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Utah State Courts’ eFiling Addressg
https://efile.utcourts.gov

Inactive. Do not use. 

Requesting a New User Account

Email efiling@utcourts.gov the following: 
This area is your

Attorney name, bar number, agency 
and/or division, phone number, address, 
email address and a secondary (support 
staff) email address.  

This area is your 
notification system.
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Navigation OptionsNavigation Options
Do NOT use internet 
browser Back button.

Proper Navigation
Always use the eFiling tool 
bar or buttons on the side.

*U f b b B k
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*Use of web browser Back
button may result in bad 
data.



Filing Home PageFiling Home Page

•New Case tab is not used for criminal cases.
•Begin here to prepare filing package to submit to the 
courtcourt.
•Allows you to follow status (descriptions on page 14).
•Displays a list of documents eFiled, as well as links to 
case history and Certificate of Service. 

In these screens clicking any underlined text will

•Includes links to Notices of Electronic filing  and 
official file stamp time/date.

In these screens clicking any underlined text will  
take you to additional information.  

Examples: 
My Cases case number displays case history
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My Cases - case number displays case history.  
Certificate of Service - displays service information.



Packaging Documents to eFileg g
to an Existing Case

Mandatory eFiling
Beginning March 31, 2014, pursuant to the 
Rules of Judicial Administration Rule 4-603, 
all filings except the Information must be 
electronically filed.

New Case tab is not currently used for 

Click Existing Case.
Beginning January 1, 2015, the Information 
must be electronically filed. 

y
criminal cases. New cases may be initiated 
through eFiling-enhanced PIMS, if available. 
Case initiation functionality is under 
development and is expected to be available 
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mid 2014. 



Finding the Case You WantFinding the Case You Want

S h i ll th ( i d) d t fi ldSearch using all three (required) data fields:
case number, court location and last name 
-OR- choose case from list (available if 
you have eFiled on the case previously).

If you do not find a 
match, verify the 
spelling of the party 
name using xChange.
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Navigation OptionsNavigation Options

#1 Begin by choosing the Document  Type.

#2 Browse the location 
where you have the saved 
document on your computerdocument on your computer 
(Such as desktop, a folder, 
drive, etc…).#3 Click Add Document.

#2a When drafting and saving 
documents it is helpful to name them 
clearly (by case number and/or name 
to avoid attaching incorrect 
documents Attaching the wrong#4a Move to Draft  - if you 

#4 Select if you are ready to 
review and submit the filing.
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documents. Attaching the wrong 
document is the most common eFiling 
error. 

y
are not finished packaging 
documents in this filing to 
submit to the court.



Document RoutingDocument Routing

Choose the appropriate Document Type for 
th l di i h t fil D t tthe pleading you wish to file. Document types 
are programmed to route filings for court staff, 
making it important to choose correctly and to 
use any predefined document types available 
from the list. For example, you would not want 
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p , y
to choose “other” as the document type for a 
Request/Notice to Submit.



Party Selection

This screen appears when additional data such as the party on

Party Selection

This screen appears when additional data, such as the party on 
whose behalf the attorney is filing is required. If you are the attorney 
for the party, simply click the box next  to the party name to proceed.

Use this area to add an ADDITIONAL 
attorney only (not to attach the 
current attorney who is eFiling).

The information for 
the filer displays here.

Click the appropriate 
party box to indicate 
on whose behalf you 
are filing.
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Adding Documents/TitlesAdding Documents/Titles

These two data fields combine to create 
a complete document title/docket entry: 
“Motion to Quash.”

Additional Text is not always 
necessary. Often the Document 
Type is sufficient to identify the 
document. (e.g. Appearance of 
Counsel).
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Document Review 
And Approve
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From here you can add/remove more 
documents, delete the submission, move to 
draft to finish at a later time, or submit filing.



Filing StatusFiling Status

This will take the filer to the “My Filings” page to review the status 
of the submission.
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My FilingsMy Filings

Clicking the “Go” button refreshes the 
status of your pending filing.

Status NotificationsStatus Notifications
Package Pending/Packaged – Documents and data submitted are being combined into a single transmission .

In Process – The filing is being transmitted to the courts.
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Received –The court has received transmission and has started validating and processing the filing, (date and 
time of submission recorded).

Filed – Filing received, accepted and docketed (Uses date/time from the time the submission was received).



My FilingsMy Filings

Changing the date range 
allows you to see more filings.

Resubmit button allows the 
filer to make corrections 
without starting over. 

Click Rejected to read 
why the filing was not 
successful
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successful.

When communicating with the court 
include detailed information such as 
filing ID and case number. 



NotificationsNotifications

Click to display 
tifi ticase notifications.
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Notifications
Clicking the Underlined, bold link will display

Notifications
Clicking the Underlined, bold link will display 
the  Notice of Electronic Filing. If the NEF does 
not display, refresh the case history by clicking 
a case number link on a previous screen.

You will receive notifications when 
anyone files a case on which you 
are attorney of record

Click the underlined document title to display 
the document image. 16



Notice of Electronic FilingNotice of Electronic Filing

This notice is automaticallyThis notice is automatically 
generated for electronic filing. 

•All attorneys who are 
currently attached to the case 
will be notified electronically. 

• Parties who are not efilers
must be notified by other 
meansmeans. 
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Managing Cases and Notifications

An electronic notification is generated whenever 

Managing Cases and Notifications

g
someone files on a case.

Efiling accounts may be set up so notifications areEfiling accounts may be set up so notifications are 
managed:

O• Directly by each prosecutor OR
• At the prosecutor’s office

Your choice will depend on volume and how your office 
is managed.
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Office Level Notifications

• Mimic the paper process used in many offices.

