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OVERVIEW

The court will be accepting electronic evidence in specific courtrooms, as approved. Parties
and attorneys are to visit the court public website www.occourts.org, select Online Services,
and Electronic Evidence Portal to upload evidence. For the best experience navigating the
Electronic Evidence Portal, utilize a desktop computer with the Chrome or Microsoft Edge
browser.

At various points during a case, when utilizing the Electronic Evidence Portal, follow the
steps below:

STEPS

Step 1: Complete the Following Steps Prior to Your Hearing

Prepare for your hearing
Review the guidelines, if any, for the courtroom you are assigned
Create an account in the Electronic Evidence Portal

Save your Username and password and have it on hand to access the portal when necessary
Upload only the exhibits (evidence) that you intend to present to the court during your hearing

O o o o o

o Steps to upload for all case types, except Civil Unlimited (identified by CU in the case number)
are located on page 7.

o Steps to upload for Civil Unlimited cases (identified by CU in the case number) are located on
page 12.

[0 Print copies of the exhibit list and exhibit receipt for your reference

O

Share your evidence with opposing parties, as necessary

Step 2: On Your Hearing Date

(] Bring your account Username and password in case you need to access the portal in the courtroom

[0 Utilize the exhibit list and exhibit receipt to reference the assigned exhibit number for your evidence
during the hearing

[0 The Court will determine who will share exhibits in the courtroom. Once the Court determines who will
share exhibits in the courtroom, follow the applicable steps outlined below
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http://www.occourts.org/

Tii Electronic Evidence Portal Instructions Trio

CREATING AN ACCOUNT

1. Inthe web browser, select Sign Up to create an account.

Electronic Evidence Portal

Azcecs to the Orange County Superior alectranie Sign In ¥ B
evidence portal i solely to be used for the purpose of
uploading evidence for the specific courtrooms

participating in the pilot program. Evidence must be User Hame
subemitted via this portal unbess instructed othensvise by 2zl
Hhe court. |
Pasiwond
[

Forngst passesed?

Don't have an account? Clhick toE 1

- =

If an account has already been created, skip to step 6, and Sign in.

2. Complete the Case Type section by selecting the appropriate option from the drop-down menu.

Electronic Evidence Portal

Access to the Orange County Superion electronic Idantity your casa iE)
evidence portal Is solely to be used for the purpose of
uploading evidence fior the specific courtroams

participating in the pllot program. Evidence must be Case Typs
submitted via this portal uniess instructed othensise by Civil o
o _
Famiy Law
Brobate
Email Clasms
Traflia
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3. Complete the Case/Citation Number and Hearing Date fields. Click Submit.

Electronic Evidence Portal

Access to the Crange County Superior electronic Identify your case ﬂ
evidence portal is solely to be used for the purpose of
uploading evidence for the specific courtrooms

participating in the pilot program. Evidence must be Case Type
submitted via this portal undess instructed othensdse by i T
Fhvir court,

Case Number - Ex 30-2000.01 234567

[ =2 & |
Heanrg Dats
[iralrivy] i

m Check case initiating documents for case type, case
number, and hearing dates.

4. Complete the Identify yourself window (First Name, Last Name, Email or Cell Phone). Check the box under
Cell Phone Agreement (if providing a cell phone) and Agreement acknowledging responsibility. Click
Submit.

Electronic Evidence Portal denily yoursalt €

Access to the Orange County Superior electronic First Moy
evidence portal is sobely 1o be used for the purpase of

upicading evidemce for the specific courtrooms

participating in the pikot program. Evidence must be

aubmitted via this panal unlsss instructed othenwise by

the court. 2

Last Nama

Emad

Coll Phones Agresment

By checking this box, | acknowledge that |
have provided a celular phone number, and |
‘authorize the Orange County Superior Court to
send me aufomated i MesSageLieminders
regarding my exhibits and standard rates may
apply
Agresmant
(1 By uploading electioiz evidence, |
acknowledge that | have read and agres o
‘comply with all the: terms cutined in the Court's
Audministrative Orcder Mo 2106 and the court's
Erivacy Policy. | also umderstand that misuse of
the the Orange County Superion's elecronic
evidence platfore mary resul in contempl
monetary sanchons, cofiminal penalties andior
resiricons on use
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5. A Verifying you are in the system window will open and must be completed with the 6-digit activation key

sent to the email or cell phone provided in step 4.

Plaase anter your § digit acSvation key

If the activation key is not received via email, check the spam/junk folder.

9 When both a cell number and email are provided, an activation key will be
sent to the email address.

6. In the Sign in window, the Username should be completed with the email address used to create the
account. Complete the Password box with the password created for the account. Click Sign in.

Sign In

Wi M

[ T

e @i el deigtary Fubrw

]

SN up

EXTENDING THE TIME SESSION

After twenty minutes of inactivity, parties will be automatically logged out of the portal. Prior to this, parties
will receive a pop-up indicating the session will be expiring soon. To extend the session, select Extend Session

or the Logout button if you wish to log out.

Session Expires Soon!

Sesshon will expire scon! Select "Extend Sesslon™ to sxtend your
suthenticated session

00:14

s T
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NAVIGATING THE SITE

How to Add Case/Citation
1. After logging into the website, you will land on the homepage. To begin uploading evidence, you must first

click on Add Case/Citation.

