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Case Creation-Prosecutors

When creating a new case in CARE, select the “eFile New” option. Select “New Case.”
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After selecting the “Create New” option, fill in the Case information in the “eFile Batch Case
Edit” screen. Please note: A “Document Type” is required. After information is entered, select
“Save Case.” Please note that depending upon District Practice will determine whether you
select Petition or Probation Records Shared. Check with you local district. Since this is a new
case it is likely that you will select the document type of Probation Records Shared in order to
provide the juvenile court probation department the referral and supporting documentation
(police report, citation, juvenile referral, etc). After your case has been created by the Judicial
Assistant you will be able to file a Petition.

eFile Batch Case Edit - Google Chrome . T =3 =

& https://juvenile.utcourts.gov/efiling/EfileBatchCaseEdit?mode=new&areaNote=New%20eFile%20Link&sid=0.7263004 105442463
All fields with (*) are required.

eFile Case ID [NEW] Home District Office * Tooele T

First Name * George Street Address * 1234 Spin Circle

Middle Name AptiPO Box/Suite

Last Name * Fourman City * Tooele

Date of Birth * oa-1e-2001 | [0 State * Utah v

Gender * Male v Zip* 85214

Phone * 888-328-1254 County * TOOELE T

Race * No Contact T

Ethnicity * Can Mot Determine ¥

Height (ft. in.) Weight (Ibs.)

Select a Document Type you are eFiling.

Police reports, truancy referrals, citations, detention booking sheets, probable cause statements provided for the purpose of

BTEOIETHER: Probatien Record Shared fulfilling a probation responsibility such as legal sufficiency screening andior petitioning purposes.
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The “eFile Batch Detail” screen will then prompt you to create the Incident. Select the green plus sign located

under the “New Inc.”

efile Batch Detail - Google Chrome . - =3 =

& https://juvenile.utcourts.gov/efiling/EfileBatchDetail 7efileBatchid=2464
eFile Batch Detail

eFile Batch Id 2454 eFile For Firm User County Attorney T Status Incomplete

Created By training8 Created DateTime 06-22-2016 03:16:53 PM Alert Date

Note Create New Case Record from Mew eFile Link
Case Info It BT

Edit Case # Case Name District Office Incident(s) EdiiAdd NewInc Remove

IE New Case George Fourman Tooele INCIDENT(S) REQUIRED Use New Inc link. + ﬁ

Party Info

Document Info

Document ID 1987 Document Sub Type Probation Record Shared
Document Title Probation Record Shared Document Type Probation Record Shared
INCOMPLETE DOCUMENT Add PDF Document

Click fo View Eror Messages Go Back to Baich Lookup

The “Add Incident To Case” will then appear. District Office, County of Offense, and Agency will
Autofill. You will need to enter the Incident Description by selecting the blue arrow.

Case Creations - Prosecutors Deployment Date 6/27/2016 Page 3



Add Incident To Case - Google Chrome__ ala =8 =

& https://juvenile.utcourts.gov/efiling/EfileBatchincidentEdit?mode=create&efileCaseld=31 lefaultStatuteld=0&docSubTypeld=1718eefileBatchld=2:

Add Incident To Case

eFile Case Inc Id MNEW]
Mame George Fourman

All Fields with (*) are required.
Choose Type * Delinquency
District Office* Tooele v
County of Offense* TOOELE T
Agency™ Juvenile Court ¥
Incident Description*
Severity/Type™ v
Offense/incident Date* (MM-DD-YYYY) 06-22-2016 u
Referring Agency™ v
Intake Decision M

Save Incident

The “Statue Lookup” screen will appear. Incident can be entered by Statute/ Offense Code,
Short Description, or State Statute Code (located on the left of the screen.) Drug Related,
Severity, Category and Firearm can assist in narrowing search results but are not required. After
applicable information is entered, select “Find.”

