HOW TO CREATE A CASE/INCIDENT FOR DEFENSE ATTORNEYS

As of August 1, 2016 Defense Attorneys will be able to create new cases and incidents in CARE and file subsequent

documents
NEW CASE
4%D
EaRE Defense Attorney
Defense
Att
il Welcome to C.A.R.E.
Set Defaults
My Cases
HZ‘:,E;"*‘.;}S;S This system is dedicated to the welfare of Utah's youth.
My eFiled
WEFiel-e|Beamh <<< See updates to CARE by clicking on "Releases”
Last Case(s)
CARE lcons Last program deployment Sunday, June 26, 2016.
UPDATES
Releases
Email HelpDesk

Once you have properly logged in, click on
“My Cases”
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My Cases - Google Chrome o [ =] ==

B https://juvenile.utcourts.gov/demographics/MyCases?sid=0.0592022096499593
eFile New Case
User ID frainingg User Agency Firm
Firm TEST FIRM Bar #
Search Type My Chwin v
Search by Range * LastName Range Begins: /2 v | Ends: (& v Show Next Hearing
Search by Input Case # Wame) First: Last:

Relationships Withdraw eFile

Enter search criteria and click 'Find' button.

Click on “eFile New Case”
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F——— _ T ——— )
efile Batch Case Edit - Google Chrome l — | (5] |_£h]

& https://juvenile.utcourts.gov/efiling/EfileBatchCaseEdit?mode=new&areaNote=myCases&sid=0.22804288486068391

All fields with (*) are required.
eFile Case ID [MEW] Home District Office * American Fork v
First Name * Test Street Address * 123 Hope Lane
Middle Name Apt/PO Box/Suite
Last Name * Case City * Salt Lake City
Date of Birth * 05-05-2013 State * Utah v
Gender * Femalz \¥ Zip* 24114
Phone * 4352004568 County * UNKNOWH COUNTY *
Race * White v
Ethnicity * Latino/Hispanic r

Height (ft. in.) Weight (Ibs.)
Select a Document Type you are eFiling.

Document Type * Subs\antiations r | Substantiation Petions

Fill in accurate information in each of the fields including the type
of document you will be filing. Fields that contain an asterisk are
required.

2. Click “Save Case”
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eFile Batch Detail - Google Chrome

& https://juvenile.utcourts.gov/efiling/EfileBatchDetail7efileBatchld=2325
eFile Batch Detail
eFile Batch Id 2325 eFile For Firm User Defense Attorney A Status Incomplete
Created By training® Created DateTime D6-17-2016 02:29:09 PM Alert Date
Note Create Mew Case Record from myCases
Case Info B L IS
Edit Case # Case Name District Office Incident(s) EdittAdd MNewliInc Remove
@ New Case Test Case American Fork INCIDENT(S) REQUIRED Use New Inc link. bl ﬁ
Click on the + sign to create an incident associated to the document you
are filing.
Party Info S L]
Document Info
Document ID Document Sub Type Substantiations
Document Title ntiations Document Type Petition
INCOMPLETE DOCUMENT Add PDF Document
Click to View Error Messages Go Back to Batch Lookup
Note: Parties to the case can be created here
4
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B Add Incident To Case - Google Chrome = =

& https://juvenile.utcourts.gov/efiling/EfileBatchIncidentEdit?mode=create&efileCaseld=2962&defaultStatuteld=981&docSubTypeld=174&efileBatchld:
Add Incident To Case

eFile Case Inc Id [MEW]

Name Test Case

All Fields with (*) are required.

Choose Type * Delinquency

District Office® American Fork r
County of Offense* UTAH v
Agency* Juvenile Court ¥

Incident Description® SUBSTANTIATION PROCEEDING
Severity/Type* Administrative - Other A
Offense/Incident Date* (MM-DD-YYYY) be.17-2016
Referring Agency* Private Citizen r
Intake Decision Petition ¥

Save Incident

1. The information is populated into the fields for you but
changes can be made by clicking on the drop down buttons
if necessary.

