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Cmsosorr SHERIFF

E-Services Filing User Guide

Home Page

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.
Civil Bureau Click here for the Civil Bureau home page.

Welcome

Forgot sword?
Register User

| Conditions of U
ite Portal, Teleos:

Welcome to the County Sheriff E-Services Portal!

In order to use the E-Filing capabilities of the E-Services site, you must login as a registered user. If you have not

yet Registered, please see the Registration User Guide (accessible under the Help menu) for instructions on how
to register.

If you are an existing user, please login with your Username and Password using the form on the right side of the
page.
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My Filings Page

CALIFORNIA COUNTY SHERIFF'S DEPARTMENT CIVIL DIVISION §
Welcome, Karissa | # Home Fere  Bhue O cmo)

My Filings

Filing Date Filing Order Number Status Amount Pending Accepted Rejected Resubmitted

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

Privacy Policy | Conditions of Use | Accessibility Policy

A®© Countysuite Portal, Teleosoft, Inc.

This page will show the history of all the Filing Orders that you have submitted (filtered by the selected date range
in the upper-left corner of the list).

Each Order will include the date it was Filed, the Order Number, and the current Status of the Order. This status
can be PENDING (meaning that it has not yet been reviewed by the Sheriff’s Office), ACCEPTED (meaning that it
has been reviewed and approved by the Sheriff’s Office), REJECTED (meaning that it has been reviewed and
rejected by the Sheriff’s Office), or RESUBMITTED (meaning that you have resubmitted a rejected order).

Since each Order can include multiple Filings (see the Shopping Cart section below for more details), columns are
included to let you know which Filings were Accepted and which were Rejected. The Amount column will show
the total fee that will be charged. If some filings are Rejected, this 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 page which shows each of the
Filings within the Order, and all the details for that Filing (Case Number, Case Title, Service(s), Attached
Documents) including whether or not the Filing is still PENDING review, or if it has been ACCEPTED or REJECTED.
See the Order Details section below for more information.

© 2022, Teleosoft, Inc., All Rights Reserved
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Order Details Page

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

My Filings
Pact 30 Days v
Filing Order Number
7/9/2021 021000019 PENDING $148.492 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 button on the My Filings page, 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 status of each Filing (PENDING, ACCEPTED, REJECTED, or
RESUBMITTED). The total cost of the Order is shown below the list of Filings. The 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 Filing will show all the Services included in that Filing (along with the cost, or whether a waiver has
been filed). The Service Documents and Waiver Documents are available for each Service, along with any
documents that apply to the entire Filing (like Instructions, or a Writ, or other supporting documentation).

v FP21000021 21DV02325 Isabella Wolfe vs Jonathan Wolfe REJECTED 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 upper-right corner of the Filing will show a PDF document link (red button)
that contains the reasons the filing was rejected, and generally what needs to be corrected in order to allow the
Filing to be accepted. Next to that button is an icon that will allow you to RE-SUBMIT the Filing again. Clicking this
button will pre-load the Submit Sheriff Filing page with all the information that was entered originally (including
attachments), and you will have the opportunity to re-add this Filing (after making corrections) to your current
Shopping Cart. The RE-SUBMIT button only remains active for 14 days. Additionally, once a Filing has been re-
submitted, the button is also disabled.

v FP21000021 21DV02325 Isabella Wolfe vs Jonathan Wolfe REJECTED T B

© 2022, Teleosoft, Inc., All Rights Reserved
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Submit Sheriff Filing Page

j CALIFORNIA COUNTY SHERIFF'S DEPARTMENT CIVIL DIVISION ¢

We,mrss ‘ # Home Account~  Help~ = 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
Cee el e e e e T eer 7]
Services Total $0.00

Accessibility Policy

This page allows you to submit a new Filing to the Sheriff’s Office.

1. The Date Submitted is automatically set to the current day and cannot be changed.

2. Enter the 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 entering, you will see them listed in the type-ahead
search results. Selecting one of the items from the list will fill in the Case Title information and 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 type-ahead list will also show any Files that are already associated with the Court Case, and you
should choose one of those Files, if your desire is to add Services to an existing File Number. A File
Number can also be chosen from the File Number dropdown list as well, or by default, the choice is to
“Create a new File” with what is being filed.

© 2022, Teleosoft, Inc., All Rights Reserved



- -

m’é CountySuite™ Portal Filing User Guide Page 5 0of 17

4.

If during registration you chose to register as a Requestor, and that Requestor registration has been
approved, your name will automatically be selected as the Requestor. If not, the default is to choose
“Self.”