COURT HEARINGS

Add Casa/Citadon "-\_‘\

For assistance at any point, select the “?” question mark
icon next to Court Hearings.

2. A prompt will appear requesting the case number/citation number. Select the Case Type from the drop-
down menu. The User must enter the case/citation number as listed on the case/citation initiating file
document (for example: 30-2020-00123456). Select the Hearing Date from the calendar. Click Ok.

Please enter case/citation number

3. A list of party names will appear. Select the check box next to the appropriate party name. Click Add.

Please select Party Name

First Name Last Name Lisgan: Type

Jane Doe 2N
\ See Defendant

exhibits will need to be shared via the Virtual Viewing Room. See

If uploading on behalf of two or more parties (joint exhibits), select as
many parties as necessary. In order for all parties to view the exhibits,
instructions on page 24.
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How to Upload Evidence
After adding the case/citation, the CASE NUMBER, HEARING DATE and HEARING TYPE will appear on the Court

Hearings screen. After confirming the information is accurate, proceed to upload electronic evidence by

clicking Upload.

Upload View

Dos and Don’ts of Uploading

DO DON'T
Type an accurate description for each Upload an Exhibit List. The portal will
exhibit. generate its own official exhibit list.
Print a receipt of uploaded exhibits. Add an exhibit number to the exhibit

description, this is generated
automatically.

Upload only relevant exhibits. Close out your web browser while
uploading exhibits. Your progress will
not be saved.

Uploading steps for all case types, except Civil Unlimited (identified by CU in the case number)

1. Step 1 - Basic Information. Confirm the Case Number, Hearing, and Party Name. Click Next.

PR ——

Stap 1 - Basic Information

If any of the information listed is incorrect, please contact
your assigned courtroom for assistance.

Revised 12/20/2024



2. Step 2 — Upload files. Drag and drop the necessary files or open the necessary folder on the user’s
device and select the appropriate files. If you have all your exhibits to upload in one folder, rather than
dragging and dropping one file at a time, the entire folder can be dragged and dropped, and all the files
within it will upload automatically. When all the necessary files or folders have been selected, click

Next.

Stap 2

» Drop files to upload oo

.

Frevious r(/'—‘.\
—

If an exhibit was uploaded in error, click on the red x on the exhibit to remove from the upload window.

‘ifz_hme o

Fib-g '
Oregon Graphic_png

A pop-up will appear as shown below. Click OK if exhibit should be deleted or Cancel if the red x was selected
by mistake and there is no need to delete the exhibit.

Are you sure you want to remove the selected digital file?

»

To avoid interruptions during the upload process, select all the necessary exhibits
to upload at once. Once Next is clicked, additional exhibits may not be uploaded
until this set has completed Step 6. Exhibits will be automatically numbered in the
order they are uploaded. Exhibits in this set may be rearranged into the desired
order when Step 5 is reached. Exhibits will not be considered uploaded until
clicking “Finish” in step 6.
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3. Step 3 — Physical Evidence Attestation. After all digital files have been selected, type in the quantity of
physical evidence being brought to your hearing. When complete, click Confirm. If a quantity greater
than zero is entered in the physical evidence attestation, placeholders will appear following the
electronic evidence, in sequential order.

Are you bringing Physical Evidence with you?

Physical evidenice lems are like crime-used guns,... This should not include ary
ehikan tht you have uplcaded to the syetem digitall

Howe mary physical items are you beinging 1o the hearing?

Step 3 (cont’d) — Exhibit Numbering for Family Law. Exhibits uploaded to a Family Law case will be
automatically numbered in the following four-digit numeric scheme:
e Petitioner: P-0001 to P-0499 (second Petitioner will take P-1001 to P-1499, third Petitioner
takes P-2001 to P-2499, etc.)
e Respondent: R-0500 to R-0999 (second Respondent will take R-1500 to R-1999, third
Respondent takes R-2500 to R-2999, etc.)
e Multiples: M-1001 to M-1499 (second Multiples will take M-2001 to M-2499, third
Multiples take M-3001 to M-3499, etc.)
e Others: 0-1500 to 0-1999 (second Other will take 0-2500 to 0-2999, third Other takes O-
3500 to 0-3999, etc.)

Step 3 - Description: Enter description for each exhibit in the box below the file. For additional instructions, click the help icon.
] L 1 P M 100
L)
] - (=] (=]
Exhibit Number: R-0511 Exhibit Number: R-0513 Exhibit Number: #0514 Exhibit Number: R0515
Name: svengers jpg Name: Excel Document xlsx Name: 1155 - simplified Name: 1165 - request to
financial statement pdf enter default pdf
> > > > >
» » » » »
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Step 3 (cont’d) — Description. Type in a unique description for each exhibit in the space available under
each image. This description should accurately identify the exhibit. It will be used by you during the
hearing to identify exhibits you wish to present to the court. It will also be used by the portal to
generate an exhibit list to be used during the hearing. If you need to add additional physical evidence,
click Add Physical Evidence. When complete, click Next.

UPLOAD (2]

Physical Eudesce Physiad Drdence

Add Physical Evidence | Next
L-] \

4. Step 4 - To mark an exhibit(s) confidential/graphic, click on the appropriate exhibit. Once a green
checkmark appears over the image, click Next. The image will be replaced with a manila folder marked
“Confidential” after the upload process is finalized.