Office Level Notifications

p p p y

• Notifications go to email address(es) associated with 
the District County or City Attorney’s e filing accountthe District, County, or City Attorney s e-filing account.

• Office staff, logged in to the District, County, or City 
’ f fAttorney’s e-filing account, monitor notifications and 

process documents through the Notifications queue. 

• Assistant attorneys use their individual accounts to 
electronically file and access documents.
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Office Level Notifications

• If a prosecuting attorney wishes to receive direct 

Office Level Notifications

p g y
notification in addition to office-based notification, an 
appearance of counsel should be entered through 
efiling or in court This will initiate direct notification toefiling or in court. This will initiate direct notification to 
that attorney in addition to notifying the office 
account.
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Managing Notifications

Direct attorney notification is the efiling system default

Managing Notifications

Direct attorney notification is the efiling system default. 

If a prosecuting attorney is not a participant in Office-
level Notification, (he/she is not associated with a 
District, County, or City Attorney account), his/her 
account will default to direct attorney notification.account will default to direct attorney notification. 
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Participating in Office Level Notification

To participate in Prosecutor’s Office Level Notification

a c pa g O ce e e o ca o

To participate in Prosecutor s Office-Level Notification, 
the office must do three things.

1) Provide the bar number and name of the managing 
attorney who will be listed as the counsel of record on 
all cases filed by their office. The email address(es) y ( )
associated with this efiling account should be verified, 
and possibly changed to include a generic mailbox for 
that office to which several staff have accessthat office to which several staff have access. 

Continued > 
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Participating in Office Level Notificationa c pa g O ce e e o ca o

2) Provide a list of bar numbers and names of all 
attorneys associated with the District, County, or 
M i i l Att ' ffi h h ld b iMunicipal Attorney's office who should be given 
access to document images of that prosecuting 
office's cases. Send that list to efiling@utcourts.gov

3) Assign a staff member to work with the courts to keep 
the list currentthe list current.

Please note: Lists should be provided to 
efiling@utcourts gov as soon as practical This featureefiling@utcourts.gov as soon as practical. This feature 
will be implemented on or about March 14, 2014. 23



Document Images & Service InfoDocument Images & Service Info

Click to access case list.
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My Recent CasesMy Recent Cases

Electronic Service Information

Click case number to view case history 
and access to document images.
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Case History with Document LinksCase History with Document Links

Parties displayed by 
clicking Show/Hide 
Participants.

Click document title 
to view image
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to view image



Court Signature Page ExampleCourt Signature Page Example

Judges SignatureJudges Signature 
appears at the top 
of the document.

Indicate where the
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Indicate where the 
document ends.



RTF SubmissionsRTF Submissions
All documents submitted for court 
signature must be a properly 
created RTF document. Additional 
i f ti il bl t

Header must comply with 
UCJA Rule 10 to allow space 
for the electronic signature.

information available at 
https://www.utcourts.gov/efiling/#g
eneral.  

Format caption in a 1 row, 2-cell 
table. Captions formatted using 
spaces or tabs display poorly 
when electronically signed.

Only Times, Times New Roman, 
and Arial type face are allowed.

Use /s/ Your Name for 
electronic signature. 
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Auto RejectionAuto Rejection
RTF cannot contain revision 
tracking. Copy the content to a 
new document with revisionnew document with revision 
turned off and resubmit. 

The eFiling system will only accept 
RTF or PDF file types.RTF or PDF file types. 

RTF and PDF documents 
cannot be protected filescannot be protected files. 

Documents with Form 
Fields or Merge Data 
Fields will be rejected.
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RTF Auto RejectionRTF Auto Rejection
Top Margin too small 
or no margin specified. 

Embedded Picture.

Embedded Draw Object.

F d P B k

Header or Footer.

Forced Page Break 
and Section Break.

Do not use Lines or 
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Underline to create table 
boarder. Insert a table to 
achieve the effect.



Creating PDF DocumentsCreating PDF Documents
A PDF created by scanning a 
document creates an image that is 
difficult to work with. A scanned 
image may be made searchable withimage may be made searchable with 
Adobe’s Optical Character 
Recognition (OCR) but the final 
document  is less reliable than PDF 
documents created through word 

Use PDF creator to make a 
h bl PDF d t

processing 

searchable PDF document. 
Properly created PDF 
documents have many 
additional benefits for the user:
•Accurate search without OCR
•More Accurate search than 
OCR
•Smaller File Size
•Viewing software runs faster
•Copy/Paste Without OCR•Copy/Paste Without OCR
•More Accurate Copy/Paste 
than OCR



Additional eFile TrainingAdditional eFile Training

For additionalFor additional 
training and 
answers to 
issues not 
covered here, 
go to the 
Utah Courts 
eFiling page.

Training 
videos 
currently 
available. 
Check this site 
periodically for 
additional 
trainingtraining. 



Resources Visit https://www.utcourts.gov/efiling
to find training guides, system Resources g g , y
changes, and added features. 

Additional Resources
Utah Bar: http://www.utahbar.org/members/utah-state-bar-e-filing-information/. 
Utah State Bar eFile portal https //efiling tahbar org/Utah State Bar eFile portal: https://efiling.utahbar.org/. 
Utah State Court eFile specialists: http://www.utcourts.gov/efiling/docs/District_Contact_List.pdf. 

Court Help Desk: If you are experiencing trouble with the eFiling System, please call the Court’s 
Help Desk at (801) 578-3850  #4 or email courtshd@utcourts.gov. 
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