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    eAppeals – Document Submission Portal Quick Reference Guide 
 

This Quick Reference Guide provides step-by-step instructions for submitting documents to the  
San Bernardino Superior Court through eAppeals. 

 
To begin, from the court’s public website, on the eAppeals screen, click the Enter eAppeals link at: 
 

https://eappeals.sb-court.org/ 

You will then be directed to the eAppeals Document Submission Portal, where you will complete 

the required form(s) and upload case documents for your submission.   

   
Customer Details 

Contact information 

Complete all applicable fields (Note fields with a red asterisk (*) are mandatory fields and must be 

completed before moving to the next page. 

 

Once all applicable fields are complete click NEXT 

https://eappeals.sb-court.org/


2 

 

 

Court Case 

Case Profile 

The Case Profile Information page is comprised of several sections detailed below with all fields 

being mandatory. Sections that display are case type specific and dependent on options selected 

within each section of the Filing Information page. 

Is this an existing case? 

If you mark YES, the Case Number field will appear, and you will need to enter the existing court 

case number. 
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Filing as an Attorney? 

In this section, select the appropriate radio dial to indicate whether you are submitting your filing on 

your own behalf or submitting your filing as an attorney. If “Yes” is selected, enter your state bar 

number and the party or parties you are representing on the case. 

 
 

 
Once all applicable fields are complete click Next Step
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File Upload 
 

Document(s) 
 

Select the appropriate document type from the Type of Document drop-down list. Click the Choose File 
button to upload your PDF document(s). If you need to file additional documents for the same case, repeat 
these steps as needed. 

 

Note: You may upload up to 15 PDF documents per submission. Each PDF file must be 50 MB or smaller. 
 

 

 

     
 
 

1)Select document type 

2) Click Choose File, Browse 
and select file 

3) Click Upload 

4) Check list of 
documents uploaded 

5) Click Complete 

Click [Remove] to remove 
any document 
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File Upload for Making a Payment 

Make Payment 

To make a payment, please select Make Payment document type from the drop-down list. Click the “Click 
Here” link, shown highlighted below, to download the form. Fill out the form then upload the completed 
form with your filing.   

 

 
 
 

 Click Complete when done 
Click [Remove] to remove 

any document 
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Before continuing, a confirmation pop-up windows will appear to verify that you are ready to submit.  

Click Confirm to proceed to the next step, or click Cancel to return to the file upload section.  

 

                        Review and Submit 

Previous Screen Navigation Menu 

At the top of the screen, there is a navigation menu (as shown below).  You may use this menu to 

return to any previous section if you need to correct or add information.  To navigate, simply select 

the appropriate numbered tile in the navigation menu.  

• Depending on the screen you will need to revalidate some information such as email 

address and case type 
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Customer Profile 

Under the customer profile section, the customer must enter their credit card information if they are making a 

payment by clicking on Add Card Holder Billing Address 

 

 
 
 
       Enter the name on the credit card you are using and billing address and select Save 

 

 
(Please note: The billing address you enter must match the address on file with your financial institution. If the information 
does not match, the transaction will be declined) 
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Customer Information 

Verify all your information is correct 

 

  

Court Documents to be filed 

Verify that all documents have been uploaded and fees have been reviewed. If a document is missing, 

you can upload any additional documents by clicking on Upload More Documents 
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Terms of Service 

After reviewing your submission, you must agree to the Terms of Service before proceeding.  Please 

make sure to check the box to confirm you agree to the terms and then click Next 

 
 

 

             Then click Submit, another screen will appear like the one below: 
 

 

 

 
            Once you click “Submit,” you will see a message that says Service Complete 
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Delivery Confirmation 

A delivery confirmation email will be sent to the email address provided listing the submission details. 

    

 
 
 
 