NOTE TO INDIVIDUALS:

If you are filing as an individual, and your attorney is in the dropdown list, then you should select that
attorney from the Requestor dropdown. If they are not in the list, you may want to ask them to Register
as a Requestor so that you can select them in the future.

NOTE TO ATTORNEYS:

If you are filing as an individual attorney, but the attorney 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 Register the firm as a Requestor so that you can select them in the future.

NOTE TO REGISTERED PROCESS SERVERS (RPS):

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

Next enter the Service information. The first dropdown (Filter Category) allows you to reduce the list of
Service Categories based on certain groupings (like Evictions, Summons, EWO, etc.) Once you have filtered
the list, select the desired Service Category from the list.

Y Service Information

Filter Category Quantity
Temporary Restraining Order e 1 [ Notarize
Service Category Waiver

< Select Service Category i < Select Waiver > -
< Select Service Category >
e | e | Dok | Ao |

Notice of Hearing and TRO (Harassment)
Restraining Order After Hearing (Workplace)
| Restraining Order After Hearing (Elder)

Services Total $0.00

Restraining Order After Hearing (DV)

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 filing a Waiver 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:

e No waiver — Keep selection on “Select Waiver”.
e Restraining Order for Domestic Violence — Choose Waiver Bill Court
e Restraining Order for Civil Harassment with court ruled waiver within the Restraining Order
document — Choose Waiver Bill Court
e If you have a Court Ordered Fee Waiver (i.e., FW-002, FW-003, or FW-008) — Choose Waiver
Recoverable, then click Upload Waiver Document to 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 necessary documents 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 added. See next page for how to upload the
instructions document.

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

4 Service Information

Filter Category Quantity E
Temporary Restraining Order - 1 [ Notarize
Service Category Waiver
Restraining Order After Hearing (DV) A Waiver - Bill Courts -
| sevice | Quuntity | waber | NomyFee | e | Depost | amoumt | |
Services Total $0.00

© 2022, Teleosoft, Inc., All Rights Reserved
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10. You can add as many Services as necessary to your Filing, as long as they all will belong to the same File
(same court case number). Just re-select 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 all Services have been added, click the Upload Instructions / Writ / Other Documents button to
upload the additional necessary documents. This button will launch a dialog showing all of the required
documents that must be uploaded, along with the option to attach any additional (optional) documents
that you would like to include with your Filing.

NOTE: The original Writ and Instructions must be maintained by you, and immediately forwarded to the
Levying Office upon request. Please be sure the Instructions are signed 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

(o]

© 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 e 1 O Notarize
Service Category Waiver

Add Servi
< Select Service Category > hd < Select Waiver = =

I ™ T T R

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 be reset, and you can continue to add another Filing (if desired). Otherwise, click on
the shopping cart icon in the menu at the top-right of the page to view the current Shopping Cart.

Welcome, Tsabella ‘ & Home Account-  Help - m Cart(1)

Submit Sheriff Filing

Filing has been successfully added to your cart.
You now have 1 Filings in your Cart, out of 2 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
= Who are you filing on behalf of? Entity/Company/Firm who has signed the
< Select > e < Create New File > - instructions for service or for levies is located in the top box on the writ?
V¥ Service Information

Filter Category Quantity

< Select Category > - 1 O Notarize
Service Category Waiver

. S
[ sevice L ovniy | | womre | e | oot | s | |
Services Total £0.00

© 2022, Teleosoft, Inc., All Rights Reserved
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14.  Click on your Shopping Cart in the upper right corner of the page.

Welcome, Isabella # Home Account-  Help - Cart(1)

Shopping Cart

New Sheriff Fing

v FP21000021 21DV02325

Isabella Wolfe vs Jonathan Wolfe

- Temporary Restraining Order

Restraining Order After Hearing (DV) Waiver - Bil Courts $0.00

Summons and Pefition 540.00

£40.00
5195
50.10
542,05

Choose your method of payment [ ]

Print Order | Submit Order

cessibilty Policy

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 your Shopping Cart.

The icons in the upper-right 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).