UPLOAD 2]

Previous @

5. Step 5 - To renumber exhibits, drag and drop them to the desired location. When exhibits are in the
desired order, click Next.

UPLOAD (2]

Previous @
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6. Step 6 - Confirmation. Verify the exhibit number, description, and confidential status are accurate. If
corrections are necessary, click on the Previous button to update information. If satisfied with the
exhibits, click Finish.

UPLOAD e

Previous

Selecting this option will prevent the user from further editing of exhibits.
Ensure the upload process is complete with the desired exhibits, numbers,
order, and description, prior to completing finish.

7. Final Receipt Step. Click Print Records to have a receipt of the completed upload.

FINAL RECEIPT STEP
Upload exhibits completed successfully.
Click Print Records button to print your receipt

Print Records

Click print exhibit list to print the list of exhibits you uploaded.

Print Exhibit List

Click Continue to go back to Court Hearing.

Continue

It is important to print an Exhibit Receipt and Exhibit
List of uploaded documents to have on hand during the
hearing. The assigned exhibit number and description
entered should be referenced during the hearing.

Revised 12/20/2024 11



Uploading steps for Civil Unlimited cases (identified by CU in the case number)
To upload exhibits for Civil Unlimited cases (i.e., 30-2020-0123456-CU-BC-CJC), follow the steps below:

Step 1 — Basic Information. Confirm the Case Number, Hearing, and Party Name. Click Next.

UPLOAD #8 cibdom o b « iy | - oot bl o0 @

© & & a © O

B |rdormation

Step 1 - Basic Information
Camr Numbse Hrarig Party Mame

Ease arapement Conlenence

Py I nvndveerand

If any of the information listed is incorrect, please contact
your assigned courtroom for assistance.

Step 2 — Upload files. Drag and drop the necessary files or open the necessary folder on the user’s device and
select the appropriate files. When all the necessary files have been selected, click Next.

o O O o O O

Bl Lip

Stap 2 - Upload Fss

U L R Tom -
B LN

]

» Drop files to upload oo

Fravious
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If an exhibit was uploaded in error, click on the red x on the exhibit to remove from the upload window.

- O

0.2 MB

J - L 1)
Oregon Graphic.png

A pop-up will appear as shown below. Click OK if exhibit should be deleted or Cancel if the red x was selected

by mistake and there is no need to delete the exhibit.

Are you sure you want to remove the selected digital file?

Cancel

Ensure all necessary exhibits in this set have been uploaded. Once Next is

clicked, additional exhibits may not be uploaded until this set has completed step
6. Exhibits will not be considered uploaded until clicking “Finish” in step 6.

Zip files are not allowed in accordance with court policy. If a user attempts to upload a zip file, the user will
receive a red error on the upper right-hand corner of the screen, and a red box will be added to the uploading

area.

UPLOAD 30-2011-01234567-CU-BC-CJC @

Previous

To remove the error box, the user must select Next and click on Attest & Proceed option.

Revised 12/20/2024 13



The foliowing fles faild 10 Upioag because ey Might be CoTUPt or du8 1o an
‘unexpeciad BIToI P8ase simer Iry 1o upioad Mem again of atlest that ey were not
SUCCESSly UPI0ATA 10 the SyS1eM in O1GH! 10 PIOCEE]

- Ziptiezip

Step 3 — Exhibit Numbers. Type in the desired exhibit numbers to be assigned to the appropriate exhibits
based off the exhibit list, and then click Next. Exhibit numbers will appear as four-digit numeric scheme.

UPLOAD f vt £ i | bt il 4 W ©

s intcrmation Unsieg Fies xR MamDary

Step 3 - Exhibit Numbers

<) page |1

0. ¥ | pecends por page

Step 4 - Physical Evidence Attestation. After all digital files have been selected, type in the quantity of
physical evidence being brought to your hearing. When complete, click Confirm. If a quantity greater than zero
was entered in the physical evidence attestation, placeholders will appear following the electronic evidence.
The order of electronic evidence and physical evidence may vary.

Are you bringing Physical Evidence with you?

Physical evidenca ftems are like crime-used guns,... This should not inchude any
exhibat that you have uplosded to the system digitally

Fow many physical itema ane you beinging to the hearing?

Revised 12/20/2024 14



Step 4 (cont’d) — Description. Type in a unique description for each exhibit in the space available under each
image. This description should accurately identify the exhibit. It will be used by you during the hearing to
identify exhibits you wish to present to the court. It will also be used by the portal to generate an exhibit list to

be used during the hearing. If you need to add additional physical evidence, click Add Physical Evidence.
When complete, click Next.

UPLOAD

e

Step 4 - Description: Enter description for each exhibit in the box below the file. For additional instructions, click the help icon

Fpaucal Evaderza
———

e
Plazpicire

Add Physical Evidence Next

Step 5 — To mark an exhibit(s) confidential/graphic, click on the appropriate exhibit. Once a green checkmark

appears over the image, click Next. The image will be replaced with a manila folder marked “Confidential”
after the upload process is finalized.

