DocuSign CLM DDA Review Instructions

1. If you haven’t already activated your DocuSign CLM Account, please
search all your email folders for the Subject Line: “Account Activation”
from Sender: dse_NA3@docusign.net You will not be able to review
warrants until you have activated your account. If you cannot find this
email, please contact one of your DA Liaisons, DDA Matthew Williams or
DDA Marisa Di Tillio.
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Account Activation

ACTIVATE

Flease click the 'Activate’ button to finish your account activation.

Thank you for choosing DocuSign.

Do Not Share This Email
This email contains a secure link to DocuSign. Please do not share this email, link, or access code

with others.

About DocuSign

Sign documents electronically in just minutes. It's safe, secure, and legally binding. Whether you're
in an office, at home, on-the-go — or even across the globe — DocuSign provides a professional
trusted solution for Digital Transaction Management™.

2. When an Affiant submits a warrant and selects you as the reviewing DDA,
you will receive an email notification with information related to the
Affiant and the Warrant Request. From this email click the “Task” button.
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Hello,

You have an affidavit to review. Please click the "Task” link to review the
affidavit in DocuSign CLM.

Affiant Name: Travis Smith

Affiant Phone: 619-555-5555

Affiant Email. matthew williams@sdcda.org
Target/Description: Demo Warrant For DA Instructions.

Affiant Comments:
No comment

The affiant is requesting:

Sealing: Partial

ECPA: Yes

Night Service: No

CATCH/RCFL: Yes

Knock Notice Service: No

Deferred Subscriber Notification: Yes
Delayed Notification: Yes

No Subscriber Notification: No

Order to Certify Records as Authentic: Yes
Additional Requests: Yes

—

3. If you already had your DocuSign CLM account open, you will be taken
directly to the Task to be completed. If not, you will have to first log in to
your DocuSign Account at: www.DocuSign.com
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4. Once you log in, you will be taken to your “Tasks” Screen. You will need
to first enter your Cell Phone Number on the left side. Then click Next.
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5. You are now in the “Tasks” screen for your warrant. From here you can
edit the warrant. First, click on the Download Drop down in the upper
right-hand corner of the screen and select “Download File.”
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Instructions

Please review the details entered by the
affiant. You may use the "‘Download" and
"Upload New Version" functionality on the
top right hand side of your screen to make
edits. Please ensure that any
edits/revisions are uploaded into the
UNSEALED affidavit.

Choose one of these options
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# Download File

Select a different document [ Download as PDF n document...
1
2 IN THE SUPERIOR COURT OF THE STATE OF CALIFORNIA,
3 COUNTY OF SAN DIEGO
4 AFFIDAVIT FOR SEARCH WARRANT
5 No. WARRANT NUMBER PENDING
6 I, Travis Smith, a law enforcement officer/agent or otherwise qualified affiant employed
7 by San Diego Sheriff's Department do on oath make complaint, say and depose the following on
8 11/08/2023 that I have substantial probable cause to believe and I do believe that I have cause to
9 search:
10
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6. You will see the newly downloaded file pop up on your task bar at the top
right. Click on that file to open a copy of your warrant in WORD.
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Warrant For DA Instructions-UNSEALED

AFFIDAVIT- Demo Warrant For DA More +
Instructions.docx

52.2 KB = Done

SDSD-Matthew Williams-Trap_Trace_Ping-
Trap Trace Suspect's Phone-UNSEALED
AFFIDAVIT- Trap Trace Suspect's
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45.8 KB - 16 hours ago
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271 KB = 18 hours ago




7. You can now edit the document. The Introductory and Closing language
and all Section Headers are pre-populated and cannot be changed. You
can manipulate the rest of the document to suit your needs using all
editing abilities available in WORD. You can insert pictures right into the
document.

NOTE: If the Affiant forgot to select any of the “Additional Requests” including
Sealing, ECPA, Night Service, CATCH/RCFL, No Knock Notice, Delayed/Deferred
Notice, Authentication, or any other additional requests, they CANNOT be
added after the fact in WORD. Those specific requests must be made by the
Affiant at the onset. If any Additional Requests are missing or incorrect, the
Affiant MUST START OVER with a new warrant.
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IN THE SUPERIOR COURT OF THE STATE OF CALIFORNIA,
COUNTY OF SAN DIEGO
4 AFFIDAVIT FOR SEARCH WARRANT
No. WARRANT NUMBER PENDING
6 I, Travis Smith, a law enforcement officer/agent or otherwise qualified affiant employed
by San Diego Sheriff's Department do on oath make complaint, say and depose the following on

8 11/08/2023 that I have substantial probable cause to believe and I do believe that I have cause to

9 search:
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12 LOCATION, PROPERTY, AND/OR PERSON[S] TO BE SEARCHED
13

14 A. Location 1
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8. When the Affiant creates the document, yellow highlighted place holders
are inserted to show areas they need to address. Make sure all those
Yellow Highlighted Place Holders have been replaced by your affiant.
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o PROBABLE CAUSE

6 [INSERT PROBABLE CAUSE (UNSEALED SECTION)| =

8 THE REMAINDER OF THE SECTION HAS BEEN SEALED BY COURT ORDER

11 OPINIONS AND CONCLUSIONS

13 || [INSERT OPINIONS AND CONCLUSIONS] =
14
15

16 REQUEST TO SEAL

9. Sealing is slightly different in CLM. The Affiant can still seal the entire
document (almost never appropriate). If the Affiant selects “Partial Seal”
they will now have the ability to seal portions within each section. Each
Section they choose will now have an unsealed portion and a sealed
portion. This allows us to narrowly tailor only what actually needs to be
sealed. Be sure the sealed language appears INSIDE of the box provided.



ITEMS TO BE SEIZED

1. Item 1 Unsealed Items to be Seized.

2. Item 2

3. Item 3 Sealed Items to be Seized.

4. Ttem 4

1
4
6
== || THE REMAINDER OF THE SECTION HAS BEEN SEALED BY COURT ORDER =
8
0

10
11

AFFIANT’S QUALIFICATIONS
. T have been a police officer for 25 years. I am currently assigned to Major Crimes
. Homicide Unit of the San Diego Sheriff s Department where I am a Detective. I respond to
14

10. Once all changes have been made, simply click on the save button in the
upper left corner of the screen and navigate back to your DocuSign CLM
window.
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11. In DocuSign CLM click on the Edit Drop down in the upper right-hand
corner and select “Upload New Version.” ‘
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12. Select “Choose A File” and go to your “Quick Access” Recent Files. The
warrant you were just working on should be the most recent file. Select it
and click Save when the file appears on the Create New Version screen.
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13. Your updated warrant has been uploaded into the system. You can now
navigate to the “Tasks” Tab on the left-hand side of your screen and
choose to “Approve,” “Approve/Override Judge Selection,” (Urgent
Warrants 8am to 5pm) or “Reject — Send back to Affiant for Revisions.” If
you send back to Affiant for Revisions, you can also add comments in the
provided box which will populate on the notification email to the Affiant.
The Affiant and DDA can go back and forth as many times as needed.
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14. Once you are satisfied the warrant is legally sufficient, go to the Tasks
Tab and click “Approve” from the drop down. Then click Next.
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15. Your warrant has now been routed to the Affiant for swearing and
submitting to the court. The affiant will no longer receive a courtesy copy.
They will, however, receive an email confirming their warrant request
was received by the court.

If you have any questions or problems, feel free to contact your Law
Enforcement Liaisons, DDA Matthew Williams and DDA Marisa Di Tillio.



