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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). Please note if you are eFiling an adult case you 

have the option to select “Information Filed.”   After your case has been created by the Judicial 

Assistant you will be able to file a Petition.   
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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.” 

 

 

 

  

 

 

 

 

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

 

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,” “Offense/Incident Date”. The Offense Date can be a date in the past. 

You may also add a Referral Number.   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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The “eFile Batch Detail” screen will appear.  Select “Add PDF Document” 
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Select “Choose File.”  After the intended document is selected, you will then select “Attach 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.  

 

 

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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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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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. 

 



Case Creations – Prosecutors                              Deployment Date 07/31/2016 Page 11 

 

 

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. 

 

 

 

 

 

 

 

 