B o 1

< © = © ©
Step 5 - If an exhibitiz) is confidential or graphic, click on the image. If no exhibits must be marked confidential or graphic, click next. Exhibits can be
marked confidential, graphic, sealed or restricted

i during the hearing, if granted by the coun

sniral v
Plasshsickas

[Exhita
Desomipben Friyscal
uidence Aacer

Exhibit
Besoriptien Prijscal
Vo oo 2

Previous
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Step 6 — Confirmation. Verify the exhibit number, description, and confidential status are accurate. If
corrections are necessary, click on the Previous button to update information. If satisfied with the exhibits,
click Finish.

UPLOAD 2]
o © © © © O
Step 6 - Confirmation
whie

hame earme st Exerel Docuement e o

eysicalviorceMace Ry alviden: Zalea Cocumest decx

Eakba Liitsn it 101 Eahibit 1002

D corigrifionn Ciyrical Dwmeripiion Pryacal Dencripten Eace Baseripiion wor

Previous Finish

Selecting this option will prevent the user from further editing of exhibits.
Ensure the upload process is complete with the desired exhibits, numbers,
order, and description, prior to completing finish.

Final Receipt Step. Click Print Records to have a receipt of the completed upload.

FINAL RECEIPT STEP

Upload exhibits completed successfully.

Click Print Records button to print your receipt.

Print Records

Click print exhibit list to print the list of exhibits you uploaded.

Print Exhibit List

Click Continue to go back to Court Hearing.

Continue

It is important to print an Exhibit Receipt and Exhibit List of uploaded
documents for the party to have on hand during the hearing.
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ORGANIZATION ACCOUNT

Law firms or other agencies can designate users within their organization to have access to uploaded exhibits.
The steps below will explain how to create the organization account and how to invite members.

1. Click Organization Account on the left-hand panel.

Orange County

Superior Court

& COURT HEARINGS 4

it ORGANIZATION ACCOUNT

[ LosouT

©

2. The user’s information will already be listed as the first member of the organization. Click Invite
Member to invite additional users.

ORGANIZATION ACCOUNT

Full Name Email Address

3. Create a name for your organization. Then type in the email address of the user to be invited.

Invite Member to Organization

COrganization Kame &

Iyt Msmibar to Organization

Erviasll Address

4. One of the following emails are sent to the invited user.

Invitation to join Organization Account - Testing Organization s« . . .. . . . .

Invitation to join Organization Account - Organization Test
nareply@omnigo.com
noreply@omnigo.com

®
@ wome~

he link below and following the form steps. Hello ,

Hello,

You have been invited to become a member of the joint account Organization Test

se signed up with an account and are logged inlo the system, ciick on the link below to finish becoming a member of joint account. . PR " "
= If you wish to accept the invitation, please click the link below.

Join Testing Organizabion Account

Thank you

Orange County Superor Court Join Organization Test Account

Revised 12/20/2024 17




5. If the user does not have an account with the portal, their email will contain a link to Sign Up.

Invitation to join Organization Account - Testing Organization s x

noreply@omnigo.com

6. Once the account has been created, or if the user already has an account, they shall log out of the
portal and return to the invitation email to click the link to join the organization.

Invitation to join Organization Account - Organization Test

noreply@omnigo.com

to me ~

Hella ,

You have been invited to become a member of the joint account Organization Test
If you wish to accept the invitation, please click the link below.

Join Organization Test Account

The link to join an organization account is meant for the intended
user only. The link cannot be shared for others to use to join the
organization account.

7. Once the user has clicked the “Join” link and successfully logged in to their account, their membership
in the organization will be reflected as the next line item in the user list.

ORGANIZATION ACCOUNT

Organization Test

Full Name Emad Address REmave ASOEEE Deactale/Reset Paasword

Aearve Qrganisation Leave Drgarsraton

Revised 12/20/2024 18



A user may only be part of one organization account at a time. If they are part of
an organization and attempt to join another, an error message will be received.
The user must leave or be removed from that organization account before joining
another.

8. Once a user has joined an organization account, they will have access to the cases and exhibits
uploaded by any other member of that organization account. These can be viewed by clicking the
Court Hearings tab on the left panel.

Orange County

Superior Court

.‘ COURT HEARINGS @

Add Case/Citation

& COURT HEARINOS

1
4 ORGANIZATION Ar:c:k

Display only my cases

@ Lo50uT
CASE/CITATION NUMBER HEARING DATE HEARING TYPE PARTY INVOLVEMENT UPLOADER NAME
@ 12/24/2024 TRIAL - LONG CAUSE (PETITIONER] m View
(PETITIONER View
12/24/2024 HEARING - DOMESTIC VIOLENCE RESPONDING PARTY - PROTECTIVE
ORDER)
PeTmonerr - I o
12/24/2025 TRIAL - LONG CAUSE RESPONDING PARTY - PROTECTIVE
ORDER)
wawzs (F) Reviw Hearing view

(RESPONDENT
12/24/2024 HEARING - DOMESTIC VIOLENCE MOVING PARTY - PROTECTIVE
ORDER)

12/24/2025 TRIAL - LONG CAUSE (RESPONDENT)

3
wivaes (P Coun Tl (Respondent 2= -

(Executoriinterested
472412025 (P) Review Hearing

12/24/2024

9. Toremove a member from your organization account, select Remove/Deactivate Access next to that
user’s name.

ORGANIZATION ACCOUNT

Testing Organization Account
Full Name Email Address Remove/Deactivate Access Reget Pagsword

Reset Password

Reset Password

1 '» B, 15 -

Rensme Organization
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10. To reset a user’s password, select Reset Password. The user will receive an email with instructions on
how to reset their password.

