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Service Through TrueFiling 

1. The Serve Document box is marked. After uploading your documents. Complete the 
Select Service Recipients section. 

2. If a party listed under the Select Service Recipient section needs to be served, 
mark the box to indicate that service will be made to that party. 

 
3. If a party is not listed as a recipient, there are several ways to add them: 

           

 Add Myself / Connected User: You can add yourself or any user you have 
added as a Connection. Mark the box for each recipient you want to add, then 
click Add Selected. 

 
 Add Other Counsel: As long as the party has a TrueFiling account, you are 

able to search by first or last name, email address or Attorney Number. Click 
Search. Mark the box for each recipient you want to add, then click Add 
Selected. 
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 Add Recipient: The party does not have a TrueFiling account. If the email 
address is known, you can add the email address.  
For Mail Service or Personal Service, you are still responsible for serving these 
recipients out of TrueFiling. At least one party needs to be e-serve when 
selecting these methods. If no other party is being e-served, you may add or 
select yourself to meet this requirement. 

 
Click Save after adding recipient(s). 

 


