
Steps for Submitting your Family Law SmartForm? 
1. Your security settings will need to be adjusted in Adobe Reader.  Click 

here for details.  If you do not have Adobe Reader 9 or above, it can be 
downloaded free of charge at: http://www.adobe.com/support/downloads/
detail.jsp?ftpID=5336  

2. Click here to download your Family Law SmartForm. 
3. Fill out the SmartForm and then click on the button to submit it electroni-

cally. (Note:  you may also print the form(s) if you choose not to submit 
electronically.) Click here for detailed instructions. 

4. The SmartForm will prompt you to enter your email address (*Required* -  
used to communicate filing status). 

5. If you are submitting a document that requires a filing fee, the form will 
prompt you to enter your method of payment (American Express, Visa, 
MasterCard, and Discover) for the filing fee amount (Note: there is no 
convenience/processing fee). 

6. Click on the button to finish the filing and submit it to I-CAN!, a partner of 
the court, to process payment. 

7. I-CAN! will inform you via email of the status of your filing. 
8. To view the status of your filing, follow the web link provided in the email 

and create an account on I-CAN!’s web site. You will also use this link to 
view/print your forms, after they’re processed by the court. 

9. A security PIN number will be generated after your first submission.  This 
PIN can be used to file other available SmartForms for the same case 
and enable pre-population of existing case data.  (Note: The PIN is *only* 
available by accessing I-CAN!’s site and will NOT be sent via email.) 

 
What is a SmartForm?  
A SmartForm is a state or local court form which has added features to make 
it easier to complete and file electronically with the court.   
 The form is interactive, allows for validations and calculations  
 The form is independent of any network connectivity or website — after 

downloading it, it can be filled out offline and then submitted when online, 
simply using Adobe Reader 

 The form can be used with any computer that has Adobe Reader 9 or
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 The form can be used with any computer that has Adobe Reader 9 or 
above   
 

What are the benefits for you?  
 These forms are easy to complete and will let you know if you missed an-

ything 
 Forms can be partially completed and saved for another time and can be 

shared with others easily 
 Turnaround time for filing of forms is reduced  
 Forms can pre-populate information for existing cases & propagate en-

tered information to other areas/forms embedded within the form  
 

Do I have to complete my SmartForm all at once? 
No, you can begin working on a form and save it to your computer at any 
time.  You can then open your saved form and make additional changes.  
When completed, the form may be electronically signed and filed or you may 
print it, manually sign it and file it in person. 
 
I don’t have a printer, can I still use SmartForms? 
You don’t need a printer to use SmartForms. These forms can be viewed, 
edited, saved and electronically filed without printing. If you would like a print-
ed copy for your records, you can go to the Family Law Clerk’s Office to re-
quest a copy. Fees are required to obtain a copy from the Court.  

What is the process for e-Filing (electronically Filing) SmartForms?  
When you have completed the form, click the button at the top of the form 
labeled “Click here to Submit to OCCOURTS.org”. 
 
A new form will open prompting you to enter your own name and email ad-
dress so that the confirmation can be sent directly to you 

 

If a fee is required, enter your credit card information in the fields below, then 
click “Finish”: 

 

You should then see a copy of the confirmation as shown below. Save this for 
your records.  
 

Note: If you do not see this screen, it is possible it was blocked by 
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Adobe security settings. Look for the email from the Electronic Filing 
Service Provider as shown in the next step to verify your request was 
completed. 
 
 

You should receive an email immediately from the Electronic Filing Service 
Provider that will allow you to create an account to log in and view your filing 
status and your forms. 

If your filing requires filing fees, you will also receive an email copy of your 
payment pre-authorization. 

 
 
 
 
 
 
 
 
 

 
 
 

 
 
 
Once your filing is processed by the court (typically within a couple of busi-
ness days), you will receive another email from the Electronic Filing Service 
Provider informing you of the status. 
 

 

Note: For additional information on filling out our SmartForms, go to 
http://www.occourts.org/media/flash/smartforms-video/SmartForm.htm 
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ing Service provider?
The Court has partnered with Electronic Filing Service Providers (EFSPs) be-
cause the EFSPs can provide services that the Court cannot provide.  The 
EFSPs will be able to offer services in the future that are not allowed by the 
Court due to statute. 
 
Can I e-File (electronically File) if I don’t have a credit card? 
Only if the forms you are submitting do not require a filing fee and you qualify 
for a fee waiver. You can print a filled out form and mail it or take it to the 
Court for filing. Payment by check, cash or money order is accepted at the 
windows.  
 

How do I request a fee waiver? 
When finalizing your SmartForm click on the “FW-001 Info” link as shown 
above,  fill out the expanded fee waiver form and submit it with your Smart-
Form. The court will inform you if a waiver will be granted.  
 
 
Is my computer ready to open, print, save, and e-File my Smart-
Forms? 
If you do not have Adobe Reader 9 or above, it can be installed free of 
charge from here: http://www.adobe.com/support/downloads/detail.jsp?
ftpID=5336 . Once you download and install it, you will be able to begin. 
There are other programs to open PDF files but you should ONLY use Adobe 
Reader 9 or if you purchased it, Adobe Acrobat 9. 
 
If I have a question, who can I contact? 
If you have a question about the forms needed, how to fill them out, or proce-
dural information, you can go to the Self Help Center nearest you for assis-
tance.  Please note that the Self Help Center staff cannot give legal advice, 
but can provide a computer for you to use to complete your forms. Click here 
for a list of Self Help Center locations and hours. 

