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STEP 1!

Scroll down on "Select Service
to choose the service type.
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Description of Service Types: STEP 2:
http://www.acelegal.com/PDF/service_types.pdf E—

To save your reference numbers

* Fields in red are required. for future orders, check the
"Save Ref” box.
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STEP 3:

Select previously saved
pickup or delivery
addresses from the pull
down menu.
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STEP 4.
After you select your address
from the pull down menu,
click on "Fill PU Address" or
"Fill Del Address".
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STEP 5:

Check the "Add to Address Book"
box to save address for future orders.
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STEP 6:

Fill out the fields titled:
“Name of Documents” — a maximum of 40 characters

“Case Number” — a maximum of 20 characters
“Case Name” — a maximum of 20 characters
Abbreviate if necessary.
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STEP 7:
Click on "Browse" to choose the

documents to be uploaded. A maximum
of 10 files can be uploaded.
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STEP 8:

Click on "Send Order NOW." You will
then receive a control number confirming
your order within 30-45 seconds.
However, the more documents you
upload, the longer it will take for you to
receive a control number.
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STEP 9!

Click on "Printable BOL”. Print three (3)
copies and attach to your order.
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Sample “Printable BOL”
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