ORGANIZATION ACCOUNT

Testing Organization Account

Full Namse Email Address Remove/Deactivate Access Reset Password

tweiDeac A ] Reset Password
St i N

1 R 25 -

Rename Organization Leave Organization

11. To rename the organization, select Rename Organization.

ORGANIZATION ACCOUNT

Testing Organization Account

Full Name Email Address Remove/Deactivate Access Reset Password
[- Brove/U ale Aot Resel Password
d Acc Reset Password

v

LE g

12. If a user wishes to leave an organization account, they shall click Leave Organization. The user will
receive an email confirming they have left the organization account. This will not affect their access to
the portal.
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ORGANIZATION ACCOUNT

Testing Organization Account
Full Name Email Address Reset Password

Reset Password

Reset Password

resame oganzaton |

Digital Evidence Portal Account Access Removed Inbas »

noreply@omnigo.com

Dear

Thank you

QOrange County Superior Court

& Reply * Forward @

Your access with Testing Organization for the Electronic Evidence portal has been remaved If you believe this was done by mistake, piease reach out to a member of the organization

& @

HOW TO VIEW EXHIBITS IN THE CASE/CITATION

To view all exhibits uploaded in the case, click the Court Hearings tab, and click View next to the case

information.

Upload Wiew

NAVIGATING THE ICONS IN THE GALLERY

Below is a guide to the icons in the Gallery view:

V' V2zE$0 40 &6

nEm

1 2 3 4 5 6 7 8 9 10
To select all exhibits, click the Select All Records On This Page icon. v
To deselect exhibits, click the Deselect All icon. 4

-
To refresh the screen, click the Refresh icon. *

Pw bR

Tagicon. R
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To generate an exhibit tag while dowloading exhibits, select the exhibit(s) and click the Generate Exhibit

21




3
5. To download a file, select the exhibit(s) and click the Download icon.. ~

6. To share exhibits, select the exhibit(s) and click the Viewing Room icon. < For detailed instructions on
this item, see page 24.

4

#
7. To place an Exhibit Ribbon on exhibits, select the exhibit(s) and click the Generate Ribbon icon. For
detailed instructions, see page 27.

8. To delete a lodged exhibit, select the exhibit(s) and click the Delete icon. N Exhibits can be deleted up to
24 hours before the first day of hearing or orginal hearing date. Once the hearing has commenced and
exhibits are marked and/or admitted, they cannot be deleted.

9. To print a receipt of all exhibits uploaded, select the Print Receipt icon. = Bring this to the hearing for
reference.

10. To create an exhibit list, click the Exhibit List icon. Bring this to the hearing to use as exhibits are
presented. For detailed instructions on how to print an exhibit list, see page 23.

11. To view exhibits as a list rather than icons, click the List View icon. 5
Example of the updated view shown below.

Degetad Exhibat Humber 101 Digital Desscription: Book Digital Exhibit Status: Locged Dégétall Marked Confidential: Mo

Digital Exhibit Humber 103 Digitsl Descripion: Srawing Digital Exhibit $atus; Losge: Dligital Marked Confidential; e

12. To view exhibits in a gallery, click the Gallery View icon.
Example of the updated view shown below.

13. To add or remove a co-owner on exhibit(s), select the exhibit(s) and click the Add/Remove Co-Owners
icon. ﬁ

14. To view an exhibit in Full Screen, or to watch an uploaded video, select the Expand icon on the exhibit. Lt
Use the rotate icon to spin the image as needed for appropriate view. Depending on the exhibit file, the
icon may appear differently or in another area of the exhibit. See below.

Enter Full Screen X

CASE NUMBER: 30-2021.01215694.CULBC-CJC  EXHIBIT NUMBER: D012
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15. To view additional information about the exhibit, or to play a video exhibit that has been uploaded, select

the “i“ icon on the exhibit. L
16. An exhibit ribbon containing the case and exhibit numbers appears above each exhibit in the filmstrip

view.

17. Confidential exhibits will display a file folder with the word CONFIDENTIAL across it. To view them, click
OK on the warning message. The image will remain visible until you exit the view.

Printing Your Exhibit List

An Exhibit List can be used to reference the exhibits uploaded in your case by the assigned exhibit number. It
will list all the exhibits you have uploaded. Bring this to your hearing so you can reference the exhibit number
when you present your evidence to the court. To print an exhibit list, follow the steps outlined below.

1. Click on the Exhibit List icon.
2. A PDF will generate in the bottom left of your screen or will populate into a separate window.

3. To print, select the print icon in the window that populates.
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EXHIBIT LIST

-
OO0 R

Sharing Exhibits

To share electronic exhibits uploaded to the portal with other parties on your case the Virtual Viewing Room
feature must be utilized. The First Name, Last Name, and Email address of the person(s) the exhibits will be
shared with are required. If the cell phone number of the party is available as well, it may also be entered.

1. Navigate to the Gallery of the case exhibits that will be shared. Select the desired exhibits by clicking
on them.

2. Select the Share icon a from the toolbar.

3. Type in or select the last date the exhibits should be available for viewing by others. Type in any Notes
if desired. Click Next.

