How to Schedule an In-Person Appointment

with the Legal Help Center

There are two ways of scheduling an appointment — online and
at the ticket kiosk at the Roseville courthouse.

» Method 1 for scheduling an appointment - Online:

1. Go to the Court’s homepage: www.placer.courts.ca.gov

f'g' | XenApp72 - Citrix Presentatio

Q'\‘: )| @ nttp://www.placer.courts.ca.gov;

File Edit View Favorites Tools Help

¢ % SUPERIOR COURT OF CALIFORNIA
¥ COUNTY OF PLACER

pP~-c ” & Customer Information Center... | & Superior Court of Californi... *

Home General Info Civil Criminal Family Probate Juvenile Traffic Jury Appeals | Search

Attorneys' Corner Welcome to the Placer County Superior Court

Contact Us

Court Forms

Court Calendar
Employment

Fee Schedules
Grand Jury

Hours and Holidays
Jury Duty
Locations

Local Rules -=£=7 Contacts m Hours
Legal Help Center

Centro de ayuda legal

Media Information

Online Services

o
Directions

Recent Updates & Court News
Notice of Intent to Award - RFP SP-2015-0032

RFP - Child Custody Recommending Counselor (Spanish)
RFP - Child Custody Evaluator (Spanish)

The Placer Superior Court is seeking applicants for the 2016-2017 Grand
Jury. For additional information, please read the Press Release. To apply,
please return the completed application no later than Friday, May 13, 2016.

News Release, April 4, 2016 - The Superior Court of California, County of
Placer announces appointment of new Court Commissioner.

Public Notice, December 31, 2015 - Family Law Telephonic Appearances

Interpreter Services Expansion
Expansion de Servicios de Intérpretes

Traffic Advisory — Industrial Avenue bridge to be replaced. Work begins
April 4, 2016.

A new online free program specifically developed for parents, teens, and
children to help understand the divorce and separation process focusing in
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http://www.placer.courts.ca.gov/

2. Scroll down to the bottom of the page and click on “Online
Appointments”
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Check your jury duty status online or obtain a Law and Motion Tentative Rulings, Case
certificate of jury service. Management Conference Notes, OSC Calendar,
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ii‘ Pay Traffic Fine. ¢ Telephonic Appearance System

1 Pay your Traffic Ticket (Citation) online (and other Schedule your telephonic appearance online

services).
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better with an attorney, and represent yourself in

some legal matters. Download forms and fees.
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3. Select “Appointment Legal Self Help”
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4. You will see a calendar on the next screen. Select a date in blue. Only the
dates in blue are active in the system (two weeks out).

If you select a date in blue, and it says, “There are no available
appointments for this date”, this means all of the online appointments
are already booked for that date. Try another date on the calendar.
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5. Once you find a date with available appointments, use the pull-down

menu to select the time you would like for your appointment and then

click “Next”.
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6. Enter your information as requested. You must provide an email address
if you want to receive an emailed confirmation of your appointment. If
you have a court case number, please check the box and include it. Click
“Done” when you are finished.
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Confirm Appointment Information

[You selected an appointment for the Appointment Legal Self Help on 5/31/2016 10:30:00 AM., if this is correct please fill the next information and press done.

Please fill the following information

First Wame:
Last Name:

Email:

[J Do you need ADA assistance?
[J] Do you have a Court Case Number?




7. You will see the following confirmation page with a barcode. Print this
page. You will need this barcode to check in for your appointment. If you

included your email address in the previous screen, you will also receive
an email confirmation with the barcode as well.

[E=1 NN 5

QQ. >,\‘| @ http://1031.10.80:8483/WebAppeintments/AppWizardEM/Appoit 0 ~ © H (2 Customer Information Center... | 2 Appointment Confirmation | | BIAE
File Edit View Favorites Tools Help
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Customer Id: Case id:

33232 661119

Name:
Office: H“‘“ |““ ‘““ “‘ |“ H“l ‘l“ ““

Placer County Courts
Service:

Appointment Legal Self Help
Reservation Date:

Tuesday, May 31, 2016 at 10:30:00




8. The email appointment confirmation looks like this. The barcode on the
right is the one you will need to check in at the ticket kiosk. We suggest
you print out the email so you have the barcode. You may use your
smartphone to access your email to check in at the kiosk (sometimes the
kiosk does not read the digital barcode as well as the printed one).
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Thank you for using the Superior Courts of Califomia, County of Placer, On-line Appointment Management System.

-, has an appointment on 4/7/2016 at Appointment Legal Self Help at 11:00:00 AM

Please remember, you may check in up to 15 minutes early or 15 minutes late; you will either need to print out this e-mail or have a d¢
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can display the barcode below

Appointment id: 32046
If you are unable to make your appointment, click here to cancel or click here to TesgQedule your appointment.
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Instructions for how to Check-in at the ticket kiosk are at the
end of this instruction packet.



> Method 2 for scheduling an appointment - Ticket Kiosk:

Same day walk in appointments are available at the ticket kiosk
at the Roseville Courthouse each work day. There are only a
limited number of same day appointments available. We
suggest that you arrive when the courthouse opens at

8:00 a.m., as most appointments are all taken by 8:15-8:30 a.m.

1. Select “Legal Self Help”.

A SUPERIOR COURTS OF CALIFORNIA
COUNTY OF PLACER

Please select a category

ADA"Accommodations

Civil,Probate, FamilyLaw/Support

Traffic Cases
Legal Self-Help
I Am A Licensed Attorney




2. Select “Legal Self Help” again.
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3. Do you have an appointment? Select “No”
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4. The screen will display available appointment times. Select a time.

Please select a time

=3
10:00 { 10:30 m
N 11:30

Exit
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5. Do you have a case number? Select “Yes” or “No”. (If you select, “Yes”, it
will take you to another screen to enter your case number).

13



6. This is the confirmation screen. A barcode ticket will print out below the
screen at the kiosk. You must keep this barcode! You will need it to

check in for your appointment!
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7. The Barcode looks like this. Again, you must keep this barcode or else
you will not be able to check in for your appointment.

Welcome to Superior
Court Placer County

Your appointment is
scheduled for: 3/18/2016
11:30:00 AM

T

Please remember you must
check in at this kiosk to keep
your appointment. You may
' check in 15 minutes prior and
up to 15 minutes late. If you
fail to check in during this time
frame your appointment will be
cancelled and you will need to
~ schedule another
appointment.

> To Check In for Your Appointment:

You may check in 15 minutes before your appointment or up to 15 minutes
after your appointment (for example. for an appointment at 9:00 a.m., you
may check in between 8:45 a.m. and 9:15 a.m.). If you do not check in, you
will lose your appointment slot.

e Go to the ticket kiosk during the proper timeframe (see above)

o Select “Legal Self Help” twice

e Do you have an appointment? “Yes”

e Scan your barcode to the left of the machine.

e Your ticket will print out and will begin with “L” (for example, “L101").

e Have a seat and wait for your ticket to be called to the Self Help Center.
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