
Juvenile Court eFiling for the 
Attorney General’s Office 



Basics of eFiling 
• Users, including Probation, Juvenile 

Justice Services, the Division of Child and 
Family Services, Attorney General, and 
Guardian Ad Litem, will access eFiling 
directly through the CARE system. 

• Proposed Orders will be created directly 
in the eFile system, while supporting 
documents such as motions, affidavits, 
and certificates of service will be eFiled in 
PDF format.  



Basics of eFiling (Cont.) 
• Submitted PDF Documents will be received 

by the eFiling system and routed to work 
queues for further action.   

• Proposed Orders will be digitally signed by 
the Judge and an automatic notification will 
be sent to the filing party indicating the 
document has been signed with or without 
changes. 

• Documents may be tracked through eFiling to 
determine their current status. 

 



Select Set Defaults from the left-hand navigation to change your eFiling default settings. 
 
 
 



 
Choose from the drop-down list to choose a specific MyCalendar Judge if you typically 
file to one court.  This may be left blank.  If you are a paralegal who files primarily for 
one attorney, you may choose from the drop-down list and select this individual. 
 
 

 
 
 



 
 
 

Recent Filed and Recent Update (# days) will determine the number of days that you will 
receive a red folder notification that a new document has been filed.  The maximum 
number of days for recent filed is 10 days and recent update is 3 days.   
 
 
 



 
 
 

The Filer Information will populate into proposed orders created by the user. 
 
 
 
 
 



How to eFile 

• Once you have logged into the CARE 
system, you will choose which eFiling 
option you would like to use to access the 
eFiling system: My Cases, My Calendar, 
My Workspace, or eFile New.  Each 
option has distinct advantages depending 
on the type of case(s) and your role within 
the court system.  



The eFiling applications will be accessed using the links in the left-hand navigation bar. 
 
 



My Calendar 

• MyCalendar allows the user to search by 
a hearing judge and court date. 

• The user may eFile to multiple cases 
associated to one hearing in one step. 

• The eFile system will automatically 
associate the incidents calendared for all 
cases within the hearing. 

• The documents associated to the hearing 
are viewable from this application. 





Enter the Hearing Officer and Hearing Date for the case.  You will want to change the 
service assignments to “Attorney General” to view all assigned cases.  Click Find. 
 



All assigned cases for the hearing officer and date will appear.  The colors will alternate 
sibling groups by hearing.   
 



Clicking on the view link will change the CARE background screen to show all 
documents that are associated to the hearing by incident number.  If multiple children 
are associated to the hearing, all documents for all cases will be compiled.   
 
 
 
 
  



Hearing subtabs will allow the user to sort the documents by category.  The Cases, 
Incidents box at the top of the screen is a link to view all incidents for the case.  By 
clicking on the document title, you are able to view a PDF version that can be saved or 
printed.  A trash can icon is visible if the document has been deleted due to an error. 
 
 



From the MyCalendar application, you will see red folders that indicate the number of 
documents that have been filed during the set default period of time.  Mouse over the 
red folder to see the number of documents filed within this period.  This is a link to view 
the documents and will calculate the number of documents you have viewed. 
 



To eFile through MyCalendar, click the grey folder.  If you are eFiling to a sibling group, 
you may choose any one of the cases to attach the document to all of the cases.   
 



Choose Hearing if you would like the document to be eFiled to all cases and incidents 
within the hearing, or Case Hearing if you would like the document to be associated to 
only one of the cases. Click continue. 
 



As you can see, the incident has been pre-selected for you.  Click Continue eFile 
Process.  If multiple cases are associated to the hearing, all cases and incidents will be 
listed.  You may un-select any of the cases by clicking on the grey box next to the 
incident number. 
 
 



You will be directed to the Batch Detail Screen.  Legal staff will choose from the drop 
down list to select the attorney for whom they are filing.  This is an important step, as it 
will determine how documents can be searched and sorted in the My eFiled and My 
eBatch screens. 



Click Add PDF Document if you are filing a motion, affidavit, certificate of service, or 
other supporting document that is being submitted for review.  This same screen can be 
accessed through MyWorkspace, eFile New, and MyCases. 
 
 



The Add PDF Document page will appear.  You will need to select from the drop down 
menus to enter the Document Type, the Document Sub Type and the Document Title. 
 
