here to view it in a web browser,

(“ Rejected Filing Instructions.pdf

PoF | 61 KB
E-FILING ORDER # 022000003 (ITEM REJECTION)
On 6/14/2022 you submitted documents for Court Case # PROJECTMANAGERTEST through the Solano County Sheriff Department Civil Bureau E-filing System, Filing
Packet # FP22000007 Unfortunately we are unable to accept your submission at this time. Attached is a Notice of Action explaining the reason(s) for the rejection. You
have 13 days to resubmit your corrected request from the customer portal. After that time your prior information will no longer be available and you will be required
to resubmit all information.

Please include the Filing Order Number whenever corresponding with our office via e-mail at , phone at (707) 784-7020 or fax at Fax #: (707) 784-1436.

You can also go to our customer portal at http://ClISTeleoApp01.cjis.sol to view up-to-date information about your file.

© 2022, Teleosoft, Inc., All Rights Reserved
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hyOS (G4KS hNRSNJ KFra 0SSy O2YL) SiSte LINRPOSaaSR o6& G(KS
details for eah Filing within the Order (whether it was Accepted or Rejected), and the new total Amount that will
be charged to your Payment Method.

E-FILING ORDER # 022000003 (PROCESSED)

€ Repl S Reply All > Forward aee
N noreply@solanocounty.com < ) heply € Reply rwar &
~ g Tue 6/14/2022 5:49 PM

0

(@) If there are problems with how this message is displayed, click here to view it in a web browser
E-FILING ORDER # 022000003

On 6/14,/2022 you submitted documents through the Solano County Sheriff Department Civil Bureau E-filing System. Your submission has been processed.

Filing Packet # Levy Officer File # Court Case # Case Title Status
FP22000007 File Number Not Yet Assigned PROJECTMANAGERTEST Klaris Esi vs James Solis REJECTED
Summons and Complaint $0.00

* You should have already received an email with details regarding this rejection.
The total cost of the order is $0.00. Your credit card will not be charged.

Please include the Filing Order Number whenever corresponding with our office via e-mail at, phone at (707) 784-7020, or fax at Fax #: (707) 784-1436

You can also go to our customer portal at http://CISTeleoApp01.cjis.sol to view up-to-date information about your file.

Please do not reply to this email; this address is not monitored.
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Status ofYourFilings)

The external user can also view the statushedr filings by logging into the-Eervices Portal and going to the My
Filings page.

To view the Order details, click on the View button (above) of the Order you want to view.

The external user can also expand each Filing Packet to view the submitted attachments as well as the Notice of
Action(Rejectioninstructiong if the Filing Peket was rejected.
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