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PRIVATE COUNSEL –ACCOUNT REGISTRATION INSTRUCTIONS 

 
Counsel in criminal trials shall obtain a web-based login and password to post their respective trial 
readiness status (Pending Local Rule 5.54). Counsel must complete an Account Registration Form 
available on line at www.saccourt.ca.gov or in Room 102 located at 720 9th Street.  (Pending Local 
Rule 5.55) 
 
The following information is required for the Account Registration:  
 

 First Name 
 Last Name 
 Bar Number 
 Current Phone Number (Area code + Phone Number) 
 Current E-mail Address 
 Current Driver’s License or Valid Government ID  

 
Completed Account Registration Forms, must be submitted in person to Room 102, located at 720 9th 
Street, Gordon D. Schaber Courthouse between the hours of 8:30 a.m. and 12:00 noon or 1:00 p.m. 
and 4:00 p.m. Monday through Friday (excluding court holidays). Counsel must be prepared to present 
a valid Driver’s License or other Government ID.   
 
Upon proof of identification, the Account Manager will create a Criminal Trial Readiness Notification 
account. Login and password information will be sent to the e-mail address indicated on the Account 
Registration Form. 
 
Once you have received your login and password you have the option of changing three items on your 
account: 
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Change Personal Information (telephone number only) – Enter in the new information and select 
the UPDATE button. 
 

 
 
Change Email – Enter in the new email address in the spaces provided and select the CHANGE 
EMAIL button.  
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Change Password – Follow the instructions to select a new password and press the CHANGE 
PASSWORD button. Passwords must be at least six (6) characters in length. 
 

 
 
After changing a password, the system will automatically send an email alerting the user to the change 
(sample below). 
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Account Locked out 
 
In the event counsel is unable to login due to multiple failed attempts having locked themselves out of 
the system, counsel shall contact the Account Manager to have their password reset.  
 

 
 
 
Forgotten Password 
 
In the event counsel is unable to login due to failure to recall their password, counsel can press Forgot 
your password in the upper right corner of the main login screen and follow the instructions.  
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The system will ask for your user name. Enter your name and press the RECOVER PASSWORD 
button.  
 

 
 
The screen will refresh to display a message that an email has been sent to the email address on 
record with your password information.  
 

 
 
Below is a sample of an email sent in response to a Forgot Your Password request. 
 

 
 
 
Bar Suspension/Disbarment 
 
In the event counsel has been suspended or disbarred as reported in the Report of State Bar 
Disciplinary Actions, their Login IDs will be rendered inactive. Login IDs will only be restored to active 
status upon counsel’s submission of proof of reinstatement. 