The “Print Order” button will create a printable 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 Account will show in the dropdown). Click on Submit Order to
send the information to the Sheriff’'s Office for review.

choose your method of payment | v

Print Order || Submit Order |

MasterCard ending in 9711

© 2022, Teleosoft, Inc., All Rights Reserved
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16. Before the information is submitted, a dialog will display a summary of your Order costs, along with Terms

& Conditions that you must agree to. Clicking Accept will send the Order to the internal Filing Approval

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 submitted, you will be returned to the My Filings page, with an indication that the Order was submitted
successfully (and you will be able to see the new entry in the list of Filing Orders). You can click on the New Sheriff

Filing button to start another Filing process, or 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 Rejected
7/9/2021 021000019 PENDING £148.42 1 1] 1} 1]
7/9/2021 021000018 PENDING £42.05 1 1] 0 1]

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

As mentioned above in the Order Details Page section, a REJECTED Filing can 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 grid and re-added
(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 the error).

Welcome, Isabella ‘ & Home

Account~ Help ~ = Cart (0)

Resubmit Sheriff Filing

¥ Enter New File Information

Date Submitted

07/09/2021

Court Case Number

21DV02325

Requestor ~

< Select >

File Number

- < Create New File >

¥ Case Information

Case Title Plaintiff Case Title Defendant

Isabella Wolfe Jonathan Wolfe

* 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 Category > - 1 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 @
Summens and Petition 1 $0.00 $40.00 $40.00 @

Services Total $40.00

& Upload Instructions/Writ/Other Documents (1)

Once all corrections have been made, click the Resubmit button to add this information to your currently active

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

Add to Cart

Are you sure that all corrected documents have been uploaded?

 ves Jf Mo |

Click on your Shopping Cart and follow step numbers 15-16 above on page 9.

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

Upon submitting a Filing, you will receive an e-mail indicating that your Order was received, along with the
specific Files and Services that were added to that Order. NOTE: The E-Filing e-mail notifications will always come
from your local sheriff’s county mailbox. For example: noreply@solanocounty.com.

E-FILING ORDER # 022000003 (SUBMITTED)
i Yy €5 Reply | %3 Reply All » Forward (71
N 022 542
o O Rarsserie Tue 6/14/2022 9:42 PM

@ 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 to re-submit your filing).

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 the error).

E-FILING ORDER # 022000003 (ITEM REJECTION)
“ 4 A 3
N ) Reply | % Reply All | —> Forward | | K
A To O Hizrirse-Esie Tue 6/14/2022 8:49 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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Once the Order has been completely processed by the Sheriff’s Office, you will receive an email with complete
details for each 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 %5 Reply All > Forward wes
N noreply@solanocounty.com < € Reply € Reply rwar &
Ortehrries 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.

© 2022, Teleosoft, Inc., All Rights Reserved
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Status of Your Filing(s)

The external user can also view the status of their filings by logging into the E-Services Portal and going to the My
Filings page.

CIVIL DIVISION
Welcome, Klarissa ] # Home Account~  Help~ & Cart(0)
My Filings
Filing Date Filing Order Number Amount Pending Rejected Resubmitted
7/8/2021 021000002 COMPLETE $148.42 0 i 1 0 View
7/8/2021 021000001 PENDING $148.42 1 0 0 0 View

Privacy Policy | Conditions of Use | Accessibility Policy

A® CountySuite Portal, Teleosoft, Inc.

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

Welcome, Isabella ‘ # Home Accounts  Help~  w Cart(1)

Order # 021000018

9 FP21000021 21DV02325 Isabella Wolfe vs Jonathan Wolfe RESUBMITIED T B

Sub-Total
Total $0.00

o
1=
S

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

v FP21000002 21DV032532 William Turner vs Cassandra Turner
“ Temporary Restraining Order
Instruction Documents Service Name Waiver Name Amount
Rejected Filing Instructions )
D - DV (5) Waiver - Bill Courts $0.00

© 2022, Teleosoft, Inc., All Rights Reserved
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Reactivate a User on the E-Portal

If you already have registered in the E-Services Portal but are unable to access your account, please call or e-mail
the County Sheriff’s Civil Office. The Civil Office can help you reset your activity status so you can use the site
again.

© 2022, Teleosoft, Inc., All Rights Reserved
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Internet Explorer Not Supported

Internet Explorer is no longer supported by Microsoft effective June 15, 2022. If a public user tries to access the

Portal using Internet Explorer, they will receive a message that this browser is no longer supported, and they
should use a different browser.

E-Services Portal

Unsupported Browser

The E-Services Portal does not support internet Explorer. Please open this page In a newer browser

To learn how to set your default browser dick one of the following links: Windows | Mac

1f 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 Oick here for up-to-date information on a file you currently have open in our office.

ik here for the Civil Burea home page.

Welcome

Forgot Password?
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