2. Click on “Save Incident”
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r
eFile Batch Detail - Google Chrome = || [=]

& https://juvenile.utcourts.gov/efiling/EfileBatchDetail?efileBatchld=2325

eFile Batch Detail
eFile Batch Id 2325 eFile For Firm User Defense Attorney A Status Incomplete
Created By trainingd Created DateTime 0&-17-2016 02:25:09 PM Alert Date
Note Create Mew Case Record from myCases

Case Info
Edit Case # Case Name District Office Incident{s) EdittAdd Newlinc Remove
@ New Case Test Case American Fork Elrn L ﬁ

Click on “Add PDF Document” to attach
your document.

Party Info B L i)

Document Info

Document ID 1886 Document Sub Ty pe Substantiations
Document Title Substantiations Document Ty pe Petition
INCOMPLETE DOCUMENT Add PDF Document

Click to View Error Messages Go Back to Batch Lookup

Note: At this point you can add new incidents, new cases, and new parties. You can save or delete what
you have worked on so far and you can also change for whom you are filing. If you click on “Click to View
Error Messages” you can see what needs to be corrected before you proceed.

8/2/2016



B eFile Batch Detail - Google Chrom_ =R X

B https://juvenile.utcourts.gov/efiling/EfileBatchDetail?efileBatchld=2372
eFile Batch Detail
eFile Batch Id 2372 eFile For Firm User Defense Attorney r Status Draft
Created By training® Created DateTime D6-17-2016 D2:57:17 PM Alert Date
Note Create New Case Record from myCases
Case Info |

Edit Case # Case Name Disfrict Office Incident(s) Edit/Add  MNew Inc
E New Case Test Case American Fork Elrc + ﬁ

The document is ready to eFile in the usual manner by clicking

on the “eFile” button. |
Party Info b
Document Info
Document ID 1931 Document Sub Type Cther Legal
Document Title :Su bstantiation Document Type Other Legal
Filed/Created By training® View PDF o B
eFile &Returnto MyeFiled ¥ Go Back to Batch Lookup

Note: You can create additional incidents or add more documents before you eFile. You
can also add existing cases and create new parties
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My eFiled - Google Chrome = [ =&

& https://juvenile.utcourts.gov/efiling/MyEFile?m=saved&efileBatchld=2372
My eFiled
Status - Case # Filed Date Range
* My eFiling Firm eFiling ¥ Filed Last{10 Days) ¥ Open/Recent Updates Last(3 Days)
for Firm User: v End u
Doc. SubType Filed Date Completed Date Time Case#
Title Filer Usend Incidenti(s) #
Create Info Other Legal DE-17-2016 Create Info Test Case (NEWY)
Substantiation trainingd New Inc
-y Rewview Termination of Parental Rights DE-16-2016 View ) Filing Dulkcinea Quixocte (1103011} Please note: There is a limit of
o Termination of Parental Rights trainingd 2 250 characters in this note...
-y Rewview Motion D2-08-2016 Wiew NEw Filing Chisai Unko-johnson (S0D00S)
o Test Motion trainingd 332
oy Rewview Motion 12-03-2015 Wiew ew Filing Sanford Sharpie (1004313}
o Motion to Withdraw trainingd 45, 46
Counsel Motice of Appearance 11-23-2015 Wiew lew Filing Chisai Unko-johnson (500005)
Notice of Appearance trainingd 338
Counsel Motice of Appearance 10-28-2015 Wiew Mew Filing Chisai Unko-johnson (S00005)
Notice of Appearance trainingd
Counsel Meotice of Appearance D08-20-2015 Wiew Mew Filing COWARD LYOM (7518589)
Notice of Appearance trainingd

If there is additional
information needed you
may receive a note from
the clerk in this column

If you click on your “My eFiled” batch you can
see that the case has been sent to the clerical
gueue awaiting processing and your firm’s
assignment to the case
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0

EARE Defense Attorney

Defense
Attorney

Logout Welcome to C.A.R.E.

Set Defaults
My Cases

el This system is dedicated to the welfare of Utah's youth.

My eFiled
My eFile Batch <<= See updates to CARE by clicking on "Releases”
Last Case(s)

CARE lcons Last program deployment Sunday, June 26, 2016.

