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CCAP’s Instructions for Filing a Document in TrueFiling™
Third and Fifth District Courts of Appeal
INTRODUCTION
These instructions show how to file documents in a case using the Third District and
Fifth District Courts of Appeal’s (Third DCA and Fifth DCA) version of TrueFiling. Before
you file any documents, you will need to register for a TrueFiling account. Instructions
for CCAP panel attorneys for registering for an account are available on CCAP’s website:
http://capcentral.org/procedures/truefiling/docs/truefiling_3_0_registration.pdf
These instructions provide basic information about filing documents in the Third DCA
and Fifth DCA via TrueFiling. Because TrueFiling has created its own comprehensive
user guides (see CCAP’s TrueFiling registration instructions above for instructions on
how to access these guides), these instructions will focus on the basics of filing a
document. Please note that there may be some differences between the TrueFiling user
guides and the final version of the TrueFiling system that is implemented in the Third
DCA and Fifth DCA. If CCAP becomes aware of significant differences, we will update
these instructions.
These instructions will use a filing in a Third DCA case as an example.
Before filing any documents via TrueFiling in the Third DCA or the Fifth DCA, counsel
should read the Courts’ local rules on electronic filing and the California Rules of Court
that address e-Filing requirements. (See Cal. Rules of Court, rules 8.70-8.79; Ct. App.,
Third Dist., Local Rules, rule 5 Electronic Filing; Ct. App., Fifth Dist., Local Rules, rule 8
Electronic Filing.) The local rules also address special formatting requirements for eFiled documents, including bookmarking and pagination requirements.
The California Rules of Court that address electronic filing (rules 8.70-8.79) are available
on the Courts’ website here:
https://www.courts.ca.gov/cms/rules/index.cfm?title=eight.
The full text of the Third DCA’s Local Rule 5 is available on the Court’s website:
http://www.courts.ca.gov/2974.htm.
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The full text of the Fifth DCA’s Local Rule 8 is available on the Court’s website:
http://www.courts.ca.gov/2997.htm.

SEARCHING FOR THE CASE
These instructions begin a filing on the Case Search page. (Alternatively, you can also
select the File page to begin the filing process and the steps will be a bit different.) The
Case Search page is under Main Pages in the left-hand side menu.

Note: If you are appointed counsel in a case, your case should already be loaded
into TrueFiling as an existing case. You will not need to initiate a new case
unless you file a document that will require a new case number, such as a
habeas petition.
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Click on the arrow on the right-hand side of the Court box and it should expand so you
see a list of courts:

Next, click on the arrow next to California and you should see the California Courts of
Appeal that have launched TrueFiling 3.0:
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Select the appropriate Court of Appeal for your filing. The box should collapse and you
should now see the court you selected:

Type in the case number and click Search.
You should see your case in the search results. Click on your case.
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You should now be on the Case Details page:

Tip:

If you want the case added to your Favorites for easier access, click the
star in the upper right-hand side of the page and follow the prompts.

REVIEWING THE CASE CONTACTS
On the Case Details page, review the case contacts:

You should see yourself, opposing counsel (usually the Attorney General), and CCAP
listed as Case Contacts for the case. If parties/entities are missing from the Case
Contacts list, see below.
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If the email address listed in TrueFiling is NOT the email address you previously
provided to the Courts and to CCAP for e-Filing:
Contact CCAP so we can verify that we have the correct eservice address in our
system. We will give you further instructions when you contact us.
If your eservice email address changes:
You will need to notify the Court by serving and filing a written change of email
notice. (See Cal. Rules of Court, rules 8.32, 8.74(a)(5), 8.78(d); Ct. App., Third
Dist., Local Rules, rule 5(c)(2) Electronic Filing; Ct. App., Fifth Dist., Local Rules,
rule 8(a)(2) Electronic Filing; Cal. Rules of Court, rules 8.32, 8.78(d).) A sample
change of address notice is available on CCAP’s motion samples book webpage
under “C”: http://capcentral.org/resources/motion.asp#C
You will also need to inform CCAP:
http://www.capcentral.org/procedures/case_manag/docs/Panel_email_election
_form.pdf (see section 3, e-mail for e-filing use)
If opposing counsel, CCAP, or co-appellant’s counsel are missing from the case
contacts list:
When you are reviewing the Case Contacts list on the Case Details page, you may
find that a party/entity that should be listed is missing (e.g., the Attorney
General, CCAP, or co-appellant’s counsel). It is possible to add them at this stage
(briefly explained below), but it appears to be more efficient to add missing
parties/entities during the filing process as a service recipient. According to
TrueFiling’s resources, when a registered TrueFiling user is added as a service
recipient to a case filing, they will be added as a case contact. Instructions for
how to add missing parties/entities as service recipients during the filing process
are below (see Serving the Document).
If you add a party/entity that you are not connected to in TrueFiling at this stage
on the Case Details page, you will not see them listed on the Case Contacts list
until the Court designates the party/entity as a Verified contact. The party/entity
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also will not show up in the list of service recipients (which appears during the
filing process) until the Court designates the party/entity as a Verified contact.
However, if you wish to add a missing party/entity at this stage, you can add
them as a Standard Contact by clicking the Add Other Counsel button.

