





Rapid Legal Reference Guide: How To Place a Skip Trace Order Customer Portal 5.3

G When the Add Party box appears, click on the “Add Party” button. Provide the hame 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 Name Role
There are no Case Participants entered

Show | 50 E entries Showing 0 to 0 of 0 entries

« 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 Court defined Document Titles

Document Title: Summons| Attach File...

Amended Summons

Order to Serve Summons by Posting

Summons
Summons and C@
F 5
e N Summaons on Cross int
Summons on Unlawful Detainer

‘Summens-Federal

Summons - Family Law

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

Type the Document Title using: @ Starts with ) Contains Court defined Document Titles
Document Title: Enter free-form fitle or chose from the list belowy, then click Attach File,

Title

2 pages) x
[Complaint (23 pages’ x
Civil Case Cover Sheet (1 page) x
« Previous Next Save As Draft

W)
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Q Verify that the last known address information is correct.

Click “Next.”

James Williams - Male

Last Known Address

Address Type* Address®
[Residence 123 Any St Anywhere, CA, 91766 &% |
‘ Select ~|Address City ca [+] ] ‘
Special Please include any phone numbers andior descriptions

Instructions:

«Previous || Next Save As Draft

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

Customer Portal 5.3

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

Your skip trace order will be dispatched to our investigator on the NEXT BUSINESS DAY.

Notifications: Check box of person(s) you would like to nofify of status updates,

)

[¥] Jonathan Nill [Dalcarlo castanar s

[ Daniel Flores [ Pricilla Blanco

[T Bill Davidheiser [T Suresh Pandrhally

[T Rose Talley [l Teresa Guardado <
«Previous || Submit Save As Draft

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 order number(s): 1042552

Print Confirmation(s) | = Back to Manage Cases.

You can print the Order Confirmation and/or Routing Pages by dlicking the appropriate Print button

If you would like further assistance, please contact our Customer Support at (300) 366-5445 Monday - Friday between the
hours of &:15am to 515pm PDT.

Skip Trace
Party/Witness:

Name: James Wiliams

Gender- Male

Skip Trace Info:
123 Any St Amywhere, CA 91766

Case Info:

Case Number. CV12345670

Case Title:Smith, Jane v. ACME Inc

Jurisdiction: Los Angeles (Central), 111 N Hill St

Case Participants:
ACME Inc, Defendant
Smith, Jane., Plaintiff (Client)

Document(s):

Summons (2 pages)

Complaint (23 pages)

Civil Case Cover Sneet (1 page)
Order Details:

i
Jonathan Nill
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