UPDATES
Releases
Email HelpDesk

Another new feature is the ability to view
the last cases you have worked on by
clicking on “Last Cases”

'l ™

https://juvenile.utcourts.gov/demographics/LastCases

Last Case(s)
2 Days '® 7 Days 14 Days 30 Days Max Mumber of Cases to Return| 100 ¥
Gender District Office Date Accessed
1102951 charlie Brown 05-17-2012 Salt Lake City D6-13-2016
I 1102961 test lzst name last name 03-05-2014 hA Price D6-13-2016 I
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HOW TO CREATE A CASE/INCIDENT FOR DEFENSE ATTORNEYS

As of August 1, 2016 Defense Attorneys will be able to create new cases and incidents in CARE and file subsequent
documents

EXISTING CASE

®

EARE Defense Attorney

Defense
Attormey

Logout Welcome to C.A.R.E.

Set Defaults
My Cases
D This system is dedicated to the welfare of Utah's youth.
My eFiled
My eFile Batch <=<< See updates to CARE by clicking on "Releases”
Last Case(s)

- Last program deployment Sunday, June 26, 2016.

UPDATES
Releases
Email HelpDesk
Once you have properly logged in, click on

“My Cases”

8/2/2016
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My Cases - Google Chrome

B https://juvenile.utcourts.gov/demographics/MyCases?sid=0.22640904350012092
eFile Notice of Appearance Existing Case [§ eFile New Case
User B frainingg User Agency Firm
Firm TEST FIRM Bar #
Search\lype My Chwin v
Search by Range * LastName Range Begins: | & v | Ends: | & Show Next Hearing

Search by\Input

Case#

(Name) First:
DOB Gender Dstrict Office

Last:

= ==

Relationships

Withdraw eFile

Enter segfch criteria and click 'Find' button.

1. Click on the drop down menu button and
clickon z
2. Click on “Find”

8/2/2016
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My Cases - Google Chrome

B https://juvenile.utcourts.gov/demographics/MyCases?sid=0.5354432778072102

eFile Notice of Appearance Existing Case [§ eFile New Case

User |0 frainingg User Agency Firm
Firm TEST FIRM Bar #
Search Tipe My Cren A
Search by Range Last Name Range Begins: [A v | Ends: [ Show Next Hearing
Search by Inp\it ® Case# 1102981 4 (Name) First: charie o Last: |brown
Gender District Office Relationships Withdraw eFile

Enter searchfcriteria and click 'Find' button.

You can also enter a known case number or case name and

click “Find”

(= [=@ ] =]

8/2/2016
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My Cases - Google Chrome

& https://juvenile.utcourts.gov/demographics/MyCases#

eFile Notice of Appearance Existing Case

eFile New Case

User ID frainingg User Agency
Firm TEST FIRM Bar #

Search Type My Chwin v

Search by Range Last Name Range Begins: [A v | Ends: [

Search by Input

® Case# [1102581

(Name) First: |charlie
DOB Gender District Office

Firm

Show Next Hearing
Last: |brown

= ==

1102591 Brown, charlie

| 0172z Salt Lake City

Relationships
Display

Withdraw eFile

Click on “eFile” to file a
document

8/2/2016
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eFile Batch Detail - Google Chrome

o [ = =]
& https://juvenile.utcourts.gov/efiling/EfileCaseSearchAdd?searchAdd=add&areaNote=MyCases&efileBatchld=0&caseNumber=1102991
eFile Batch Detail
eFile Batch Id 2384 eFile For Firm User Defense Attorney v Status Incomplete
Created By training® Created DateTime 06-20-2016 05:42:59 AM Alert Date
Note Creating efie Batch record from MyCases
Case Info R EGrlErd Bl
Edit Case # Case Name District Office Incident(s) EdittAdd NewiInc Remove
1102891 charlie Brown Salt Lake City Eg ]

You can view what needs to be done
from here by clicking on “Click to View

Error Messages.” It will indicate that a
document needs to be added

g _/

Click on “Add PDF
Document” to add a
Document

Document Info

INCOMPL MISSING DOCUMENT

Click to View Error Messages

Go Back to Batch Lookup

8/2/2016 14



Select Petition as the Document Type
and enter the Document Sub Type and

Document Title.