If you click on the Where’s my Contact? button in the Case Contacts section:
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You should see the following popup window that explains why the contact you just
added is not showing up:

More information about Verified and Standard case contacts is available in the
TrueFiling User Guide in the What's a Case Contact? section. Instructions for accessing
this guide are available in CCAP’s Instructions for Registering for A TrueFiling™ Account
for CCAP Panel Attorneys:
http://capcentral.org/procedures/truefiling/docs/truefiling_registration.pdf.
If you (appointed counsel) are missing from the case contacts list:
When you are on the Case Details page, you may not be able to read the case contacts if
the Court has not added you as a verified contact to the case:
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If you are missing from the Case Contacts list, move forward with the filing instructions
below. The filing attorney should be automatically be added as a Standard contact
during the filing process.

IMPORTANT NOTE ABOUT “CONNECTIONS” IN TRUEFILING
TrueFiling 3.0 has the “Connections” feature, which is intended to build a network of
attorneys and staff who work within the same law firm. You should only “connect” with
attorneys and support staff who work in your firm. When you “connect” with another
registered TrueFiling user, you will be able to file documents for each other, you will see
each other’s filing and payment histories, and you can use shared payment accounts.
You are responsible for any filing, service, and payment actions that you or a connected
user makes on your behalf.
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Panel attorneys should NOT send connection requests to CCAP staff attorneys or staff.
Any connection request from someone outside of CCAP that is sent to a CCAP staff
attorney or staff member will be rejected/ignored.
For more information about TrueFiling connections, including how to add connections,
see TrueFiling’s User Guide. There is a section entitled “TrueFiling Connections.”
Instructions for accessing the TrueFiling User Guide are available in CCAP’s instructions
for registering for a TrueFiling 3.0 account:
http://capcentral.org/procedures/truefiling/docs/truefiling_3_0_registration.pdf

BEGINNING THE FILING PROCESS
After you review the case contacts, click the File to this Case button at the top of the
page:
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You should see the following page:

Note that TrueFiling 3.0 defaults to File Document and Serve Document. If you do not
want TrueFiling to serve the document, make sure you uncheck the box and serve the
appropriate parties and entities outside of TrueFiling.
Select the appropriate filer from the list under Filer. All the attorneys the TrueFiling
user is connected with will show up in this list:
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UPLOADING FILE(S)
Once you select a filer, you should see the following:

Click on Click Here to Upload File(s) – or – Drag and Drop. (Alternatively, you can drag
and drop the file into the box.) Select the document you want to file.
Notes for documents that will be TrueFiled:
(1) As explained in the Introduction, the Third DCA and Fifth DCA have local rules
that address the e-Filing process and formatting requirements for documents
that are filed via TrueFiling. Counsel should ensure that documents submitted to
the Courts via TrueFiling comply with the California Rules of Court and the Courts’
local rules. Documents that do not comply with these rules will be rejected by
the Court. For more information on the bookmarking and pagination
requirements, see CCAP’s TrueFiling resource webpage:
http://capcentral.org/procedures/truefiling/step_tf_guides.asp.
(2) Although a number of different document formats may be TrueFiled, it is highly
recommended that that counsel convert their document to a PDF before filing in
TrueFiling. A PDF stabilizes the formatting of a document for sharing across
multiple platforms that may not otherwise be compatible with the software that
you used to create your document. However, if you leave it to TrueFiling to
convert your document to a PDF for you (which they will do), you cannot be
entirely sure what the court is going to eventually receive, because any
formatting conversion errors will not be fixed by TrueFiling. Performing your own
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conversion to a PDF before filing means you have more control over the final
result, avoiding problems such as missing fonts or broken layouts or links.
Additionally, some of the Courts’ formatting requirements require the document
to be a PDF before it is submitted to the Court.
(3) CCAP has created a sample Proof of Service (POS) to use for TrueFiling. It is
available on CCAP's TrueFiling eservice webpage:
http://capcentral.org/procedures/truefiling/eservice_tf.asp. A POS should be
included at the end of the every document that it TrueFiled if any service
recipients are served via postal mail. The POS should not be filed as a separate
document.
For documents served using TrueFiling's eservice function ($3 charge), TrueFiling
will generate a POS that both courts will accept as your POS. Counsel will still
need to attach a separate POS for those parties who cannot be served via
TrueFiling (e.g., the trial court).
(4) Under the Third DCA's Local Rule 5(f) and the Fifth DCA's Local Rule 8(c), a
TrueFiling username and password is the equivalent of an electronic signature for
a registered attorney or party. (See also Cal. Rules of Court, rule 8.75.)
Please note, however, that counsel must maintain a printed form of certain
documents (including the proof of service and other documents signed under
penalty of perjury) with the declarant's/attorney's original signature. (See Cal.
Rules of Court, rules 8.75(a), 8.78(f)(3).)
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After you upload your document, you should see the following, including the Filing
Name, Filing Type, and Service Recipients:

