
v.2

From your Case Anywhere account, click the “E-file” link located at the top of 
the page. For LA Superior Court cases hosted on Case Anywhere, you can also 
click the “File Documents” link under the Documents section of the Case Menu 
page. Alternatively, you can visit https://caseanywhere.legalconnect.com.

You will then be redirected to Case Anywhere’s e-filing module log-in screen.

Please Note: This login is not the same as your Case Anywhere general  
login. You will need to create a new account for e-filing by clicking the  
“New User?” link.

E-filing User Guide: Los Angeles Superior Court
Section One: Creating a New Case Anywhere E-filing Account
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You will now be presented with the Account Registration wizard. Be sure the 
“Create a New Account” option is selected. This initial User Information will 
be used to create the Administrator account for your firm. Administrators can 
always be added/removed/reassigned at a later time, so feel free to use your 
information even if you will not ultimately be the firm administrator. Please keep 
your password in a safe place.

Please Note: If your firm has already created an account, ask your firm  
administrator to add you as a user to your firm’s account (see Section Two of  
this guide). If you do not know if your firm has already created an account, or  
the name of your firm’s administrator, please contact Case Anywhere at  
(800) 884-3163 or efiling@caseanywhere.com.

Please Note: If you are an attorney, check the box next to “Attorney?” and 
enter your State Bar number. If you are not an attorney, you will need to add an 
attorney to your firm’s e-filing account before you can e-file a document.  
We will cover adding additional users later in this guide.
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Next, enter your firm’s Account Information. This information is applied to all 
documents filed under this account. In the “Account Name” field, please list  
your organization. If your firm requires a billing code on its invoices and you  
select “Yes” on this screen, you will be prompted to enter the billing code prior 
to completing an e-filing transaction.

Please Note: Only one credit card can be assigned to an account. If, for example, 
your firm has multiple locations and each location uses a different credit card, you 
may need to create an account for each location.

When entering your address on the previous step, the wizard will verify the  
address and may require that you enter additional information.
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Next, enter your firm’s Payment Information, which will be used to pay all fees 
associated with the electronic filing of your document. You have two options 
for Payment Type.  Choose either ACH/Debit or Credit Card and complete the 
required information.  After you’ve read our Terms of Service, please check the 
box next to “I Agree to Case Anywhere LLC’s Terms of Service” to accept our 
terms. Once the box is checked, the FINISH button will appear. Click FINISH.

You will now receive a confirmation email which contains your login email and 
your firm’s account number. To log in, use the login email and password created 
when completing the account registration wizard.

This concludes Section One: Creating a New Case Anywhere E-filing Account
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You will need to add at least one attorney to your firm’s Case Anywhere E-Filing 
Account before you can e-file with the court. If you are an attorney and set up 
your firm’s account, please skip to Section Three: E-Filing a Document in an 
Existing Case if no other members of your organization need to be added at 
this time. Otherwise, please proceed below.

Log in to your Case Anywhere E-Filing Account using the login email and 
password created when completing the account registration wizard. You’ll then 
be presented with the Dashboard. Click on the My Profile link in the top right 
corner of the page.

Click on “User Settings”, then click on “Create New User”

Section Two: Adding Users to your Existing Case Anywhere E-Filing Account
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Next, enter the new user’s information. Assign a temporary password to the user. 
Click Save. 

Please Note: You are required to provide the user with a temporary password,  
as the system will not provide it to them. The password must be at least 8  
characters with at least one uppercase and one lowercase letter. The user will be 
able to change their password after logging in with their temporary password. 

Please Note: The “Role” of a user is either Staff or Administrator. A Staff user can 
only make changes to their own user profile, whereas an Administrator user can 
make changes to the firm’s account, billing information and the profiles of any 
users within that account.

Please Note: The options referenced in the “Default View” table affect how  
information is displayed on the Dashboard for this user. The information  
included in the tables can be left in their default state. 

Please Note: Be sure to check the “Notification” check box if you wish for this 
user to receive status updates from us regarding court filings.
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After clicking Save, the new user will receive an email containing their login email.

To add additional users to your firm’s Case Anywhere E-Filing Account, simply 
repeat Step Two for each user as necessary.

This concludes Section Two: Adding Users to your Existing Case Anywhere  
E-Filing Account
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Section Three: E-Filing a Document in an Existing Case

The below instructions will guide you through e-filing a document in a case 
which has already been filed with the Los Angeles Superior Court. For  
instructions on initiating a new case in the Los Angeles Superior Court, please 
proceed to Section Four: Initiating a New Case.

From the Dashboard, click “Place an Order”

You should now find yourself on the Order Info tab. From here, select Los Angeles 
from the drop-down menu, select “Subsequent Filing”, then click Next.

Please Note: The “Additional Order Information” fields are legacy fields that 
can be left in the default “No” position. We have been informed that these fields 
will be removed in the future.