Doc Sub Type *

Document Type *

hrome (=] [=]

Add PDF Document

ment must be PDF
ent Upload Size 5 MB

T

CARE. Private Petitions, Information, Child Welfare Petitions, Petitions for
ent Petitions, Abortion Petitions, etc.

Petition (Legal Juw

Petition not created
Emancipation, Expung

mancipation Petition

(efiling/AddEfileDocument?mode=importDoc&efileBatchld=2412&doc

&3
at

(]

Document Title Petition for Emancipation
File * | Choose File | NCTI Eval pdf
A
Choose your document file and click on “Attach
PDF Document”
8/2/2016
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K3 <File Batch Detail - Google Chrome

B https://juvenile.utcourts.gov/efiling/AddEfileDocument
eFile Batch Detail
eFile Batch Id 2413 eFile For Firm User Defense Attorney A Status
Created By training® Created DateTime 06-20-2016 09:42:53 AM Alert Date
Note Creating efie Batch record from MyCases
Case Info
Edit Case # Case Name District Office Incident(s) Edit/Add
1102991 charlie Brown Salt Lake City ::ﬂﬁ&gﬂ $) REQUIRED Use Edit/Add or New

Draft

Mew Inc
&=

Click on the + sign to create an incident
associated to the document you are filing.

Document Info

Document ID 1848 Document Sub Type Emancipation Petition
Document Title Petition for Emancipation Document Type Petition
Filed/Created By trainingd View PDF i

Click to View Error Messages Go Back to Batch Lookup

Remove

i

B

8/2/2016
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B 2dd Incident To Case - Google Chrome (== ==

& https://juvenile.utcourts.gov/efiling/EfileBatchincidentEdit?mode=create&efileCaseld =3079&defaultStatuteld=1222&docSubTypeld =191 &efileBatchlc
Add Incident To Case

eFile Case Inc Id [NEW]

Name charlie Brown

All Fields with (*) are required.

Choose Type * Child Welfare

District Office* Salt Lake City A
County of Offense* SALT LAKE \J
Agency* Juvenile Court ¥

Incident Description*® PETITION FOR EMAMCIPATION
P3§? Check if Yes

Intake Decision Petition ¥

Child Removal Date (MM-DD-YYYY)
Petitioner Frivate Petitioner

Save Incident

1. The information is populated into the fields for you but
changes can be made by clicking on the drop down buttons
if necessary.

2. Click on “Save Incident”

8/2/2016 17




B File Batch Detail - Google Chrome

o || B ER
& https://juvenile.utcourts.gov/efiling/EfileBatchDetail?efileBatchld=2413
eFile Batch Detail
eFile Batch Id 2413 eFile For Firm User Defense Attorney v Status Draft
Created By training® Created DateTime DS-20-2016 09:42:53 AM Alert Date
Note Creating efile Batch record from MyCases
0L R 11 (el Add Existing Case [ Create New Case
Edit Case # Case Name District Office Incident(s) EdittAdd MNewiInc Remove
1102551 charlie Brown Salt Lake City Elrn + ﬁ
The document is ready to eFile in the usual manner by clicking
on the “eFile” button.
Document Info
Document ID 1946 Document Sub Type Emancipation Petition
Document Title Petition for Emancipation Document Ty pe Petition
Filed/Created By training® View PDF i) B
eFile & Return to My eFiled v Go Back to Batch Lookup
8/2/2016
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B File Batch Detail - Google Chrome

o |[@ ][ ==
& https://juvenile.utcourts.gov/efiling/EfileBatchDetail?efileBatchld=2413
eFile Batch Detail
eFile Batch Id 2413 eFile For Firm User Defense Attorney v Status Draft
Created By training® Created DateTime DS-20-2016 09:42:53 AM Alert Date
Note Creating efile Batch record from MyCases

Case Info REGrLE S EEaTlers

Edit Case # Case Name District Office

Incident(s) EdittAdd  Mew Inc
e
1102891 charlie Brown Sakt Lake City .