Note that the Filing Name will be the name of your saved document. Select the Filing
Type from the dropdown menu:

15

Created 5/29/2019
After you select the Filing Type, you should see the following:

You can view the document you just uploaded by clicking on View. You can also remove
the filing by clicking Remove.
To add additional documents to the bundle click Click Here to Upload File(s) – or – Drag
and Drop and repeat the process until you have finished uploading your documents.
Tip:

After you upload a document, you can scroll down to the bottom of the
page and save your progress on the filing by clicking the Save Progress
button.

SERVING THE DOCUMENT
Once you have finished uploading all the documents you wish to file, decide whether
you will serve the appropriate parties and entities (1) via TrueFiling or (2) outside of
TrueFiling.
IMPORTANT NOTE:
Appointed counsel in the Third DCA and Fifth DCA are required to serve CCAP with all
documents filed in their cases. If you are relying on TrueFiling to electronically serve
the parties/entities in your case, follow the instructions below to ensure CCAP and the
other service recipients are properly served with the filing.
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Alternatively, you may serve CCAP and the Attorney General outside of TrueFiling by
emailing a copy of the document to our eservice addresses:
CCAP’s eservice address: eservice@capcentral.org
AG’s eservice address:
SacAWTTrueFiling@doj.ca.gov
If counsel fails to properly serve CCAP with a document that counsel has claimed time
for preparing, CCAP staff will contact counsel for the missing document. It is time
consuming for CCAP staff to track down missing documents and this may lead to
delays in processing the claim in the case. To help avoid delays, please make sure that
you have properly served all parties/entities in the case, including CCAP.
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Serving the Document Outside of TrueFiling
If you decide to serve the document outside of TrueFiling, go to the top of the page and
uncheck the box next to Serve Document.

Then click the Next button.

Continue at Filing Validation and Payment below.
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Serving the Document Via TrueFiling
Note: If you choose to use TrueFiling to serve your document, there is an
additional $3 charge, which is reimbursable for appointed counsel as an
expense.
If you have decided to use TrueFiling to serve your document scroll down to the Select
Service Recipients section of the page:

Whether you see the case contacts and service recipients for the case depends on
whether you are a verified case contact for the case or whether you are connected to a
verified case contact.
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If You Can See All the Service Recipients
If you can see all the service recipients, review the list to make sure all the appropriate
parties and entities are listed (if a party/entity is missing, see Adding Service Recipients
below):

Under Service Type, make sure e-Serve is selected from the dropdown menu (this
should be the default option).
Note: In the Service Type dropdown menu, there is a selection for Mail Service.

20

Created 5/29/2019
Please note that TrueFiling will NOT serve the document by mail for you.
You will see the following message in red at the bottom of the page:
Warning: Selecting Mail or Personal Service will NOT SERVE your
document to the recipient. Mail and Personal service recipients will
appear on the TrueFiling Proof of Service. You are still responsible for
serving these recipients outside of TrueFiling.
After you verify that e-Serve is selected from the dropdown menu, make sure the boxes
next to all the appropriate service recipients are checked:

In this example, you can see that CCAP’s eservice address and the Attorney General’s
eservice address are listed:
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When you are finished verifying the eservice recipients, click Next:

Continue at Filing Validation and Payment below.
If You Cannot See All the Service Recipients
If you are not a Verified contact in the case, the service recipients will be listed with
astericks to obscure the case contacts:
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You should be listed at the bottom as a Standard contact. Even though you cannot see
the full name and service addresses of the listed service recipients, you may be able to
decipher some or all of the contacts based on the information provided and information
that you have about the other attorneys on the case.
TrueFiling still allows you to eserve the listed recipients via TrueFiling even though the
recipients are obscured.
However, if you are uncomfortable serving the listed ricipients when the information is
obscured, you can uncheck all the boxes by unchecking the box next to All:

Then you can manually add the parties and entities that you would like to electronically
serve via TrueFiling.
Adding Service Recipients
If a service recipient is missing, or if the service recipients are obscured and you want to
make sure the appropriate parties/entities are served, you can add service recipients.
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In the Select Service Recipients section, you can select from the following:
 Add Recipient
 Add Myself/Connected User
 Add Opposing Counsel

Add Recipient
The Add Recipient option allows you to add attorneys (including attorneys who are not
TrueFiling users) as a service recipient for this filing only. This will NOT add the recipient
as a case contact.