Statute Lookup - Google Chrome I i S SRECE_*__

& https://juvenile.utcourts.gov/incidents/StatuteLoockup?caseMumber=0&incidentld=08&childWelfareFlag=false
ONLY DELINQUENCY OFFENSES WILL DISPLAY FOR SELECTION
@ Statute Lookup

Statute/Offense Code Severity Class B Misdemeanor bl
Short Description criminal mischief Category Against Property A

Drug Related Mo ¥ Firearm Mo ¥

State Statute Code Statute Description

Statute State
Offense Code Statute Code Severity Short Description Statute Descripfion

Cancel
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The results of your search will appear. Select the applicable “Statute Offense Code”

Statute Lookup - Google Chrome ————— ] W

& https://juvenile.utcourts.gov/incidents/Statute Lookup
ONLY DELINQUENCY OFFENSES WILL DISPLAY FOR SELECTION

Statute Lookup

Statute/Offense Code Sewverity Class B Misdemeanor v

Short Description criminal mischief Category Against Property v
Drug Related - Firearm -
State Statute Code Statute Description

Statute State
Offense Code Statute Code Sewerity Short Descripfion Statute Descripfion

CRIMIMNAL MISCHIEF - B T6-6-106(2)(b}i}B)} Class B Misdemeanor CRIMIMNAL MISCHIEF CRIMINAL MISCHIEF

Cancel

Once the “Incident Description” is selected you will be returned to the “Add Incident to Case Screen”. Enter the
“Referring Agency” and the “Intake Decision.” Note: Leave the Intake Decision blank if you are filing a Probation
Records Shared. If you are filing a Petition you can select Petition. Once all fields are complete, Select “Save

Incident”
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B3 Add Inadent lo Case - Google Chrome . a®a

& https://juvenile.utcourts.gov/efiling/EfileBatchincidentEdit?mode=crea

Add Incident To Case

eFile Case Inc Id [MEW]
Name George Fourman

All Fields with (*) are required.
Choose Type * Delinquency
District Office* Tooele v
County of Offense* TOCELE v
Agency* Juvenile Court ¥
Incident Description® CRIMIMAL MISCHIEF
Severity Type* Class B Misdemeanor A
Offensellncident Date* (MM-DD-YYYY) 06-22-2016 u
Referring Agency* v
Intake Decision v

Save Incident

The “eFile Batch Detail” screen will appear. Select “Add PDF Document”

eFile Batch Detail - Google Chrome [r—

=& \

£ https://juvenile.utcourts.gov/
eFile Batch Detail

iling/Efi

eFile Batch Id 2464 eFile For Firm User County Attorney v Status
Created By trainingd Created DateTime 06-22-2016 03:16:53 PM Alert Date
Note Create Mew Case Record frem New eFile Link
Case Info
Edit Case # Case Name District Office Incideni(s) Edit/Add
B New Case George Fourman Tooele Inc

Party Info

Document Info

Document ID 1987 Document Sub Type Probation Record Shared
Document Title Probation Record Shared Document Type Frobation Record Shared
INCOMPLETE DOCUMENT Add PDF Document

Click fo View Error Messages Go Back fo Batch Lookup

Incomplete
New Inc  Remove
=
+ o
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Select “Choose File.” After the intended document is selected, you will then select “Attach PDF
Document.”

P =7 —_— — -
B Add eFile Document - Google Chrome = | B |-
B https://juvenile.utcourts.gov/efiling/AddEfileDocument?mode=attachAdditional &efileBatchld=2268&d

Add PDF Document

Document must be PDF
Maximum Document Upload Size 5 MB

Attach Additional PDF Document

File * Choose File | How to.pdf
I Aftach PDF Document
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Once the PDF document is attached, you will be routed to the “eFile Batch Detail”
screen. You will then need to enter the applicable parties associated to the case, this shall
include, Mother, Father, Guardian, Custodian, Etc. You will select the “Create New Party”
button.

# ETIE DAL eI - JU0YIE LITuIme [ — —

8 https://juvenile.utcourts.gov/efiling/AddEfileDocument

eFile Batch Detail
:File Batch Id 2464 eFile For Firm User County Attorney r Status Incomplete
Zreated By training® Created DateTime 06-22-2016 03:16:53 PM Alert Date
Jote Create Mew Case Record from Mew eFile Link

Case Info
dit Case # Case Name Disfrict Office Incideniis) Edit/Add NewlInc Remove
! New Case George Fourman Tooele E\nc + ﬁ

Party Info e

Document Info

Jocument ID 1987 Document Sub Type Probation Record Shared
Jocument Title Probation Record Shared Document Type Probation Record Shared
ilediCreated By training8 View PDF o B

& Returnto My eFiled v Go Back fo Batch Lookup

You will need to complete the following screen by entering in as much information as
possible. You will see the screen only requires the First and Last Name however, it will benefit
both counsel and the courts if all fields are completed, if the information is available. Once the
information is entered select the “Create” button.
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(2 httpsy/juvenileutcourts. gov/mode=cresteBiefileBatchld=2268 R1cid=0.0587619409708087 - eFile Par - Internet Explorer =0

All fields with (*) are required.