You can also create an additional case from this screen by
clicking on “Create New Case”

Document Info

Document ID 1946 Document Sub Type Emancipation Petition
Document Title Petition for Emancipation Document Ty pe Petition
Filed/Created By training® View PDF i) B
eFile & Return to My eFiled v Go Back to Batch Lookup
8/2/2016
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eFile Batch Case Edit - Google Chrome

8 https://caredev.utcourts.gov/efiling/EfileBatchCasekdit?mode=create&efileBatchld=28748&sid=0.:
All fields with (*) are required.
eFile Case ID [NEW] Home District Office * American Fork ¥ Populate Address/Phone From| Charlie Brown ¥
First Name * Street Address * 124 N 458 W
Middle Name Apt/PO Box/Suite
Last Name * City * American Fork
Date of Birth * (& State * Utah v
Gender * Unknown ¥ Zip* 84003
Phone * FEEEEEEELH County * Utah v
Race* A
Ethnicity * v
Height {ft. in.) Weight (Ibs.)

~

An added feature allows you to pre-populate the address and
phone fields from an existing case.

1. Click on the drop down box and select the case
2. The information will populate into the address fields.

8/2/2016 20



K3 1y eFiled - Google Chrome = ===

& https://juvenile.utcourts.gov/efiling/MyEFile?m=saved&efileBatchld=2414
My eFiled
Status = Case # Filed Date Range
3
* My eFiling Firm eFiling ¥ Filed Last(10 Days) ' Open/Recent Updates Last(3 Days)
for Firm User: A End H
Doc. SubType Filed Date Completed Date Time Case#
Title Filer Hold Date Userid Incideni(s) #
Create Info Emancipation Petition D6-20-2016 Cregte Info charlie Brown (1102%91)
Petition for Emancipation trainingd New Inc
Create Info Other Legal DE-17-2016 Crgfate Info Test Case (MEW)
Substantiation trainingd New Inc
ey Review Termination of Parental Rights DE-16-2016 “iew MEw Filing Dukinea Quixote (1103011} Flease note; There is a limit of
o Termination of Parental Rights trainingd 2 250 characters in this note...
ey Review Moticn 02-D8-2016 “iew lew Filing Chisai Unko-johnson (S00005)
o Test Motion trainingd 33z
ey Review Moticn 12-03-2015 Mew Filing Sanford Sharpie (1004313}
o Maotion to Withdraw trainingd 45, 46
Counsel Motice of Appearance 11-23-2015 Mew Filing Chisai Unko-johnson (S00005)
Notice of Appearance trainingd 338
Counsel Motice of Appearance 10-28-20135 Mew Filing Chisai Unko-johnson (S00005)
Notice of Appearance trainingd
Counsel Motice of Appearance 08-20-2015 Mew Filing COWARD LYOM (751869)
Notice of Appearance trainingd

If there is additional
information needed you
may receive a note from
the clerk in this column

If you click on your “My eFiled” batch you can
see that the case has been sent to the clerical
gueue awaiting processing and your firm’s
assignment to the case

8/2/2016 21




.

/ & CARE - Main Application X \__|

e =

€« Cc https://caredev.utcourts.gov/site/CARE.jsp w7 =
Home FindCase Case Party Incident Petition eFie Profile Help Logout
qab
EARE Defense Atty OTPUser
Defense Atty
oTPU
T Welcome to C.A.R.E.
Set Defaults
My Cases
T This system is dedicated to the welfare of Utah's youth.
My eFiled
My eFile Batch <<< See updates to CARE by clicking on "Releases”
eFile New
| ) Last program deployment Sunday, June 26, 2016.
cA Select eFile
u New
R
Email HelpDesk
Cage # Mo Current Case - -

You can file a motion to intervene on an existing

case by first clicking on “eFile New”
8/2/206
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# CARE-Main Application X %Y

« > C https://caredev.utcourts.gov/site/CARE.jsp =
Home FindCase Case Parly Incident Pefition eFie Profie Help Logout
(Fb
EARE Defense Atty OTPUser
Defense Atty
rtkind Welcome to C.A.R.E.
]
Excisting

This system is dedicated to the welfare of Utah's youth.

