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INSTRUCTIONS FOR REGISTERING 

FOR A TRUEFILING™ ACCOUNT 

 
INTRODUCTION 
 

These instructions show how to register for a TrueFiling account.  CCAP will provide 

further instructions about how to file documents in a case when TrueFiling launches for 

criminal and juvenile appeals, which is currently planned for March 16, 2015.  

 

Once you have registered for TrueFiling, you will have access to comprehensive user 

guides (see below) created by TrueFiling.  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 Fifth District Court 

of Appeal (Fifth DCA).  If CCAP becomes aware of significant differences, we will 

create specific instructions for the Fifth DCA’s system.    
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NOTE FOR PANEL ATTORNEYS WHO ALSO PRACTICE IN THE FIRST 

DISTRICT COURT OF APPEAL 

 
If you have already registered for TrueFiling in the First District Court of Appeal, 

DO NOT register again.  You will be able to add the Fifth DCA to your existing 

TrueFiling account (see “Adding the Fifth District as a Favorite Court—For Panel 

Attorneys Who Practice in the First District” below).  

 

 

NOTE FOR PANEL ATTORNEYS WHO ARE PART OF A LAW FIRM 

 
The law firm will only register for TrueFiling one time.  Once one person 

registers, he or she can invite the other attorneys in the firm to join. 

 

 

CREATING A TRUEFILING ACCOUNT 
 

The person who registers for the TrueFiling account will become the account 

administrator.  (Other attorneys can also be designated as administrators later.) 

You will need at least one administrator.  If you are part of a law firm with more 

than one attorney, you may want two administrators in case the first administrator 

ever goes on vacation, or is away from the office.  But only one person from the 

firm will need to sign up.  The administrator will create the firm and invite other 

attorneys and support staff to join.  In addition to creating the account, 

administrators are responsible for the following: 

 

 Inviting / managing Login Users 

 Managing court favorites  

 Managing payment accounts 

 Managing firm settings   

 

To register, you will need a valid email address (this will be your username).   

 

Note: When panel attorneys register as an administrator or are invited to 

join by the administrator, the e-mail address that the panel attorney 
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previously provided to the Fifth DCA for e-filing should be used.  If 

you would like to use a different e-mail address for TrueFiling, you 

will need to notify the court regarding the e-mail address change.  

(See Ct. App., Fifth Dist., Local Rules, rule 8(a) Electronic Filing; 

Cal. Rules of Court, rules 8.32, 8.76(a)(5).)  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 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 then click the red button 

“CREATE AN ACCOUNT”: mail.google.com/mail/signup    

 For Yahoo type in the link and then click the yellow button 

“Create New Account”: 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!) 

     

http://www.capcentral.org/procedures/case_manag/docs/Panel_email_election_form.pdf
http://www.capcentral.org/procedures/case_manag/docs/Panel_email_election_form.pdf
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Once you are ready, go to the TrueFiling website: https://www.truefiling.com 

 

You should see the following screen when you click on the link above.  In the 

upper right-hand corner, click on Sign Up. 

 

 

https://www.truefiling.com/
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You should see this screen: 

 

 
 

If you or your law firm have not previously registered for TrueFiling, select 

Option 2: Firm is not currently enrolled.  Click the link under this heading. 

 

Note: DO NOT register again if you already have a TrueFiling 

account, or if your law firm has already registered. If you are 

not sure, follow the steps outlined in Option 3: Not Sure. 
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You should see the following screen: 

 
 

Enter the email address that you want to use for your TrueFiling account.  (See note 

above addressing e-mail addresses.)   

 

Next, create a password.  Note that the password must include at least 7 

letters/numbers and a special character. 

 

Click Create Account.  



8 

 

 

You should see the following screen: 

 

 
 

As the screen states, you will need to activate your TrueFiling account through the 

email address you provided when signing up.  You should receive the following 

email from TrueFiling (truefilingadmin@truefiling.com): 

 

 
 

Click on the blue lettering “this link” or cut and paste the link provided into your 

web browser. 

mailto:truefilingadmin@truefiling.com
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If you do not receive the email, check your spam folder.  Make sure that your 

email filter allows email from truefilingadmin@truefiling.com.  

 

Once you go to the link in the email, you should see the following screen: 

 

 
 

Choose your Law Firm Name and type it into the space provided (this can be 

edited later if necessary).  This is the name used during e-service and should be the 

same name used on the law firm’s letterhead.   

 

Next, type in the password you created.  When you finish, click Create Firm Site. 

 

mailto:truefilingadmin@truefiling.com
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Next, you will see the user agreement:   

 

 
 

Review the agreement and, if you agree, select I accept the terms in the License 

Agreement.   