Efile Party ID Mew

First Name * o Date of Birth e v | 2 |
Middle Name r Gender [Unknown]]

Last Name * [Fourman Race |Can ot Determine v
Suffix Ethnicity [[can Mot Determine [
Phone [a35 iz Physical Same as Mail

Mailing Address 1 [1234 Vine Street Physical Address 1 [

Mailing Address 2 [ Physical Address 2 [

Mailing City [Tooele Physical City [

Mailing State Utah v Physical State [Gan v
Mailing Zip EE Physical Zip [Bar1a

You will then be routed back to the “eFile Batch Detail.” You will need to select the
“Link this Party to Case(s)” option. The Party/Case Associate screen will allow you to select
“How” the party is related to the underlying case. Then select the “Add/Update” button.
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eFile Batch Detail - Google Chrome o =| B o

B https://juvenile.utcourts.gov/efiling/EfileBatc chld=2464

eFile Batch Detail
eFile Batch Id 2464 eFile For Firm User County Attorney v Status Incomplete
Created By training8 Created DateTime 06-22-2016 03:16:53 PM Alert Date

Note Create New Case Record from New eFile Link

[of: LW )1 (¥ Add Existing Case JlGiaaleblouCaso.) :
Edit  Case# Case Naj Party/Case Associate = EditAdd Newinc Remove

—
B New Case George F Party Name Tyson Fourman * i}
eParty Id 171

George Fourman v

I2ETA" 131 (N Create New Party
Edil _eParly# __Parly Name \

=
B 171 Tyson Fourman

o
Add [ Update

Document Info
Document ID 1987 Document Sub Type Probation Record Shared
Document Title Probation Record Shared Document Type Probation Record Shared

-

Filed/Created By training@ View PDF ]

Click to View Error Messages Go Back to Baich Lookup

You will then be routed back to the “eFile Batch Detail” screen. This screen will allow you to
review the information you have entered. If you have made an error you do have the ability to
“Remove” the New Case or the Associated Party. You will notice the “eFile” option is available.
Assuming you have entered all appilcable infomration, you may now select this option.

eFile Batch Detail - Google Chrome = | &
| https://juvenile.utcourts.gov/efiling/EfileBatchDetai
eFile Batch Detail
‘ile Batch Id 2464 eFile For Firm User County Attorney v Status Incomplete
‘eated By trainingd Created DateTime 06-22-2016 03:16:53 PM Alert Date
e Create Mew Case Record from Mew eFile Link
[oF:T-1-W[13{=] Add Existing Case || Create New Case
it Case# Case Name Disfrict Office Incident(s) EditfAdd NewInc Remove
5 New Case George Fourman Tooele Blnc - ﬁ
Party Info L0
it eParly # Pariy Name Associated Case(s) Remove
f 171 Tysen Fourman George Fourman ﬁ
Document Info
cument ID 1987 Document Sub Type Probation Record Shared
wcument Title Probation Record Shared Document Type Probatien Record Shared
ed/Created By trainingd View PDF ﬁ E

eFile & Returnto My eFiled v Go Back to Baich Lookup
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The “My eFiled” screen will appear. This screen will allow you to check the status of your new case
filing. Please note, the case is routed and reviewed by the clerical staff. Once the case is processed and
approved by clerical staff, a link with the case number will be available in the “My eFiled” screen.

@ MY erlied - Loogle Lnrome — = e

& https://juvenile.utcourts.gov/efiling/MyEFile?m=saved&efileBatchld=2464
My eFiled
i = B Filed Date Range
Str 2] ,
* My eFiling Firm eFiling ¥ Filed Last(4 Days) ¥/ Open/Recent Updates Last{1 Day)
or Firm User: v End E m
Doc. SubType Filed Date View Completed Date Time Case#

Queue Title Filer Hold Date Doc Status Userid Incident(s) # Notes
Create Info Probation Record Shared 06-22-2016 Create Info George Fourman (MEW)

Probation Record Shared training8d New Inc

Create Info Probation Record Shared 06-22-2016 Create Info LAZY ZEBRA 3}
Police ReferralfCitation trainingd New Inc

Create Info Petition 06-20-2016 View Return eFile 06-20-2016 03:01:35 PM  George For e
Petition training 8 aronan New Inc
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