
Welcome to Tulare County Superior 
Court eFiling 

 
 

 



• From the Online Services menu select Electronic Filing. 



• Before a user can electronically file a case with the court the user must 
“Register” creating a Username and Password.  Click the Register button. 



• Enter the requested information.   
 
• Fields that have a red asterisk are required information. 



• Read the Terms of User and select I agree with these terms. 
 

• Click Create new account 

• The user will receive a confirming email. 
 
• Once the user has registered and created a Username and 

password they must login before they can file a case. 



• Once logged in click on File a New Case located in the Menu bar. 



• Please read the information on How to File New Case as well 
as the Court’s Privacy Policy. 

• Above is a list of cases that can be filed via the Web Portal.   



• Click on the case type to open the case initiation screen.   
 
• Make sure to have all documents prepared and in PDF format to upload. 
 
• Each case type contains various panels of information. 
 
• The first panel of information is the eFiling Title. 

• This field is for the filer’s information only.  The Court’s case title may vary 
from what the user has entered in this field. 



• The Case Information panel contains information about the case,  such as filing 
location/case type, type of filing and case category.   
 

• There are dropdown menus that will open the list of choices for each field. 
 

• There may be other fields available in the Case Information panel depending on 
the type of case the user is filing.   
 

• For example:  a Civil case the user must select the appropriate dollar amount 
they are filing for, Less than $10,00 or Greater than or Equal to $10,000.   
 

• A user would not see this field on an Adoption case. 



• Case Type – allow the user to select the location of the filing as well as the Case 
Type.  For Civil cases the user has the following options: 

 Civil: Limited-Porterville 
 Civil: Limited-Visalia 
 Civil: Unlimited-Porterville 
 Civil: Unlimited-Visalia 
 
• The Question Mark icon next to the Case Type field guides the user in making the 

correct selection.  Below is the information from the Question Mark icon for the 
Case Type field for Civil case types. 

Please select the location you would have filed at if you filed in person.  Select the 
Limited case location if your filing is less than $25,000. 
 
 



• Filing Type – For a civil case the choices are a Complaint or a Petition.  This will 
vary for each case type. 
 

• Category – For a civil case the user will select the value from the dropdown 
menu that matches the box that is checked on the Civil Case Cover Sheet. 
 

• Amount -  As mentioned earlier this field may not be on every case type.  Use 
the dropdown menu to make the appropriate selection. 



• The next panel of information is for the filing party.  For Civil this will be the Plaintiff 
(or Petitioner) also known as the filer or party initiating the case. 

• The Self Represented field is a required field, indicated by the asterisk.  It is 
either Yes or No.  If the Plaintiff is being represented by an Attorney the Self 
Represented field will be No. 



• That will open an additional panel for the Attorney’s information. 

• We must have the Attorney’s address for mailing purposes. 
 
• If the Plaintiff/Petitioner is Self Represented we must have the 

Plaintiff’s/Petitioner’s address for mailing purposes. 



• If the user needs to add additional Plaintiffs/Petitioners at this time there is an 
Additional Plaintiff(s) Information panel that can be added. 

• If there are more than 2 Plaintiffs/Petitioners click on the plus sign (+) located at 
the bottom of the panel (shown above).  Continue to do so until all 
Plaintiffs/Petitioners have been entered. 



• The Defendant/Respondent Information panel contains information about the 
Defendant/Respondent.   

 
• It does not have a Self Represented field because at this point we do not know if the  

Defendant/Respondent has an Attorney for this action. 

• As with the Plaintiff/Petitioner, continue to add as many panels as necessary until all 
Defendants/Respondents have been added. 



• The Document panel is where the user will select the type of document(s) to 
be filed.   

• Enter any additional information about that document in the Additional Info 
Field, if needed. 

• Each document must be entered individually and in PDF format. 
 

(Example: Civil Case Cover Sheet, Complaint and Summons are 3 documents so 
there should be 3 separate document panels.) 

• If there are multiple documents the user will click on the plus sign(+) at the 
bottom  of the Document panel to add the additional document panels. 



• Once all of the information for the case has been entered the user will click the 
Proceed button located at the bottom of the screen. 

• From the information entered the system will calculate the fees to be paid.  
• In addition to the filing fee(s), there is a $10 convenience fee for filing via the 

web portal. 



• Once the user clicks the Continue button they are taken to the secure payment 
gateway used by the court (authorize.net) This is an independent vendor.  The court 
does not store or maintain any credit/debit card information.  The form is generic 
and used by various companies therefore, there are fields that are not necessary for 
the user to completed. 

 
• Enter the credit/debit card number along with the expiration date 

• Enter the First and Last name of the card holder (as it appears on the card) as 
well as the billing Address for the card holder.   



• Enter the First and Last name of the card holder (as it appears on the card) as 
well as the billing Address for the card holder.   

 
• Enter an Email address where the receipt should be sent. 



• Shipping information is not necessary.   
 

• Once the user has entered the necessary information described above, 
click the Pay Now button. 
 



• The user will receive the following information: 

• This is actually from the payment vendor.   



• The user will also receive an email with the following information IF they 
provided a valid email address at the time of receipt. 



• At this point, the court has received the case and receipt information and the user will 
receive a confirming email.  It is still not considered filed at this point, only received. 

• Once the court has verified the documents, endorsed them properly and issued the 
summons the court user will Approve the filing.  This action generates an email to 
the filing party notifying them that the case has been filed.  The user is provided the 
case number and receipt number. 



• The user/filer can now go back to My Cases open and view the case information as 
well as print the conformed documents for serving on the other party. 

• Click the icon under the View field to view the document and print it. 



• If the case is rejected, the user will receive an email similar to the one below: 
 
 