 
 
 
 



Click on the drop down menu and select your document type.  The document type and 
subtype will determine where the document will be routed to be processed by the court. 
 
 
 
 
 
 



Click on the drop down menu and select your document subtype. 
 
 
 
 
 



 Enter the document title as it reads on the header.  Example: “Motion to Suppress,” 
“Motion to Continue Hearing.”  Click “Choose File” and select the PDF document from 
your saved files.  Click Attach PDF Document. 
 
 
 



From the Batch Detail Screen, you can upload multiple documents if the document is 
larger than the 5 mega-bite file size.  Click the additional documents icon. 
 
 
   



When your document is complete and you have verified the information, click the eFile 
button and confirm the prompt. 
 
 
 



My Cases 

• My Cases is an alphabetical listing of all 
cases currently assigned to the user or 
firm.   



Select My Cases from the left-hand navigation. 
 
 
 
 
 



You may Search by Range to view an alphabetical list or Search by Input to enter a case 
number or name.   
 
 



The default for Search by Range is “begins with A and ends with A.” Change the 
defaults by using the drop down list to expand or change the search parameters. 
 
 



Click the radio button next to Search by Input to enter a case number or name. 
 
 



After conducting a search for your assigned cases, click on the grey folder next to the 
case to begin the eFile process. 
 
 
  



You are directed to the Batch Detail Screen.   
 
 
 



Click on the Edit button to associate an incident to the filing.  The eFile system requires 
at least one incident to be associated for each case. 
 
 



Click on the grey box next to the incident(s) you wish to associate.  Click Add 
Incident(s). 
 
 
   



The selected incident will appear in the Assigned Incidents column.  If an incident was 
incorrectly selected, you may click on the correct incident and add incidents, then click 
the trash can icon next to the incorrect incident to remove it.  Click Go to Detail to 
proceed. 
 



Click Add PDF Document and proceed as previously explained under MyCalendar. 
 
 



My Workspace 
• MyWorkspace application allows for an at 

a glance view of the user’s caseload, 
case information, and items to be 
completed. 

• MyWorkspace is accessed through the 
main menu at the top in CARE. 

• Links exist within MyWorkspace to 
access MyCalendar and eFile.   

• The user is able to enter case notes to 
aid in case management. 

 



From the CARE home screen, click on MyWorkspace.  Using the drop down menus you 
may look at the assigned cases by Division, District Office, and by Person.   
 
 



The red folder is an indicator that new documents have been filed during the default 
period. By hovering your mouse over the folder, you will see the number of new 
documents filed and the number you have viewed. 
 
 
 
 
 



Clicking on the hearing date will take you directly to the MyCalendar view. 
 
 
 
 



Click on New Note to enter a new case note. The date field under the Notes column 
indicates the date of the most recent note and is a link to the notes page.  The user also 
has an option to click Note Report to sort by note types or print a report of all notes. 
 
Other case reports for Relationships, Face Sheet, Case History, and Assignments are 
available by clicking on the appropriate buttons. 
 
 
 
    



After clicking New Note, you will be prompted to fill out the Case Notes Edit page. 
Choose from the drop down menus and complete the note in the Activity Detail field.  
Spellcheck is available.   
 
 
 



You may eFile directly to a case from MyWorkspace by clicking on the grey folder next 
to the case information.  This will take you to the Batch Detail screen where you will 
follow the same steps as outlined in MyCalendar and MyCases. 
 
 
 
 



eFile New 

• eFile New can be used for all cases 
regardless of whether the case has been 
previously assigned to the user in CARE.  
The user can search for a case using a 
combination of case number, name, or 
DOB. 



 
Select eFile New. 
 
 
 
 



Search by case number by clicking the radio button next to Search New Case, entering 
the case number, and clicking on “Find.” 
 
 
 



Click on the green plus icon to eFile to this case and confirm the prompt. You will be 
directed to the eFile Batch Detail screen. 
 
 



Click on the Edit button to associate an incident to the filing.  The eFile system requires 
at least one incident to be associated for each case. 
 
 



Click on the grey box next to the incident(s) you wish to associate.  Click Add 
Incident(s). 
 
