
eFiling Instructions for Referring Agencies, Complainants 
Follow these steps to electronically sign complaints sent from the prosecutor’s case management system PROTECT.   

 

1. Internet connection and access to email is required 

2. Receive email indicating there are eFiling document(s) waiting for review and signature. The email will 
contain document details, a link to the document(s), and a customized message from the DA office. 
The subject line will always 
read: eFiling Documents 
Pending – Action Required. 
Outlook rules can be used to 
set a filter for these emails.  

3. Click the link within email 

4. You are taken to a secure 
web service where the 
document(s) can be viewed. 
Docs must be viewed before 
you are allowed to sign. 

5. For each document, the 
following details display:  
a. Select = Click to begin the view and sign procedure.  
b. Document Name = Name of the document within DA’s software, PROTECT. 
c. Referring Agency = All 

agencies that received 
this document. 

d. Agency Case # = Case 
number(s) assigned by 
the referring agency and 
given to DA office at time 
of referral. 

e. DA Case # = Case number 
assigned by PROTECT. 

f. Defendant(s) = Party 
associated to the doc. 

g. File Status = Displays 
Ready to View until 
signed, and Signed 
thereafter, with the date, 
time and signor’s name.   

h. Last Modified = Until the 
doc is signed, this displays the date it was last modified in PROTECT, helping ensure both the DA 
office and complainant are viewing the same document. After the document is signed, this date 
reflects the complainant’s signature date.   

i. Court Event Type = Abbreviation. Next upcoming hearing for defendant.  
j. Description Date/Time = Details about next upcoming hearing for defendant.  

6. To view a document, click the blue Select link to its left, then  <View Selected Document>. 

7. A PDF, read-only version of the document will open.* 

Step #1 - Receive email about documents needing signature.  
Click link within email to be taken to secure website.  

Step #2 –  Click the blue Select link to the left of document 
needing signature, then <View Selected Document> 



8. When ready to sign/swear, call the DA office. If email message does not include contact information, 
call DA office to determine appropriate contact person.  

9. While on the phone, the prosecutor will provide a PIN generated from PROTECT.  Enter that number in 
the Enter PIN field, and your 
name and job title in the 
Enter Name/Signature field 
(e.x., Officer Joe Smith).  
Note – these fields are not 
available until you <View 
Selected Document>.  

10. Click <Save/Sign Document>.  

11.  If the PIN you enter matches 
the PIN generated from 
PROTECT, the File Status 
column displays the current 
date/time, i.e. the date the 
document was signed.  

12. If the PIN does not match, on 
screen text displays “Invalid 
PIN. Please re-enter PIN”.  
Verify number with the 
prosecutor, enter again, then 
<Save/Sign Document>.   

13. If there are inaccuracies in 
the complaint, speak with 
prosecutor while on the 
phone. If changes to the 
document are needed 
prosecutor will make needed 
changes in PROTECT and  re-send a new email with a new link to the updated document. The web 
service window will continue to show the initial, incorrect document until window is closed. The 
updated document can only be access via the newly sent link.  

14. If additional documents need signing, repeat the above steps for each. 

15. The signed document will stay in the list until the current web session is closed. 
 
 

Questions, Issues ?  

Contact your District Attorney office with all questions or issues related to eFiling. 
 

Note, if your workstation has Adobe Acrobat Pro, the file to be signed will open in a separate window with 
a title of ShowPDF.pdf. You may need to re-size this window to display the section of the screen where the 
PIN is entered.  

 

Step #3 –  Call DA office for PIN.  Enter PIN, your name and 
 job title, and click <Save/Sign Document>.  