When you click on the Add Recipient button, a blank entry will appear where you can
type the name of the recipient and their email address.
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Add Myself/Connected User
The Add Myself/Connected User option allows you to add yourself or a connected
TrueFiling user as a service recipient for the filing.

When you click on Add Recipient, a popup window will open with all your connected
TrueFiling Users.
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Click on the box next to the recipient(s) you want to add and click on the green Add
Selected button that appears:

The connected users will be added to the service recipient list:

Note: CCAP is NOT recommending that you add the assigned assisting staff attorney to
your recipient list. The illustrated steps are only for example purposes. Please
serve only the CCAP eservice address for appointed cases; your assigned staff
attorney will have access to the document once it is processed by CCAP staff.
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Add Opposing Counsel
The Add Opposing Counsel option allows you to add attorneys who are TrueFiling users
and are not part of your connection network.

When you click Add Opposing Counsel, you should see the following popup search box:

Enter your search terms for the attorney. You can search for attorneys only by clicking
on the box next to Attorneys only?
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When you have finished entering your search terms, click Search:

You should see the search results:
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Click on the box next to the attorney you wish to add and click the Add Selected button
that appears:

The attorney should now be added as a service recipient:

When you are finished reviewing/selecting the service recipients for the filing, click Next
at the bottom of the page:
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FILING VALIDATION AND PAYMENT
After you click Next, you should see the following popup message stating that your filing
is validated and please proceed to payment (if there are problems with the filing, for
example you forgot to select a filing type, you will see an error message to correct the
issue):

Click Next.
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You should see a popup Checkout window with the TrueFiling convenience fee and your
available payment accounts.

Note:

You should NOT request a fee waiver in Third DCA and Fifth DCA cases.
The issue of fee waivers for court-appointed counsel on indigent cases is
presently a moving target dependent on contract provisions between each
individual district court and ImageSoft, the proprietor of TrueFiling. The
JCC’s ultimate goal is to have a unified contract state-wide with no fees. In
the meantime, such negotiations take time because the various districts
began their original contracts at different times. Because this is contract
based, please be patient. The Second District is the first to authorize such
fee waivers while counsel in the other districts must still presently pay the
fees and await reimbursement through the compensation claim process.
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Once you are ready to submit the filing, click Submit. You should see the following
messages:

After you click OK on the Submission Successful window, you will be taken to the
History section, which you can also access by clicking on History on the left-hand side
menu when you log into TrueFiling.
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After you submit the document, if you signed up to receive a notification when a
document is received by the Court, you should receive an email from TrueFiling stating
that the document is in progress:

If you signed up to receive a notification when a document is ultimately filed by the
Court, you should also receive an email when the Court files the document:

Note that there is a link in this email to download a file-stamped copy of the document.
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RETRIEVING THE PROOF OF SERVICE AND A FILED-STAMPED
COPY OF A DOCUMENT
After you submit a document via TrueFiling, you can access a copy of the the POS
generated by TrueFiling. Once the Court has filed the document, you can retrieve a
filed-stamped copy of the document.
Tip:

If you signed up for an email notification when a document is filed, there is
a link to the file-stamped copy of the document in the email.

Accessing Documents Via Case Search
After you log into TrueFiling, use Case Search to find your case:
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When you are on the Case Details page for the case, click on the arrow next to Filings to
expand the selection:

You should see all the filings you have submitted in the case:

Click in the document you want to review and the entry will expand:

35

Created 5/29/2019
On the right-hand side, you can click on the buttons to access the Filed Stamped Copy
of the document and the Proof of Service:
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On the left-hand side, you can click on the Service Recipients / Status tab to see
whether the service copies were successfully emailed to the service recipients and
whether the service copy was downloaded:
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Accessing Documents Via History
After you log into TrueFiling, click on History and locate your filing in the list of your
recent submissions:

Click on the filing to expand the selection:
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Click on the Status Updates tab:

On the right-hand side, you can you can click on the buttons to access the Filed
Stamped Copy of the document and the Proof of Service:
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Back on the left-hand side, click on the Service Recipients / Status tab to see whether
the service copies were successfully emailed to the service recipients and whether the
service copy was downloaded:
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