 
   



The selected incident will appear in the Assigned Incidents column.  If an incident was 
incorrectly selected, you may click on the correct incident and add incidents, then click 
the trash can icon next to the incorrect incident to remove it.  Click Go to Detail to 
proceed. 
 



Cases may be added or removed as needed by clicking on the Add Case button or the 
trash can icon to remove.  Add Case will return you to the eFile New screen where you 
will search new case as before. 
 
  



Click Add PDF Document if you are filing a motion, affidavit, certificate of service, or 
other supporting document that is being submitted for review, but not judicial signature.  
This same screen can be accessed through MyCalendar, MyWorkspace, and MyCases. 
 
 



     Filing a Proposed Order 

• All proposed orders submitted for judicial 
signature must be created within the 
eFiling system.   

• The filing party is responsible to notify all 
parties and hold these orders pursuant to 
judicial rule.  



Begin the eFile process by using MyCalendar, MyCases, MyWorkspace, or eFile New 
depending on your preference.  Once the case(s) and incident(s) have been associated, 
click on Add Proposed Verbiage. 
 



Choose a Document Type, Document SubType, and title the document.  The Document 
Type will default to Other Legal.  If you are filing a proposed order, this is the subtype 
you will choose. You will not need to add “Proposed Order” in the title of the document 
or this will be included in the document title on the final signed order.  Click Save/Cont to 
Proposed. 
 
 
 



The filer information will be automatically generated from the Set Defaults screen.  
Check the box to Include Filer Info on Document. 
 



The Judge / Commissioner box defaults to the Judge Assigned to the case.  This will 
need to be changed using the drop down menu if a judge who is not assigned to the 
case will be signing the order. 



You may complete the document content using cut/paste from a Word or Word Perfect 
Document, free typing within the box, or loading templates that have been created for 
your profile.   



To use an existing template, click the Load Template Button. 
 



Select from the templates by clicking on the radio button.  You have a choice to replace 
the content with the template, or use a combination of templates / typed verbiage by 
adding to the beginning, end, or inserting at the cursor within your existing content. 
 
 



If you are using the template feature, you will need to complete the information within the 
content screen.  A spellcheck button is available.  Once you are satisfied with the 
content, click Save Only or Save and Preview to see the PDF Version.  Click Go Back to 
Batch Detail to proceed. 



By clicking on the View Proposed link, you can see a PDF version of the order prior to 
signature.  Click on the Edit button to make changes to the proposed order.  You will 
have to verify that the order has been held pursuant to Judicial Rule by checking the box 
prior to eFiling.  Click eFile. 
 



The drop down menu will determine which screen you will be directed to following the 
filing of the document.  Return to My eFiled to file additional documents to the same 
case(s) and incident(s) or Return to My eFile Batch to work on draft filings. 
 
  



You can select Go Back to Batch Lookup to save this filing as a draft and finish it later.  
This may be a helpful tool for paralegals who are preparing Proposed Orders for a court 
hearing or that need to be held pursuant to Judicial Rule. 
 
 



You may also access draft documents by selecting My eFile Batch from the eFiling 
applications. 
 
 
 
 
 



When you select Batch Lookup, you will see that your document has been saved in draft 
status.  You can select EDIT to finalize the document when you are ready.  You may 
also Click to Add a Hold Date if the item is time sensitive.   
 
 
 



Select the radio button next to Firm eFiling for Firm User and choose from the drop 
down list to view the batch documents for another user within the firm. 
 
 
 



 
When your document is ready, return to the Batch Detail screen and select eFile.  When 
the warning box appears, click “ok.” 
 
 
 



To view the document you have filed, choose My eFiled. 
 
 
 



You can see that the document was eFiled and in current status as a New Filing.  The 
status will change as the document is reviewed and completed by the court.  You can 
file additional documents to this same case number and incident by clicking on the grey 
folder.  You can also view the document or return to the case in CARE by clicking on the 
case name. 
 



You can sort the eFiled documents by the status by selecting from the drop down menu.  
You may also sort the documents by case number or by date range.   
    



If you are a paralegal and would like to sort the documents filed on behalf of a specific 
Assistant Attorney General, choose the radio button next to Firm eFiling for Firm User 
and select the attorney from the drop down menu. 
 



For additional assistance with eFiling, 
please refer to the website or contact your 

local CARE specialist. 
 

http://www.utcourts.gov/efiling/juvenile/ 
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