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How to Log In 
Step 1: Go to https://lahd.service-now.com/hear​
Step 2: Click on ‘Sign in with Angeleno’ 

 
 
Step 3: Completing the Sign In process 

 
 

 

2 

https://lahd.service-now.com/hear


 

Step 4: Once you are signed in, you will now see the Evidence home page 
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How to View Files 
Step 1: On the Evidence Submission page’s Find My Case section, enter the Hearing 
Date, Hearing Time, and Evidence Upload Code on the corresponding fields. This 
information is included in the Notice of Hearing you received in the mail. 

 
 
The Hearing Date and Hearing Time can be found on page 1 of your Notice of Hearing.  
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The Evidence Upload Code can be found on page 2. 
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Step 2: After entering the information, click on ‘Search’. 

 
Step 3: The case should appear below the ‘Search’ button. 
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Step 4: Click on the case to open the record. 

 
You should now see the Evidence page for this case. You will see all uploaded files 
under the ‘Uploaded Evidence’ section.​
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Step 5: To view a file, click on the eye icon under the ‘View’ column. 

 
 
Step 6: This will open the file in a new tab. 
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How to Upload Files 
Step 1: On the Evidence Submission page’s Find My Case section, enter the Hearing 
Date, Hearing Time, and Evidence Upload Code on the corresponding fields. This 
information is included in the Notice of Hearing you received in the mail. 

 
 
The Hearing Date and Hearing Time can be found on page 1 of your Notice of Hearing.  
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The Evidence Upload Code can be found on page 2. 
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Step 2: After entering the information, click on ‘Search’. 

 
Step 3: The case should appear below the ‘Search’ button. 
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Step 4: Click on the case to open the record. 

 
You should now see the Evidence page for this case. 
 
Step 5: Click on ‘Submit New Evidence’ 
NOTE: If the submission deadline has passed, you will not be able to click on this 
button. 
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Step 6: The ‘Document Upload’ section will appear. Review the Terms and Conditions 
and accept the terms to proceed. 

 
 
Step 7: Once you accept the terms, additional fields will appear. Enter your information 
in the fields. 
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Step 7A: If you are submitting documents on behalf of another person, check on the 
‘On Behalf’ checkbox. Then enter the First Name and Last Name of the person you are 
assisting on the ‘On Behalf’ section, and select their Relationship to Property 
 

 
 
Once you complete this section, the ‘Add New Document’ section will appear 
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Step 8: Click on the Evidence Type drop down to select the appropriate file type 
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Step 9: Click on the Graphic/Sensitive Content drop down to select the appropriate 
option. 
If the document contains graphic content (gore, foul language, NSFW images, etc.), 
select Yes. If not, select No. 

 

 
 
Step 10: If the select Evidence Type is ‘Photo’, the Evidence Description field will 
become a required field. Enter a description to proceed. 
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Step 11: Once you have answered all the required field sections, the ‘Upload’ button 
will appear. Click on the ‘Upload’ button. 

 
You can now upload the corresponding file. 
 
Step 12: Select the file you want to upload from your computer/device. 

 
 
 

 

17 



 

Step 13: Once you select a file, the file will be added to the ‘Pending Upload’ section. 

 
Step 14: To add more files, repeat steps 8 to 12. 
 

 
Step 15: Once you have selected all the files that you want to upload, Click on ‘Confirm 
Upload’. 
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Step 16: A final warning will appear. Click on ‘Yes, proceed with upload’ 

 
​
You have now completed the upload process. You will receive a confirmation email and 
your files should be viewable under the Uploaded Evidence section. 
 

 

19 


	Service Now (SNow) Hearing Evidence User Guide 
	How to Log In 
	How to View Files 
	How to Upload Files 