 

Note:  You will not be able to use the TrueFiling system unless you accept 

the terms of the License Agreement.   

 

Then click OK.  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. 
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Firm Settings 

 

Next, you will see the Firm Settings page. 

 
You will want to fill out or select the following: 

 

Time Zone 

Note that “Eastern Time” is the default time zone.  You will need to change this to 

“Pacific Time” in the drop-down menu, unless you are in a different time zone and 

would prefer to list that one. Regardless, filings will always be stamped according 

to the time zone of the court you file in. 

 

Notification Email 

This is the email address that will receive notifications for everything that occurs 

in TrueFiling.  You may consider setting up a generic email to receive all the 

notifications.  

 

Servicing Email 

This is the email address that will receive a copy of all servicing notifications sent 

to contacts within the firm.  This email does not receive copies of the servicing 

notification when you are served from a different party, or the court.  TrueFiling 
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also recommends using an email other than your personal email for the “servicing 

email.” 

 

 
 

Payment Account Sharing 

Select “Shared” if all users will share payment accounts.  Select “Not Shared” if 

each user must enter his or her own payment information.  

 

Matter Number 

This is for your internal billing.  Choose Yes if you would like to make the Client 

Matter Number required when filing a document.  For example, this may be 

helpful to keep track of filing expenses for claim purposes. 

 

Main Office Address 

Enter your office address here. 

 

When you are finished entering the above information, click Save Settings. 

 

You should see the following notice at the top of the page: 
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TRUEFILING USER GUIDES AND OTHER RESOURCES 
 

TrueFiling provides a number of resources.  On the left-hand side of the page, you can 

find the following: 

 

 Quick Start Guide 

 User Guide 

 Admin Guide 

 FAQ 

 Court Information 

 

The guides are PDF files that can be downloaded and saved. 
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There is also a link to the TrueFiling training videos available on YouTube. 

 

DESIGNATING THE ADMINISTRATOR AS AN ATTORNEY 

 
If the person who registered for TrueFiling is a panel attorney (and not a non- 

attorney employee), you will want to designate the administrator as an attorney. 

Click on Contacts and Attorneys on the left-hand side menu under Settings to 

designate the administrator as an attorney in your TrueFiling account. 

 

 
 

You should see the following screen: 

 

 
 

Under Unclassified, you will see the administrator account that you just created.  

If the person who created the TrueFiling account is a panel attorney who will be 
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filing documents in the Fifth DCA, you will need to designate this person as an 

attorney. 

 

Click on the gray box with the email address: 

 
 

You will see the following screen: 
 

 

Fill out the required information, and any additional information you wish to add.  

Under Role, choose Attorney from the dropdown menu.  Under Attorney 
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Number, provide your California State Bar number, and under State Issued, 

choose California from the dropdown menu.  

 

Note that you will not need to check the boxes Allow this person to login and 

submit filings and Allow this person to be a firm administrator.  These boxes 

are automatically checked and cannot be modified.  

 

You will also need to check the box in the lower righ-hand corner, which states the 

following: 

 

By checking this box, you acknowledge that the entity you are 

creating/modifying is not opposing counsel and is instead a person 

associated with you or your law firm. This box must be checked before you 

can click the OK button to complete the process. 

 

After you check this box, click OK. 

 

The administrator should now appear under Attorneys on the Contacts & 

Attorneys page:  

 

 
 

The TrueFiling user guides discussed above provide detailed information on 

adding other attorneys and support staff to your account.   
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ADDING THE FIFTH DISTRICT COURT OF APPEAL AS A FAVORITE 

COURT 
 

To add the Fifth DCA as a favorite court, click on Case Search on the left-hand 

side menu under Main Pages: 
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The following screen should appear:  

 

 

 

Next to CA 5th District Court of Appeal, click Add To Favorites. 

 

Add To Favorites should change to Remove From Favorites: 

 

 

 

Click Close to exit.  The Fifth DCA should now be listed as a favorite court. 
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ADDING THE FIFTH DISTRICT COURT OF APPEAL AS A FAVORITE 

COURT—FOR PANEL ATTORNEYS WHO PRACTICE IN THE FIRST 

DISTRICT 
 

To add the Fifth DCA as a favorite court, click on Case Search on the left-hand 

side menu under Main Pages: 
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You should see the following screen: 

 

  

Click on Court Lookup. 

 

The following screen should appear:  

 

 
 

Next to CA 5th District Court of Appeal, click Add To Favorites. 
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Add To Favorites should change to Remove From Favorites: 

 

 

 

Click Close to exit.  The Fifth DCA should now be listed as a favorite court. 


