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Electronic filing of Criminal Information 

1. Getting started with an efiled criminal information 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

    

To file a criminal Information you 

will select New Case. 

To file a document to an existing 

case you will select Existing case.  

The status of a filing is where it is 

in the process once it has been 

submitted. 

 

The list of ECF cases displays cases 

you have filed and a case can be 

selected from that list. 

 

Review your Notifications is where 

you can go to see what you have 

filed and also the list of 

documents in a filing. 

To file a criminal information you will 

select New Case. For the Case 

Category select Criminal. 
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2. Defendant information is entered next. Select the Add Defendant button. 

 

 

The drop down list for the 

prosecuting agency goes in 

alphabetical order.  

 To set a default prosecuting agency 

go to My Profile/My User 

Profile/Modify User Profile/Default 

Prosecutor. 

If demographic information is 

available check on the +/- box next to 

Demographics. 
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3.  Adding an Offense 

The Criminal Offense screen is where prosecution information and offense codes are added. For a state 

code select State of Utah, if the offense is city or county select the appropriate jurisdiction.  
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To add an offense code that is not available email the request to smotrequest@utcourts.gov. The 

request must include location, severity, bail amount or court mandatory along with the offense code 

and description. 

Attributes and Special Processing information are added on the Add Offense screen. If there are multiple 

charges for the same offense the information can be entered one time on the screen and then the 

number of identical charges entered and those offenses will be created without additional data entry. 
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4. Adding the Information document to the filing 

 

Once a document has been added an entry will display. 

Selecting the pencil “Edit data” icon will re-open the Case 

Initiation: Criminal screen where your offense and defendant data can be edited if necessary. The 

document can also be deleted from this screen.   

 

Once the offenses have been 

saved they will display on the 

Case Initiation: Criminal screen 

and can be edited or deleted. The 

X will delete offenses and the 

pencil icon will allow you to edit 

the offense information that has 

been added. If no problems exist 

select the Next button to add 

your document image or to 

complete later use the Save to 

Draft button. 

The Information document now 

needs to be uploaded. Enter the 

correct document type for your 

filing and select Choose File. Your 

document should be saved to a 

file you have. Find the document 

and select Add. 
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5. Saving a draft filing or finalizing the filing 

Once you are satisfied with the data entered for this filing you can move the data to draft or select next.  

When the data entered is moved to draft it will be available for 60 days and it can be edited or 

submitted during that time period.  

 

If you select Next instead of moving to draft on the Case Type: Criminal screen a final data field will 

display. If a citation number and/or OTN is available it is entered here. If a citation number is entered 

the system will search to see if there is an existing case with that citation number and same last name. If 

the system finds a match your information will be filed into that case. Entering citation numbers here 

will assist in limiting duplicate cases. If no citation was issued select the No Existing Citation Number 

box. There must be an entry made of a citation number or the field for no existing citation number 

checked to move forward. If there are co-defendants the Court case number is entered on this screen. 

Entering a co-defendant case number will result in the judge assignment being the same for the cases if 

that is the Court’s business practice. DUI and blood alcohol are also entered on this screen. If vehicle 

information is availabe select the + next to  Vehicle Information and add it to the data fields which open. 
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6. Submitting the filing 

Once data entry is completed select Next. The Case Type: Criminal screen will re-open. Select Next. The 

Review and Approve Filing screen will open.  This is the last screen where changes to data can be made. 

Move to draft or submit your filing. 

 

7. Tracking the status of the filing  

Once your filing has been submitted you can track its status if you like.  

 

Statuses: 

Received – court has received the filing and is going through validation steps 

Pending – this means something has occurred which will require action by the efiling team. 

Filed – has been accepted and filer should receive case number back. 

 