VIRTUAL VIEWING ROOM SHARING

Saep 1 - Bk bk
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4. Type in the First Name, Last Name, Email address, and, if desired, the Cell Phone number of the party
with whom the exhibits will be shared.

5. Select the toggle button next to Cell Phone or Email under Authenticate Using to have the
authentication pin for the party to access the exhibits, sent to either the party’s email or cell phone.
Click Add User.

Step 2 - User Selection

-
Previous  Cancel

6. Continue this process until all the parties the exhibits will be shared with have been added.

VIRTUAL VIEWING ROOM SHARING

° 2 ]

Step 2 - User Selection

Previous Cancel

If a party is added mistakenly, or with incorrect

information, select the red trash can next to their name

@ under the Users list. Then click Ok to confirm it is ok to
remove their information. See screenshot below.

s Narmae Laat Kama aadia Mave Prgng Murmbar Ema hith T
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7. When all users have been added, click Submit.

8. When the exhibits have been successfully shared, you will be directed to a Sharing Success page.

SHARING SUCCESS

9. An email with a link to the Virtual Viewing Room will be shared with the parties whose information
was entered. An authentication pin will also be sent. Parties must click the link they are sent, then
enter the pin number to access the exhibits.

If the email and cell phone were entered, and the cell phone was selected to authenticate, the link to the
exhibits will be sent via email, and the pin will be sent to the cell phone number. Both must be utilized to
access the exhibits in the Virtual Viewing Room. See example of the Virtual Viewing Room below.

Ovrange County
Sap Cort

SHARING Downloss

Avallabls Untit 07272024

Confidential exhibits will appear in a file folder marked with the word CONFIDENTIAL. To view them, click on
the View Item icon within the exhibit (see below).
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The image will remain visible until you exit the view. Use the Hide Item icon @ to bring back the folder on the

image.

Downloading/Printing of Exhibits/GENERATE RIBBON

If the court requests printed copies of the exhibits with the case number and exhibit number, exhibits can be
printed from the portal with a ribbon generated at the top of the exhibit. To place an electronic ribbon on the
exhibits that will contain the case number and exhibit number, follow the steps outlined below:

1.
2.
3.
4.

Select the exhibits that need a ribbon affixed and click the Generate Ribbon icon 4 from the toolbar.
A PDF of the exhibit will populate in a new browser tab.
Verify a ribbon with the case number and exhibit number appears at the top of the exhibit.

Print the PDF or download as necessary.

GENERATING AN EXHIBIT TAG
To generate an exhibit tag while downloading exhibits follow the steps outlined below:

1.

From the Gallery view select the exhibit(s) that need an exhibit tag and click the Generate Exhibit Tag

%

icon in the toolbar.

A PDF of the exhibit(s) will populate in a new browser tab, with the exhibit tag on the first page
followed by the corresponding exhibit (also containing an exhibit ribbon).

Print the PDF or download as necessary.
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ADDING/REMOVING A CO-OWNER ON AN EXHIBIT
To add or remove a co-owner on an exhibit, follow the steps outlined below:

1. Access the Gallery by clicking on Court Hearings on the left panel and clicking View next to the case

information.

Orange County

Superior Court

& COURT HEARINGS.

COURT HEARINGS @

7 ORGANGZATION ACCOUNT
Disglay only my cases
o Losout
CASE/CITATION NUMBER HEARING DATE HEARING TYPE PARTY INVOLVEMENT UPLOADER NAME
12242024 THIAL- LONG CAUSE (PETmONER) m vie
(PETITIONER e
1212472024 HEARING - DOMESTIC VIOLENCE RESPONDING PARTY - PROTECTIVE
OROER)
(PETITIONER o
1212472025 TRIAL - LONG CAUSE RESPONDING PARTY - PROTECTIVE
ORDER)
wrauneas (%) Review Hearng m view
o m i
1212412024 HEARING - DOMESTIC VIOLENCE MOVING PARTY - PROTI
ORDER)
1212472025 TRIAL - LONG CAUSE (RESPONDENT) m View
(@ Cout T Respondent) 23 -
(Executoriinterested
4/24/2025 {F) Review Hearing Vi
Panty]
\w2u02s TRAL - LoNG CAUSE [ vocss
—

2. Once in the Gallery, select the exhibit(s) for which you wish to add or remove a co-owner.

GALLERY @ couerec o : .
V' V2ES0 410+ - 00@E -2 &

 w e ® 0@ — 0

oy

& = v
Placehakder

Exhibat Number. 0005
Exhibit Status: Lodged

Exhibit Number: 0007
Exhibit Status:

Exhibsit Number: 0001
Exhibit Status: Lodged

Exhibit Number: 0002
Exhibit Status: Admitted

Marked Date: ruf Marked Date: 7/24/2024 Marked Date: Marked Date: rus
Party Nane: Party Narme: Party Narme: Party Name:
Description: arcads Description: clock Description: phys 2 Description: DV130
Admitted Date: Admitted Oute: 7/24/2024 Admitted Oate: 7/24/2024 Admitted Date: ril
Party Ivvotvement Party Imvotrement: Party Invohrement: Party Ivolvement
View Status: esttial View Status: View Status: View Status: Confidential View Status:

3. Check the box next to the name of the user for whom you wish to add or remove as a co-owner. If you
are adding a co-owner, type the co-owner’s email address next to their name. If you are removing the
co-owner, uncheck the box next to the co-owner’s name.
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Add/Remove Co-Owner

Select Party Name(s) Enter Email Address

(Defendant)

(Plaintiff)

Add Co-Owner

R ﬂ

4. If the co-owner you wish to add is not listed, click the button titled Add Co-Owner.
5. Type in the name of the co-owner you wish to add in the left hand box, followed by their email address

in the right hand box.

