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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 and Fifth
District Courts of Appeal’s version of TrueFiling. Before you file any documents, you
will need to register for a TrueFiling account. Instructions for registering for an account
are available on CCAP’s website:
http://capcentral.org/procedures/truefiling/docs/truefiling_registration.pdf
These instructions provide basic information about filing documents in the Third and
Fifth District Courts of Appeal (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, page 13),
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 and Fifth DCAs. 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, counsel should read
the Third DCA’s Local Rule 5 (effective September 14, 2015, amended September
26, 2016), which addresses the new e-Filing requirements through the TrueFiling
system. The full text of the rule is available on the Court’s website:
http://www.courts.ca.gov/2974.htm.
Before filing any documents via TrueFiling in the Fifth DCA, counsel should read
the Fifth DCA’s Local Rule 8 (effective May 11, 2015), which addresses the new eFiling requirements through the TrueFiling system. The full text of the rule is
available on the Court’s website: http://www.courts.ca.gov/2997.htm.
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PRELIMINARY STEPS
Begin by logging into your TrueFiling account: https://www.truefiling.com/
After logging in, you should see the following page:

Preliminary Step 1: Sign Up for E-mail Notifications
TrueFiling gives users the option of signing up for various email notifications. It is very
important for attorneys to verify that they are signed up to receive any email notifications
regarding rejected filings and comments/messages from the Court.
Under Settings in the left-hand side menu, click on My Settings.
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You should be taken to the My Settings page. In the middle of the page, you will see
options for your email preferences:

In the beginning, you may wish to have all these email notifications sent to you while you
are learning the TrueFiling system. At the very least, make sure that you are signed
up to receive any email notifications that will alert you when a filing has been
rejected and when the court sends a comment/message for a filing.
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Preliminary Step 2: Make Sure You Have Set Up a Payment Account
Although appointed counsel will not need to pay the Court’s filing fees, counsel will still
need to pay TrueFiling’s convenience fees (this is true for all panel attorneys in all
Courts of Appeal that join TrueFiling). At this time, the TrueFiling convenience fee to
file a document is $7.50 (the cost will be higher if counsel is filing two or more
documents). Counsel may also pay an optional fee of $3.00 to have TrueFiling e-serve
the document. These fees are reimbursable on the panel attorney’s compensation claim.
For more information, see Technical Requirements for Using the TF Website,
http://capcentral.org/procedures/truefiling/tf_resources.asp.
Because appointed counsel is responsible for paying the TrueFiling convenience fees, a
TrueFiling payment account must be set up before documents are filed. Under Settings
in the left-hand side menu, click on Payment Accounts.

You should see a new page with the following information:

Click on Create New Account.
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You should see the following window:

Fill in the required information and click OK. Counsel may use a credit card, debit card,
or pre-paid card.
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Preliminary Step 3: Make Sure You Are Listed as an Attorney for Your Firm
Next, you want to make sure that you are listed as an attorney for your firm.

Under Settings in the left-hand side menu, click on Contacts & Attorneys. You should
be taken to the contacts and attorneys page. Make sure you are listed under the
Attorneys section:

If you are not, see if you are listed as Unclassified at the bottom of the page.

If you are listed in the unclassified section, follow the “Designating the Administrator as
an Attorney” instructions in CCAP’s TrueFiling registration instructions:
http://capcentral.org/procedures/truefiling/docs/truefiling_registration.pdf (pages 14-16).
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If you are not listed anywhere on the page, click Add New Attorney under the
Attorneys section.

You should see the following window:

Fill out the required information and click OK.
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FILING A DOCUMENT IN TRUEFILING
Begin on the eFile page. This is set as the default page that you see first when you login
to TrueFiling. It is under Main Pages in the left-hand side menu.

Click Search for an existing case.
Note:

If you are appointed counsel in a 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.

Once you select Search for an existing case, you should see the following screen. Make
sure the appropriate Court of Appeal is selected from the Court dropdown menu.
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Type your case number or name in the Case Search box. Click Search.

The case will be displayed in the middle of the page. Click on the case number, which is
a link. You should see the following page for the case:

You will likely see this message the first time you search for one of your cases in
TrueFiling:
The following contacts were added to this case by someone outside your firm.
However, the email addresses associated with the contacts are registered with your
firm and need to be linked to your TrueFiling Firm.
Verify that the email address listed for you is correct and click Link to Firm.
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If the e-mail 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 e-service address in our system.
We will give you further instructions when you contact us.
If your e-service e-mail address changes:
You will need to notify the Court by serving and filing a written change of email notice.
(See 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)
Notes regarding Case Contacts for the case:
(1)

You should see the Attorney General and CCAP listed as Case Contacts for
the case.

(2)

If the Attorney General and/or CCAP are missing from the Case Contacts
section of the Case Details page, you can add our eservice email addresses
by following CCAP’s instructions for Adding Attorneys, CCAP, and the
Attorney General to a Case in TrueFiling,
http://www.capcentral.org/procedures/truefiling/docs/add_contacts_to_case
_in_truefiling.pdf.