Please Note: If after clicking “Next” you receive an error message indicating an 
eFileCA verification failure, this means that no attorney has been associated with 
your account. Please review Section Two: Adding Users to your Existing Case 
Anywhere E-Filing Account to resolve this error.
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On the Case Info tab, select the appropriate Case Category and Search Type and 
enter your case number in the search field. Then, click Search. 

On the next screen, the results of a search of the Court’s records are displayed. 
Confirm that the displayed information matches the case you are trying to file in. 
If so, click Next. 

On the Case Participants tab, the Court’s internal record of the Case Participants, 
including parties and their attorneys of record, is displayed. You have the option 
to add your firm and your represented party(ies) to the court record if they are 
not currently displayed. 
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If, on the Case Participants tab, you are entering information for an attorney for 
the first time, the system may ask for additional details. If you receive the below 
error, click OK and provide any additionally requested information.

You should now find yourself on the Documents tab. Here, you will select the 
documents you wish to file from your computer. Each document is required to 
be uploaded individually. Repeat this process as many times as necessary until all 
your documents are uploaded.

• Make your selection from the Court provided list of documents that most 
accurately describes the document you are filing. We recommend typing just 
the first few letters of the document to retrieve the largest selection of  
categories. You may also search by using the “Pick from list” option.  

• Click the “Browse” button to select the document from your computer. 
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Please Note: 
• This list of categories is provided by the Court, not Case Anywhere, and  

cannot be edited. Please make your selection carefully as an incorrect  
selection may result in rejection by the Court.  

• Each individual electronic file submitted must be less than 15 MB and the 
aggregate size of all submitted documents must be less than 75 MB. 

• Document Types with (name extension) included in the title will allow you to 
include additional detail as described in the following step.
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On the Order Details tab, you will be presented with Case Anywhere’s  
transaction fee and the latest possible time your e-filing can be submitted to the 
Court. You must complete your order to Case Anywhere before 11:50 p.m. Pacific 
Time to have it submitted to the Court on that same day. If you have any special  
instructions to provide the Court Clerk, you can enter them in the provided field.  
You can also modify who will receive status updates for this filing. Click Submit 
when you are ready to transmit this order to the Court.

After submitting your order, you will be presented with the Order Confirmation 
page. Your order number(s) will appear on this page, and you will have the option 
to print the order confirmation for your records. You will also receive the Order 
Confirmation by email notification. If you have any questions for us regarding your 
order, please refer to this order number.

Once your order has been successfully transmitted to and received by the Court, 
the Court will issue a transaction number. You will receive the Court’s transaction 
number through a subsequent email notification. The Court’s processing time will 
vary and is beyond the control of Case Anywhere. If you have any questions for 
the Court regarding your filing, please refer to this transaction number.

Once the Court has acted by either accepting, partially accepting, or rejecting 
your filing(s), you will receive a third and final notification email which will inform 
you of the Court’s action. At this time your credit card will be charged, and you 
will be able to download your conformed copies.

This concludes Section Three: E-Filing a Document in an Existing Case
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Section Four: Initiating a New Case

The below instructions will guide you through the initiation of a new case with 
the Los Angeles Superior Court. The steps below are largely the same as  
Section Three: E-Filing a Document in an Existing Case. However, you will 
need to submit new information to the Court record.

From the Dashboard, select “Place an Order”

You should now find yourself on the Order Info tab. From here, select Los  
Angeles from the drop-down menu, select “Case Initiation”, then click Next.

Please Note: If after clicking “Next” you receive an error message indicating an 
eFileCA verification failure, no attorney has been associated with your account. 
Please review Section Two: Adding Users to your Existing Case Anywhere 
E-Filing Account to resolve this error.
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On the Case Info tab, you will enter the basic case information. Similar  
information is requested on the Civil Case Cover Sheet and Civil Case Cover 
Sheet addendum forms.

From the Case Participants tab onward, the steps outlined in Section Three: 
E-Filing a Document in an Existing Case should be followed. Please refer to 
those steps in the previous section for further information.

Thank you for choosing Case Anywhere as your electronic filing service provider.  

This concludes Section Four: Initiating a New Case and the E-filing User 
Guide: Los Angeles Superior Court

For additional resources regarding electronic filing with the Los Angeles Superior 
Court, please visit the court’s civil e-filing resources page at 
http://www.lacourt.org/division/efiling/efiling2.aspx. 

For a current list of known technical issues with Los Angeles Superior Court  
electronic filing, please visit https://legalconnect.com/support/lacivil/.

For general assistance in using your Case Anywhere E-Filing Account, please  
contact us at (800) 884-3163, or by email at efiling@caseanywhere.com.

For updates regarding the status of your filings, please contact the civil clerical 
operations team at your assigned courthouse. Courthouse information can be 
found at http://www.lacourt.org/courthouse.
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