Select Party Name(s! Enter Email Address
(Defendant)
(Plaintiff)

S E

6. Click Save.
7. An email is sent to the co-owner, confirming their co-ownership of the exhibit(s).

Digital Evidence Portal Co-Own Exhibit

T ROrephAlOmmag0.Com

Hallo Taslir

You vl Doan aoced 55 & co-own of B following asPlst(s) under ha Case in e Digital Evidences
Portal

& P000S
Il you wish 1o access the sxhibil, firsl you must regisier an acoount 1o Rurve sccess 10 The system, and you can 6o 50 by
cliciing the link below and lallowing T lorm steps

Sign Up

Once you have sigred up with an sccount and are logged ino the systemn, navigate 1o the Court Hearngs page through
the P of click on P BNk Debow 1o SCCESE I CO-CWned sxhita(s)

Court Hearings
Thank you

Omange County Superiar Court
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8. The co-owned exhibit(s) will now appear in the gallery of all owners.

HOW TO LOG OUT

There are two ways to log out of the portal:

1. Select the arrow in the upper right corner.

2. Or select the word Logout, on the left task bar.

Revised 12/20/2024
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PRESENTATION INSTRUCTIONS FOR IN PERSON HEARINGS

Prior to the Hearing

Prior to the hearing each party or counsel in the case should have created an account, familiarized themselves
with the Electronic Evidence portal, uploaded exhibits, and followed the instructions of the assigned
courtroom. It is recommended that you also print the Exhibit List and exhibit receipt that note the exhibit
number assigned to each exhibit. These will assist when referencing exhibits during hearings.

Prior to the start of a hearing, the court will determine who will be presenting exhibits. Follow the steps
outlined below accordingly.

Displaying and Presenting Exhibits (When a Party is Instructed to Display)
Court provided laptops are stationed on both tables located in front of the judicial officer. The laptops will
allow counsel/parties to connect to the electronic evidence portal.

9 The court provided laptops should also be connected to the evidence presentation

equipment. Contact courtroom personnel for assistance if the laptop is not
functioning,.

Evidence Presentation Equipment

Evidence presentation equipment will be present at the tables located in front of the judicial officer. This
equipment needs to be connected to the court provided laptops to display exhibits in the courtroom. See
below for a photo of the equipment. HDMI cables are also provided at the table (one for each party) in the
event you would like to display from your personal laptop. Prior to presenting exhibits, the projector screen
will be lowered by the courtroom personnel, and will be viewable by those present in the courtroom. The
witness stand may have a monitor that will also display the exhibits as presented.

YOLUME

- | F
<)

Click on the Counsel button with the arrow pointing towards who would like to display their exhibits. If you
are sitting on the right side of the table, click on Counsel ==. If you are sitting on the left side of the table,
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click on Counsele=. If audio will be played from the portal over the evidence presentation equipment in the
courtroom, adjust the volume by turning the volume nozzle to the right to make the sound louder, and left to
lower the volume.

Clicking on the Counsel button will display what is currently present on
the laptop screen. Ensure the items on the screen are ready to be displayed
in the courtroom, as they will be viewable to everyone once the Counsel
button is selected on the equipment. To stop displaying the laptop screen at
any point, click the Counsel button again.

Contact courtroom personnel immediately if exhibits do not display after
clicking the Counsel button, or if there are any issues with the volume.

For parties who may be appearing remotely, contact courtroom personnel
for instructions.

Follow these steps when ready to display exhibits:
1. Ensure the laptop or device used to access the portal is connected to the evidence presentation
equipment.

If the laptop appears to be malfunctioning, or off, contact courtroom personnel immediately.

equipment in the courtroom, request permission from the court to display

Prior to selecting an exhibit to display via the evidence presentation
each exhibit.

2. Loginto the electronic evidence portal prior to the start of the hearing. Enter the appropriate
Username and Password. Click Sign In.

Electronic Evidence Portal
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After twenty minutes of inactivity, parties will be automatically logged out
of the portal. Prior to this, parties will receive a pop-up indicating the
session will be expiring soon. To extend the session, select Extend Session.

3. Navigate to the appropriate case in Court Hearings. Select the View option from the appropriate case
to display exhibits in the Gallery view.

when ready to display an exhibit and after requesting permission from the
Court to do so. To stop displaying the laptop screen at any point, click the

@ Clicking View will display ALL exhibits uploaded. Select the Counsel button
Counsel button again.

COURT HEARINGS @

Add Case/Citation

CASE NUMBER HEARING DATE HEARING TYPE PARTY MAME(S)

) 30202201234567PRP-OMC  #18a P Petiticn for Transter Crers Jane Doe
190000001 AM32026 HEARING - MOTION - ATTORNEY FEES John Doe
30-2021-00000000-AB-CD-EFG (P Coun Trial Jane Doe

4. In the Gallery window, select the list icon * to display exhibits on a list or toggle back using the

. 2,
picture icon to view as a gallery.

