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

Requesting a New User Account
Email efiling@utcourts.gov the following: 

Attorney name, bar number,  agency and/or division,  phone 
number, address, email address and a secondary (support 
staff) email address .  Government Attorneys who also have 
a private practice should contract with a certified eFiling 
Service Provider.  Infor available  at www.utcourts.gov/efiling
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-INACTIVE do not use 

This area is  your notification 
system, e.g.  System down time

mailto:efiling@ucourts.gov


Navigation Options
Do NOT use 
Internet Browser 
back button

Proper Navigation
Use the eFiling tool bar or 

buttons on the side
*use of web browser 

back button may result in 
bad data
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Filing Home Page
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New Case tab is not used for criminal cases

Begin here to prepare filing package to submit to the court

Allows you to follow status (descriptions on page 14) 

Displays a your list of documents eFiled, as well as links to case history and Certificate of Service 

Includes link to Notice 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  
Certificate of Service - displays service information



Civil Case Initiation
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Electronic Civil Cover Sheet

The first part of the new case process is entering required information.  This includes 
claim amount, court location, discovery tier, and identifying parties.  This process 
replaces the need to submit a civil filing cover sheet. 

VERY IMPORTANT

Please follow the Courts’ CORIS Data Entry Standards (at  www.utcourts.gov/efiling)
when entering party names.  Court Clerks assist a lot of callers and walk-ins who ask for  
case information.  Many times, the person doesn’t have a case number,  making it 
necessary  for court staff to  search for a case by name.

Preparing Documents

The second part of the new case process is uploading documents

(1) Complaints and other documents not requiring court signature are to be 
filed in searchable PDF.

(2)  Documents for signature must be submitted in Rich Text Format (RTF).  This 
gives the court an opportunity to make modifications when needed and/or 
sign the document.

Max Document File Size:  7 mg
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New Case Filing:  Select Jurisdiction

From Home Page:  Click on ‘New Case’ button

Only District Courts 
are setup for eFiling 
at this time
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New Case Filing:  Select Case Type

Choose case type by pointing and clicking



New Case Filing:  Court Location & Party Info

Add My Parties: Use to add Plaintiff /Petitioner information
Add Other Parties: Use to add Defendant /Respondent information

(see next page for example)

- Used for agency’s case number  (this will display in other screens making it  helpful to identify your cases). 

- Choose court location

- Select with submission of initial jury demand  with fee payment  *DO NOT click for subsequent filings

- Select appropriate Discovery Tier per URCP 26 

- Click to indicate unspecified damages
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Scroll down the page to include complete information,
including party addresses

ALWAYS enter the Agency name
in the last name field.

Use Add an 
Attorney to add  
an additional 
attorney OTHER 
THAN  the 
attorney currently 
logged in

Aliases include:
DBA, AKA, NKA, 

etc

New Case Filing: Plaintiff Information 
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New Case Filing:  Defendant Information

IMPORTANT
Add all available information, including Aliases and/or DBAs

Per CORIS Data Entry Standards - DO NOT include Mr, Ms, Dr, etc in name fields.

Click “Add Other Parties” button
to add defendant /respondent information

Remember to click  the Next button at the 
bottom of the page to save data entered.
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New Case Filing:  Electronic Cover Sheet

Click the Next button to save and add documents.

The information you provide will be used to file the case.

Court, Claim Amount, Discovery Tier, and at least  one Plaintiff 
and Defendant are required.
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New Case Filing:  Adding Complaint Document

Use Browse button to locate document file, then click Add.

NOTE:  Multiple Documents may be submitted in same filing.  

Use down arrow to select document type

Complaint will appear here

Click Next
to move on



Payment Information
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Enter appropriate payment method/data, review submission before clicking submit

Note: Some user 
accounts will be 

flagged as Exempt 
from filing fees.
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Packaging Documents to eFile
to an Existing Case

Click Existing Case 
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New Case tab is not used for criminal cases, this will be done 
through the use of PIMS by the Prosecuting Agency



Finding the Case You Want

Search 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)
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If you do not find a match, 
verify the spelling of the 
party name using xChange
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Choose the appropriate Document Type for the 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 to choose  “other” as the document type for a Request/Notice to Submit.
*Note the Document Type list may differ based on case type.
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#1 Begin by choosing the Document  Type

#2 Browse location you have 

prepared and saved documents 
(such as desk top, a folder, drive, etc.)

#3  ADD document

Move to Draft  - if you are not 
finished packaging documents in 
this filing to submit to the court.

#2a  When drafting and saving documents it’s 

helpful to  name them clearly  (by case number/and/or 
name) to avoid attaching incorrect documents  
*This is the most common eFiling error that occurs.

Select if you are ready to 
review and submit the filing
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This screen appears  when additional data, such as which party 
an attorney is filing on behalf of, is required.  If you are the 
attorney for the party, simply click the box next  to the party 
name to proceed.

The filing attorney  information displays  here 

Click the appropriate party 
box to indicate whom you 
are filing on behalf

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



Existing Case: 
Adding Documents/Titles

These two data fields combine to create a complete 
document title/docket entry: Motion for Change of Venue

20

Additional Text is not always necessary, 
e.g.: Appearance of Counsel



Review Documents Before Submitting

From  here you can  add/remove more 
documents, delete the submission, move to 

draft to finish at a later time,  or submit filing
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Filing Status
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This will take you to the “My Filings” page to 
show the status of the submission



My Filings

Clicking “go” button refreshes status of your 
pending filing. 
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Status Notifications
Packaged /Package Pending – documents 
& data submitted are being combined into a 

single transmission 

In Process – status after packaged,  the 
filing is being transmitted to the courts

Received – court received transmission 
and has started validating and processing, 

date and time of submission recorded

Filed – filing received, accepted and 
docketed

On Hold - a problem with the filing  which 
will be reviewed by the eFiling team

Rejected – a problem with the filing that 
could not be resolved, needs your attention



My Filings

Resubmit button 
allows you to make 
corrections without 
starting over

Click Rejected to 
read why filing was 
not successful
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Changing the date range allows 
you to see more filings

When communicating with the court include detailed 
information such as filer id and case number



Notifications
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Click to display case 
notifications
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Clicking the underlined document title
will display your document image

Clicking the underlined, bold link will display  the 
Notice of Electronic Filing ; this function requires 
running a case  case history  by clicking a case 
number link found on previous screens.

Notifications

You will receive notifications when anyone 
files on a case you’ve filed on



Document Images & Service Info

27

Click to access case list



My Recent CasesClick case number to 
view case history and 
access  to document 

images

Electronic Service Info
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Case History with Document Links
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Click document title to view image

Parties displayed  (below) by clicking +  Show/Hide Participants
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User Profile
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You may change 
email addresses 
and passwords 

from this screen



Court Signature Page Example
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Resources

The courts’ eFiling Web Page 
www.utcourts.gov/efiling contains a variety of 
helpful links and information, such as:

*A list of Certified eFiling Service Providers

* The Electronic Filing Guide which contains information about court rules, definitions, 
communication and privacy. 

* Formatting tips and document templates
* Frequently Asked Questions for Attorneys and eFiling Tips for Attorneys
* Contact information for court eFiling Specialists listed by District

Courts Help Desk: If you are experiencing trouble with the eFiling 
System, please call the Court’s Help Desk at 801-578-3850 or email 
to: courtshd@utcourts.gov
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http://www.utcourts.gov/efiling
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