Select Existing
& Case

<<< See updates to CARE by clicking on "Releases”

= i Last program deployment Sunday, June 26, 2016.
CARE lcons
UPDATES

Releases
Email HelpDesk

ase # Mo Current Case - -

javascript: void shawNewExisting();

Then click on “Existing Case” and search for or
select your case
8/2/201% 23




eFile Batch Detail - Google Chrome

Select Add PDF

Document Info Document

FLETE MISSING DOCUMENT
Add PDF Documen

Click fo View Error Messages Go Back fo Baich Lookup

== =
& https://caredev.utcourts.gov/efiling/EfileBatchDetail?efileBatchld =2908 &sid=0.5237 559

eFile Batch Detail
eFile Batch Id 2908 eFile For Firm User Defense Atty OTPUser ¥ Status Incomplete
Created By otpuserd Created DateTime 07-22-2016 03:19:39 PM Alert Date
Note Creating efile Batch record from Mew

Case Info IR B R E
Edit Case # Case Name District Office Incident{s) EdittAdd New Inc Remove

1004313 Sanford D Sharpie Provo 2r ]

Add your document to the case in the usual
manner by clicking on “Add PDF Document”

8/2/2016
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/ & CARE- Main Application X \
y _

= =] = |

Email HelpDesk

Case# N

Motion fo Intervene

Motion tas\Withdraw

Crder to Show Cause Motion
Request/Motice fer Hearing

ich PDF Dw.cumen'

Reguest/MNotice to Submit

<« c https://caredev.utcourts.gov/site/CARE.jsp
Home FindCase Case Party Incident Petition eFile Prefile Help Loguut|
L
@  Add eFile Document - Goagle Chro [E=NEERT
EHarE Il & https://caredev.utcourts.gov/efiling/AddEfileDocument?mode=importDocéefileBatchld=2908&docCatl ||
Defense Atty
OTPUser Add PDF Document
L t
e Document must be PDF
Set Defaults Maximum Document Upload Size 5 MB
w”’é;i:edsar Document Type * Motion {Legal Juvenile) v
“ﬂa&”gﬁ"’:“ Motion to Compel, Motion to Contin®¥, Motion to Convert, Hearing Request, Status & Report
erne =
My eFile Batch Recommendation.
eFile New Doc Sub Type * v |
Last C
w Document Title Motion
ﬂ File * Motion - Ex Parte
UPDATES Motion for Expedited Placement
Releases Motion to Compel

P

A W\

\_

Select Motion as the Document Type and Motion
to Intervene and the Doc Sub Type. Also, enter in
the title of the Motion in the Document Title

field

J

8/2/2016
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My eFiled - Google Chrome

= | = =

& https://caredev.utcourts.gov/efiling/MyEFile?m=saved&efileBatchld=2908

| Find | My eFiled

Filed Date Range

Status v Case #
a
My eFiling '® Firm eFiling #| Filed Last(10 Days) ' Open/Recent Updates Last(1 Day)
for Firm User: | Defense Atty OTPUser ¥ End H
Do bType ed Date e ompleted Date ] ASe #
Clueue fle = old Date Do [afl erd de oie
& Review Moticn to Intervene 07-29-2016 View Mew Filing Sanford Sharpie (1004313)
Motion to Intervene olpuserd &7
+ Rewview Expungement Petition Ue-17-2018 View Mew Filing charhe Brown (110HZ551) A payment is required within
o Expungement Petition olpuserd T 3 10 calendar days or the
case may be...
Counsel Moticn to Withdraw 11-06-2015 View Mew Filing Charlie Brown (775582)
Motion to Withdraw olpuserd 236
-y Review Meotion 11-06-2015 View Mew Filing Charlie Brown (775532}
o Motion to Convert Hours to Fing  olpuserd 236
Y Review IMoticn 10-12-2015 View Mew Filing Sanford Sharpie (1004313)
o test otpuserd 46
-y Judge Moticn 03-30-2015 View Mew Filing Charlie Brown (775582)
o Motion fo Continue oipuserd 2386

4 )

Your document will appear in your eFiled queue
awaiting review and processing by the clerical
team

-

8/2/2016
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