GALLERY @ centrine . S /

To view or display an exhibit select the Expand icon on the exhibit. Lt
To view in Full Screen, click on Enter Full Screen.

Enter Full Screen

CASE NUMBER: EXHIBIT NUMBER: 0005
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5. Use the rotate icon to spin the exhibit as needed for appropriate viewing. Depending on the exhibit
file, the icon may appear differently or in another area of the exhibit. See below.

CASE NUMBER: 30-2020-00123456-CU-0E-CIC EXHIBIT NUMBEER . 001

CASE NUMBER: 30-2020-01 23456-CU-PA-CJC EXHIBIT NUMBER: 0001

7. Confidential exhibits will display a file folder with the word CONFIDENTIAL across it. To view them,
click Ok on the warning message. The image will remain visible until you exit the view.
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exhibit will be changed to SEALED BY COURT ORDER and the exhibit will

If the Court orders an exhibit SEALED during a hearing, the status of the
disappear from the gallery view in the Litigant Profile.

8. Click on the Counsel button with the arrow pointing towards who would like to display their exhibits,
when ready to display the exhibits to the courtroom. If you are sitting on the right side of the table,
click on Counsel == . If you are sitting on the left side of the table, click on Counsel«=, If audio will be
played from the portal over the evidence presentation equipment in the courtroom, adjust the volume
by turning the volume nozzle to the right to make the sound louder, and left to lower the volume.

9. You may utilize the arrow in the open exhibit to navigate to the next or previous exhibit. Click the “X”
to close the window.

10. When finished displaying exhibits, log out of the portal by selecting the arrow in the upper right corner
or the Logout option on the left task bar.

&8 COURT HEARINGS
B GALLERY 4

G LoGOUT 4

= 9

11. Reach out to courtroom personnel, if necessary, for any further assistance with the courtroom
equipment.
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Viewing Exhibits (When the Court Displays on a Party’s Behalf)
1. Loginto the electronic evidence portal prior to the start of the hearing to follow along during the
hearing. You may utilize your exhibit list to also provide the court direction on which exhibits to display

on your behalf.

Electronic Evidence Portal

After twenty minutes of inactivity, parties will be automatically logged out
@ of the portal. Prior to this, parties will receive a pop-up indicating the
session will be expiring soon. To extend the session, select Extend Session.

2. Navigate to the appropriate case in Court Hearings. Select the View option from the appropriate case
to display exhibits in the Gallery view.

Clicking View will display ALL exhibits uploaded.

Navigating to the Gallery will allow parties to be able to follow along
during a hearing and direct the court to which exhibits the court will

display on a party’s behalf.

COURT HEARINGS @

Add Casal/Citation

PARTY MAME(S) /

L1024 (P} Petition for Transder Orders Jane Doe

CASE NUMBER HEARING DATE HEARING TYPE
) 30-2022-01234567-PR-CP-CMC

190000001 AAE0HE HEARING - MOTION - ATTORNEY FEES | John Doe m Wiaw

30-2021-00000000-A8-C0-EFG 122024 (P) Cout Trial lane Doe

3. Inthe Gallery window, select the list icon - to display exhibits on a list or toggle back using the

: . =
picture icon ﬁ' to view as a gallery.
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GALLERY @ cureniine . /
vivems o <nen s

4. Utilize the Exhibit List and exhibit receipt, and descriptions of exhibits, as necessary, to provide the
court with information regarding which exhibit needs to be displayed.

5. You may utilize the arrow in the open exhibit to navigate to the next or previous exhibit. Click the X to
close the window.

6. Confidential exhibits will display a file folder with the word CONFIDENTIAL across it. To view them,
click Ok on the warning message. The image will remain visible until you exit the view.
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7. When the hearing has concluded, log out of the portal by selecting the arrow in the upper right corner
or the Logout option on the left task bar.

&lé COURT HEARINGS

1B) GALLERY

o = I —

8. Contact courtroom personnel, if necessary, for any further assistance.

EXHIBIT RETURN - SMALL CLAIMS

When a Small Claims case has been completed, the portal will send an email to the uploader, notifying them
that they have 60 days from the date of the notice to download their exhibits. Uploader can immediately log
in to their account to start downloading all the uploaded exhibits. Download exhibits affixing the Exhibit
Ribbon and Exhibit Tag, see page 27 for instructions.

EXHIBIT RETURN/RETENTION — CIVIL, FAMILY LAW AND PROBATE

Upon completion of any Civil, Family Law or Probate hearing, if parties stipulate to the return of the exhibits or
the court makes an order to return them to the submitting party, the uploader will receive an email notifying
them that they have 30 days to download their exhibits from their accounts. Download exhibits affixing the
Exhibit Ribbon and Exhibit Tag, see page 27 for instructions.

If the court does not make an order or the parties do not stipulate to the return of exhibits at the conclusion
of the hearing, all marked and admitted exhibits will be transferred to Records and Exhibit Management for
further retention pursuant to Code of Civil Procedure § 1952.

O

-~ Important Things to Note:

® Refer to the courtroom’s individual policies and procedures for information surrounding deadlines and
additional information.

® Contact the courtroom for specific questions regarding the case.
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