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Instructions for Registering for a TrueFiling™
Account for CCAP Panel Attorneys
INTRODUCTION
These instructions show how to register for a TrueFiling account. Once you have
registered for TrueFiling, you will have access to comprehensive user guides created
by TrueFiling (see below for instructions on accessing these guides). Because
TrueFiling has created its own user guides, these instructions will focus on how to
get started and access the user guides. 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 District Court of Appeal (Third DCA) and the
Fifth District Court of Appeal (Fifth DCA). If CCAP becomes aware of significant
differences, we will create specific instructions for the Third DCA and Fifth DCA.

NOTE FOR PANEL ATTORNEYS WHO HAVE A TRUEFILING 2.5
ACCOUNT
If you have already registered for TrueFiling 2.5, you should be able to log into
TrueFiling 3.0 using your same user ID and credentials from TrueFiling 2.5 (if your
login information is not working in TrueFiling 3.0, try resetting your password by
clicking the “Forgot password” link). Once you log in you will be required to reset
your password and add your payment information.

CREATING A TRUEFILING ACCOUNT
If you have not already registered for TrueFiling 2.5, you will need to register for
TrueFiling 3.0.
When you register, make sure you use the email address that you designated for
eservice/e-Filing with CCAP.
If you would like to use a different email address for TrueFiling, you will need to
notify the court regarding the email address change. (See Cal. Rules of Court, rules
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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.) You will also
need to inform CCAP:
http://www.capcentral.org/procedures/case_manag/docs/Panel_email_election_for
m.pdf (see section 3, e-mail for e-filing use)
If you would like to set up a new email address for TrueFiling, both Gmail and Yahoo
provide a free email service.
 For Gmail type in the link and follow the directions to create
an account: mail.google.com/mail/signup
 For Yahoo type in the link and then click the Sign Up button
in the upper right-hand side: mail.yahoo.com/
 For a separate second email address with your current email
provider (such as AOL, ATT, Comcast, etc.), please contact
your email provider directly and follow their instructions.
(Be sure to inquire whether there is a charge for this
service!)
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Once you are ready to register for TrueFiling 3.0, go to the registration webpage:
https://tf3.truefiling.com/register.

Fill in the required information. If you are registering for yourself as a panel attorney,
check the box next to I’m an attorney in one or more States.
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This will show additional information that you must provide:

Select California from the dropdown menu and add your bar number.
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Click Sign Up when you are finished.
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You should see the following message:

You should receive a confirmation email from TrueFiling (info@truefiling.com) (if you
do not receive the email, check your spam folder):

Click Confirm now in the email.
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The link should take you to a TrueFiling webpage with the following message:

Click the Click here to Log in link. You should see the login page:

Enter your login information and click Log in.
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Next, you should see the TrueFiling User Agreement:

Review the agreement and, if you agree, check the box next to I have read this End
User License Agreement. (If you want a copy of the user agreement for your records,
you will need to copy and paste it into another document and save it.)
Note:

You will not be able to use the TrueFiling system unless you accept
the terms of the License Agreement.

Once you check the box, an I Accept button will appear. Click the button if you
accept the agreement.
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You should now have access to TrueFiling 3.0:

TRUEFILING USER GUIDES AND OTHER RESOURCES
TrueFiling provides a number of resources. After you log into TrueFiling 3.0, there is
a Resources section on the left-hand side of the page:
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When you click on Help / Support you should see the following (it may not look
exactly like this screenshot depending on how large your monitor is):

To access TrueFiling guides and videos, click on the the three lines at the top of the
page. You should see the following menu:

11

Created 5/29/2019
Click the plus sign to expand a section:

Once you expand the TrueFiling Guides section, you can access the Quick Start
Guide and the User Guide.
You will also have access to Answers to Common Filer Questions.
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Once you expand the TrueFiling Videos section, you can access the training videos:
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If you want to enter a search term, click on the magnifying glass on the left-hand side
and a search box will open:

ADDING/MANAGING PAYMENT ACCOUNTS
As part of your TrueFiling 3.0 account set up, you will need to add 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 in the Third DCA and the
Fifth DCA. 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 TrueFiling—Expense (Court e-filing/e-service fees) in the Statewide
Claims Manual, https://www.capcentral.org/claims/statewide_claims_manual.pdf
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and Court eFiling/eService Fees (“TrueFiling”) in CCAP’s Line-by-Line Guide for What
Goes Where on the Claim Form,
https://www.capcentral.org/claims/tips/docs/line_by_line_guide.pdf.
Because appointed counsel is responsible for paying the TrueFiling convenience fees,
a TrueFiling payment account must be set up before documents are filed. For
instructions on how to do this, see TrueFiling’s User Guide (see above for how to
access this document). There is a section entitled “Manage your Payment
Accounts.”
There is also a TrueFiling training video on how to manage your payment accounts
(see above for how to access the training videos):
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MANAGING YOUR CONNECTION NETWORK
Instead of having a TrueFiling account for a law firm to connect attorneys and staff
working together in the same firm, TrueFiling 3.0 has the “Connections” feature.
TrueFiling connections 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.
IMPORTANT NOTE:

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 (see above for how to access this
document). There is a section entitled “TrueFiling Connections.”
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There is also a TrueFiling training video on how to manage your connection network
(see above for how to access the training videos):

NOTIFICATION SETTINGS
TrueFiling gives users the option of signing up for various email notifications. You
can choose to be notified via text message and/or email about your filing’s status,
when changes are made to your password, or when changes are made to your
payment accounts. It is very important for attorneys to verify that they are signed
up to receive any email notifications regarding rejected filings.
For instructions on how to set your notifications, see TrueFiling’s User Guide (see
above for how to access this document). There is a section entitled “Specify your
Notification Settings.”
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There is also a TrueFiling training video on how to manage your notification settings
(see above for how to access the training videos):
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