How to Place a
Skip Trace Order

On the provided login page, type in your email, password and click on the "Login” button.
Please note: We recommend using any modern browser for the best experience

0 Once you are logged into the customer portal, click on ”Place an Order.”

Manage Cases

print anc

View Pending Orders P View Closed Orders

9 In the “What would you like us to do?” field, select “Skip Trace.”

What would you like us to do ? ( Select...

Select...

eFiling

Court Filing

Process Serving
Document Retrieval
Courtesy Copy Delivery
Secretary of State Filing
County Recording

N

9 Type the name and indicate the gender of the person you want to locate.

Enter infarmation of party or witness 1o locate:

Mame™ Gendar Do
|darmes Witk # Maly_© Fomabe [MMDOYYYY |
Last Known Address.

Address Type” Address”
Salect = | Adaress ity ca [=] 2p & |
Sedect
Busirehss (Mams| Please include any phone numbers andior descriptiors.
Unknewn
oot

Provide the last known address and any additional information in the “Special Instructions”
field box e.g. Social Security number, Driver’s License number, maiden name, etc.

Click on “Next.”
Last Known Address
Address Type® Address®
[setoct 123 Any St Anywhore, CA 91766 S|
[setoct = [ Address City CI0ED @ |

Special Instructions: Ploarser include any phone numbers andior descriptions:
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e Enter in the Case Number and select the State, County and Jurisdiction of your case.

Click on “Next.”
Case Number: CW1233320
State: California
County: Select .
|
Kamn
wPrevious | Next Kings

When the Add Party box appears, click on the “Add Party” button. Provide the name of
the party involved, their role, and if they are your client.

Click to add Party(s) if not listed below: Add Party(s)

Lead Client

Shnw entries.

Name Role
There are no Case Participants entered

Showing 0 to 0 of 0 entries

First Previous Next Last

« Previous Next Save As Draft

E If you select “Yes” to indicate that this is your client, a “Billing Code” may be required to proceed.
The “Billing Code” is your firm’s internal, billing, or client matter number code on a particular case.

e A court document must be uploaded to prove that there is a case.
A legitimate reason must exist as to why a skiptrace on an individual is being conducted.

To upload your documents, type in the name of the Document Title in the field box.

You may search for your Document Title by entering in Keywords. Click on the “Attach File”
button and double click on the document to be uploaded.

@ Upload © Fax (@ Existing Documents

Type the Document Title using: © Starts with @ Contains
Document Title: Summons|

Amended Summons

Court defined Document Titles
Attach File...

Order to Serve Summons by Posting
[Summnns ]
Summens and CT | D
Summens on Cross’ nt
Summans on Unlawful Detainer
Summeons-Federal

« Previous

Summons - Family Law
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Each document is recommended to be uploaded individually. Please repeat the process
as many times as you need until all your documents are uploaded, e.g., Summons,
Complaint, Cover Sheet, Proof of Service, etc. (You may also enter your own document title

by typing in the title and hitting “Enter.”)

Click “Next.”

# Upload ) Existing Documents

Tigge thee Diocarnent Tithe wsing: 8 Starts with - © Containg ot
Document Title: Enter frae-form e or chose fram the list below, then click Attach File.

Tite

(2pages) bl
Cormplaint (73
|l Casa Cover Sheat (1 pags) B

« Previous Next Save As Daft

)

@ Verify that the last known address information is correct.

H [13 ”
Click “Next.

Jamaes Williams - Male
LLast Known Address

Address Type* Address®
|Rusidunce 123 Ay St Arrywhere. CA, 91766 S x|
| Sedect.. = | Address Chy cA =] & |
Special . Please include any pone Mumbers andior descriptions.
«Provious || Mext Save As Draft
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B The system will automatically select a service level.

~ When would you like this completed?

'® Complete Thursday by 10:00 PM (Two Day) *

* The Service tmes displayed are only an estimate based on the information provided.
If you need your order processed sooner than the times listed above, please call us

Anotice will appear informing you of when the skip trace order will be dispatched.
You may indicate who needs to be notified regarding this service.

When you are ready to place the order, click on the “Submit” button and you will receive
a Confirmation email.

Your skip 10 our i on the NEXT BUSINESS DAY.
Check box of person(s) y 1o natify of up
) Jonathan il I alcarlo castanar =
"I Daniel Flores I Pricilla Blanco
[ Bill Davidhoiser ] Suresh Pandrhally
I Reose Tobey Ul Teresa Guardado
«Previous | Submil Save As Dralt

An order number will appear to confirm that the order was placed.
You may click on the “Print Confirmation” button to have a record of your order.

Thank you for your order(s)

Your ordes numbers). 1042552 123 Any 5t Amywhere, CA 91768

You can prind the Crder Confirmation andfor Routing Pages by clicking the appropriati Print bulton Case Mumber: CV12345670
I you would Bke Rurther assistance, please contacd our Custamer Suppart .Iu!sdl-'ulr‘m l.ns:i»we:m-an_mmn&

Print Conflrmartion(s) Back to Manage Cases ‘aman mmw.m‘:amq
Summeons (2 pages)
Complaint (23 )
Civil mcw“goo!tl ]
Order Datass:
oty
Jonatnan Nl
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