
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 

Once you have properly logged in, click on 
“My Cases” 
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Click on “eFile New Case” 
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1. 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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Click on the + sign to create an incident associated to the document you 
are filing. 

Note: Parties to the case can be created here 
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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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Click on “Add PDF Document” to attach 
your document. 

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 6 



The document is ready to eFile in the usual manner by clicking 
on the “eFile” button.   

Note: You can create additional incidents or add more documents before you eFile.  You 
can also add existing cases and create new parties 

8/2/2016 7 



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

If there is additional 
information needed you 
may receive a note from 
the clerk in this column 
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Another new feature is the ability to view 
the last cases you have worked on by 
clicking on “Last Cases” 
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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 

Once you have properly logged in, click on 
“My Cases” 
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1. Click on the drop down menu button and 
click on z 

2. Click on “Find” 
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You can also enter a known case number or case name and 
click “Find” 
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Click on “eFile” to file a 
document 
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Click on “Add PDF 
Document” to add a 
Document 

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

Choose your document file and click on “Attach 
PDF Document” 
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Click on the + sign to create an incident 
associated to the document you are filing. 
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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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The document is ready to eFile in the usual manner by clicking 
on the “eFile” button.   
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You can also create an additional case from this screen by 
clicking on “Create New Case” 
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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. 
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If you click on your “My eFiled” batch you can 
see that the case has been sent to the clerical 
queue awaiting processing and your firm’s 
assignment to the case 

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

8/2/2016 21 



You can file a motion to intervene on an existing 
case by first clicking on “eFile New” 
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Then click on “Existing Case” and search for or 
select your case  
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Add your document to the case in the usual 
manner by clicking on “Add PDF Document” 
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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 
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Your document will appear in your eFiled queue 
awaiting review and processing by the clerical 

team 
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