(3)

If appointed counsel is relying upon TrueFiling’s electronic service
function, counsel must ensure that all parties/entities that counsel wishes to
serve via TrueFiling are listed in the Case Contacts section on the Case
Details page in TrueFiling. This is the list that TrueFiling uses when it eserves documents. If a party/entity is not listed in this section, they will not
be served by TrueFiling (unless you go through some additional steps later
in the process). If a party/entity is required to be served and that
party/entity is not listed as a contact for the case in TrueFiling, appointed
counsel must serve the party or entity outside of TrueFiling, either directly
by email or by traditional mail service.

(4)

CCAP has received reports that contacts have disappeared from TrueFiling
between filings. The Fifth DCA is currently working with TrueFiling to
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resolve this issue. To avoid inadvertently missing service recipients,
counsel should ensure that all parties/entities that counsel wishes to serve
via TrueFiling are listed in the Case Contacts section on the Case Detail
page in TrueFiling every time a document is filed.
Once you have linked your e-mail address to your firm, the message should disappear.
Now click on Create New Bundle.
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The Create New Bundle window should appear:

Choose the Filing Attorney and Filing Option from the dropdown menus in the upper
right-hand side of the page. Under Filing Option, you will have the option to (1) File &
Serve the document, (2) File Only, or (3) Serve Only.

13

If you choose to have TrueFiling electronically serve the document, you will next need to
choose if there are any attorneys that you do not want to electronically service. You can
serve attorneys or contacts by checking the boxes next to their name:

When you are finished making your selections, click OK. You should see this window
next:
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You will see a message at the top of the page alerting you that the bundle has not been
submitted to the court. At the bottom of the page, you should see the following:

Type a Document Title. No specific title or naming convention is required by the court.
Next, choose the Filing Type from the dropdown menu. In this example, an appellant’s
reply brief is being filed:

Notes for documents that will be TrueFiled:
(1)

For more information on the Third and the Fifth DCAs’ new bookmarking
and pagination requirements, see CCAP’s TrueFiling resource webpage:
http://capcentral.org/procedures/truefiling/step_tf_guides.asp

(5)

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 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.
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For more information, including a list of accepted document formats, see
CCAP’s TrueFiling Website Resources webpage:
http://www.capcentral.org/procedures/truefiling/tf_resources.asp.
(6)

CCAP has created a sample Proof of Service to use for TrueFiling. It is
available on CCAP’s TrueFiling e-service webpage:
http://capcentral.org/procedures/truefiling/eservice_tf.asp. A Proof of
Service (POS) should be included at the end of the every document that it
TrueFiled. It should not be filed as a separate document.
For documents served using TrueFiling’s e-service function ($3 charge),
TrueFiling will generate a POS that both courts will accept as your POS.
Counsel will need to still attach a separate POS for those parties who
cannot be served via TrueFiling (e.g., your client). [Note: if you have a
document rejected because of improper service when you used TrueFiling
for service, comply with what the clerk tells you, but please report this to
Joanne at CCAP promptly, including a case number, so we can provide
appropriate feedback to the clerk administrator. The clerks are learning,
too!]

(7)

Under the Third DCA’s Local Rule 5(d) 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. An “/s/” is not required to
appear before the attorney’s or party’s printed name.
Please note, however, that counsel must maintain a printed form of certain
documents (including the proof of service, word count certificate, and
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).)

Once you have verified that your document complies with the California Rules of Court
and the Third DCA’s Local Rule 5 or the Fifth DCA’s Local Rule 8, click Browse and
upload your document to TrueFiling from your computer.
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You should see the following screen:

Select your Payment Account and click the Submit button that appears. You should
NOT request a fee waiver. (See page 5.)
When your document is ultimately filed, you should receive an email from TrueFiling.

17

RETRIEVING THE FILED COPY OF A DOCUMENT
Once you have been notified that a document has been filed, you can retrieve a datestamped copy of the document.
Login to TrueFiling and follow the steps above (pages 9-10) to go to the TrueFiling Case
Details page for the case.

Under Previous Bundles, click on the name of the document that you want a copy of.
The following Filing History window should pop up:

Click on the paperclip icon next to the filed document. You will now be able to
download a PDF copy of the filed, date-stamped document.
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Shortcut:
Under Main Pages in the left-hand side menu, click on My Recent Activity.

On the My Recent Activity Page, click on the document that you recently filed:
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You should see the following page:

Click on the document title of the document that you want to retrieve. The Filing History
window will open and you can download the filed, date-stamped copy of the document.
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RETRIEVING THE PROOF OF SERVICE FOR A DOCUMENT
If you have chosen to have TrueFiling e-serve your document, you can retrieve the
TrueFiling-generated POS by doing the following.
Login to TrueFiling and follow the steps above (pages 9-10) to go to the TrueFiling Case
Details page for the case.

Under Previous Bundles, click on the link with the case number and bundle number for
the document. You should see the following page:

Click on the Proof of Service link.
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You should see the following:

Click Received to download the proof of service that the Court of Appeal received when
the document was submitted for filing. Click Filed to download the proof of service that
was filed by the Court of Appeal.
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