If you have a question about logging into the Electronic Filing Service Provid-
er website to check status or print forms, you may email  
contact@icanefile.com  Expect a response within 24 hours, during court busi-
ness days, between 9 am to 5 pm PST. 
 
If you have a question about forms that have been submitted and have not 
been processed after more than 2 court business days or forms that may 
have been processed in error, you may contact the clerk at the court where 
the form was filed.   A link to clerk contact information can be found here.  

Can I electronically file (e-File) my SmartForm? 
Yes you can.  The only two requirements are that you must have an email 
address to receive your filing status information, and a credit card for any fil-



ing that requires payment of a fee. 
 
How do I check the status of my e-Filing? 
You can click here https://secure.icanefile.org/caplus/welcomesf.aspx  Just 
enter your username and password to see your filing, select the filing you are 
looking for to see the status, and to print your forms if they were accepted.  If 
you have not yet created an account, click on the “CREATE USER” tab to 
create your account.  You will need the filing ID from your confirmation page 
and your email address. 
 
How do I print my e-Filed SmartForm? 
Click here: https://secure.icanefile.org/caplus/welcomesf.aspx and enter your 
username and password to see your filing, select the filing you are looking for 
to see the status, and to print your forms if they were accepted. However, if 
the filing is still showing as “Pending” you will need to wait until it has been 
accepted by the Court. Note: If you did not create an account, click on the 
“LOGIN” tab to create your account.  You will need the filing ID from your 
confirmation page and your email address. 
 
What if my e-Filing is not accepted? 
If your e-Filing is not accepted by the clerk, a copy of the forms you submitted 
is returned to the Electronic Filing Service Provider along with a description of 
the reason your forms were not accepted. You can make the corrections 
needed and resubmit the forms again electronically. You can also make the 
corrections and file the forms in person if you choose. 

How do I resubmit a filing that was rejected? 
The easiest way is to open the saved copy of your form and make the chang-
es the clerk alerted you to, then save it again and go through the e-Filing pro-
cess. 
 
If there are more changes to make than you wish to do on the original form, 
or if you need to file a different form, you can start all over with a new form. 
 
Why do I need an email address? 
You need to have an email address to be able to receive messages about the 
status of your e-Filing and to receive your documents. If you are not going to 
e-File and will only print and file your forms in person, you do not need an 
email address. 
 
Is there a fee to e-File my SmartForm? 
There is a $9.95 charge to file a SmartForm. A credit card is needed if you 
wish to submit your documents electronically, unless you are filing with a Fee 
Waiver which you can apply for during the payment process, prior to electron-
ically filing. 
 
What credit cards can I use when e-Filing a SmartForm? 
The court accepts MasterCard, Visa, American Express and Discover. A 
credit card is needed if you wish to submit your documents electronically, 
unless you are filing with a Fee Waiver which you can apply for during the 
payment process, prior to electronically filing. 
 
 
What if I file a Fee Waiver Application and it is not accepted? 
If you do not meet the requirements for a fee waiver and the Judge does not 
approve your fee waiver application, your filing will be rejected. You will be 
able to resubmit your SmartForm with a credit card for payment. 

Will my credit card be charged a second time if I have to resubmit 



an e-Filing?
Your credit card is charged for convenience fees when you submit your e-
Filing.  

Your credit card is not charged for filing fees when you submit an e-Filing.  
Your credit card is “pre-authorized’ for the amount of the filing fee.  Your cred-
it card is charged ONLY when the clerk accepts your filing.  However, the 
“pre-authorization” process will lower your credit limit by the amount of the 
filing fee so that the funds will be held for when the clerk accepts your filing. If 
your filing is not processed OR your filing is rejected your credit limit will be 
restored for the amount of the “pre-authorization”.  It typically takes your cred-
it card company 5 business days for a “pre-authorized” amount to be returned 
to your credit limit; however this time can vary by company. 

How long does it take to get a refund if my form is not accepted? 
E-Filing convenience fee refunds are done by the EFSP.  You must contact 
them for details. 
 
Your credit card is not charged for filing fees when you submit an e-Filing.  
Your credit card is “pre-authorized’ for the amount of the filing fee.  Your cred-
it card is charged ONLY when the clerk accepts your filing.  However the “pre
-authorization” process will lower your credit limit by the amount of the filing 
fee so that the funds will be held for when the clerk accepts your filing. If your 
filing is not processed OR your filing is rejected your credit limit will be re-
stored for the amount of the “pre-authorization”.  It typically takes your credit 
card company 5 business days for a “pre-authorized” amount to be returned 
to your credit limit; however this time can vary by company.  You can also 
contact your credit card company directly if you need assistance. 
 
My Credit Card was lost or stolen since I submitted my form.  Will 
my case be affected? 
If your case is accepted by the court and your payment is not valid, the court 
will notify you and give you time to make an alternate payment.  You may be 
charged a penalty fee per the rules of court in addition to the filing fee. If you 
do not make the payment within this time, your filing will be voided. 
 
What if I need more help? 
You can contact your local court Self-Help Center for divorce, spousal sup-
port, child support, custody, or visitation matters. Locations and hours are 
posted here:  http://www.occourts.org/self-help/familylaw/index.html  Be ad-
vised, our Self-Help Center personnel cannot provide legal advise and staff 
will not fill out forms for you. 

For legal advice, you should seek a legal professional for guidance. The fol-
lowing links from our Self Help web site may help: http://www.occourts.org/
self-help/resources/shresources.html or http://www.courts.ca.gov/selfhelp-
lowcosthelp.htm 


