
eFiling in the Juvenile Court 
for Prosecuting Attorneys 



• Must access eFiling through CARE 
 - Web-based 
 - Currently available on EXISTING cases and    
    incidents only 
 - New case/incident creation will be available in 
    2016 
 - The user’s CARE login is their unique identifier 

 
• eFiling is available to:  Attorneys licensed by the state of 

Utah, Probation Department, Division of Juvenile Justice 
Services, Division of Child and Family Services, Assistant 
Attorney General, and the Guardian ad Litem 
 

• Documents not requiring a signature by a clerk or judge 
shall be eFiled in searchable PDF format. 

Introduction to eFiling 



• Documents requiring a signature by a clerk or judge 
shall be created through eFiling. 
 

• There are multiple ways to eFile depending on the need 
of the user. 
 

• Documents received or created through eFiling are 
routed into work ‘queues’ for further action.  Queues 
can only be viewed by clerks and judges.  However, the 
user will be able to view and track any documents they 
have eFiled. 
 

• Action taken on Proposed Orders will send an automatic 
notification to the filing party. 

Introduction to eFiling 



Using eFiling 

The user must log into CARE. 



Using eFiling – Logging in to CARE 

The user must log into CARE. 



Using eFiling – eFile Options 

The user will see the home screen.  The eFiling options are in the left menu bar. 



Using eFiling – Default Settings 

Setting defaults allows some customization for quicker movement through eFiling. 



Using eFiling – Default Settings 

The user may select a specific Judge.  If the user is a paralegal who files 
primarily for one attorney, they may select that attorney.  Please note that 

even if default settings are selected, the user can always change the 
information during the eFiling process, for a one-time search without 

affecting the default settings. 



Using eFiling – Default Settings 

The user may choose a time frame in which they want to receive a red notification folder 
when documents are filed, or changes made to filed documents.  Recent Filed indicates a 
new document has been filed.  Recent Update indicates if any action has taken place on 
a document.  Please note that even if default settings are selected, the user can always 

change these settings during the eFiling process, for a one-time search without affecting 
the default settings. 



Using eFiling – Default Settings 

The user may enter the filer’s information that will populate the top-left 
corner of proposed orders created in eFiling.  Please note that even if filer 
information is entered, the user can always change this information during 
the eFiling process, for one-time use without affecting the default settings. 



Using eFiling – My Cases 

My Cases allows the user to search for cases they are already assigned to, view the 
next hearing date, display relationships to the case, and eFile to a single case. 



Using eFiling – My Cases 

By default, the ‘ Search by Range’ radio button is selected.  The default setting begins 
and ends with the letter A.  The letter range can be changed before clicking the Find 

button, if the user desires.  Users can also search by case number and/or first and 
last name search by clicking the radio button next to ‘Search by Input,’  entering the 
required information, and selecting the Find button.  Remember, search results in 

My Cases will only display cases the user, or firm, is currently assigned to. 



Using eFiling – My Cases 

Search results using the ‘Search by Range’ option are displayed alphabetically, by last 
name.  



Using eFiling – My Cases 

Search results using the ‘Search by Input’ option are also displayed 
alphabetically, by last name.  Please note, as with any search in CARE, only two 

letters are required in the First and Last name fields.  Again, the more 
information entered in the search field, the narrower the results will be.  If a 

case number is used, only one result will show. 



Using eFiling – My Cases 

Both search options allow the user to select the ‘Show Next Hearing’ radio 
button if desired.  If there is a hearing scheduled, it will be displayed in a new 

column.  Please note this option is not pre-selected and the box must be clicked 
by the user before performing the search. 



Using eFiling – My Cases 

Click on a case number to view the case in CARE. 

*eFiling window remains open 

*Displayed in CARE 



Using eFiling – My Cases 

If the user would like to see the relationships listed on the case, they can do so 
by clicking on the ‘Display’ link.  This opens a pop-up window displaying the 

names of relationships which have been added to the case in CARE. 

*pop-up window 



Using eFiling – My Cases 

Click on the grey folder with green plus sign to begin the eFiling process. 



Using eFiling – My Cases 

An eFile Confirmation box will appear.  Click the ‘OK’ button if you would like to 
proceed with eFiling. Please note, from this point, the eFiling process is the same 

and will be presented in more detail beginning on page 50. 
 



Using eFiling – My Calendar 

My Calendar allows the user to search by judge and court date, eFile to all cases 
associated to a hearing or to an individual case, eFile automatically to assigned 

incidents associated to the hearing, and view documents specific to the hearing. 



Using eFiling – My Calendar 

The user may select any search criteria they would like in order to perform the 
search.  Once all information is selected, click the Find button.  Please note that 

the more information selected in the search fields will produce fewer results.   For 
broader search results, use fewer search fields. 



Using eFiling – My Calendar 

A red folder indicates a new document has been filed, or changes have been made 
to a previously filed document, during the time established in your default 

settings.  Mousing over the folder will display a pop-up box indicating the number 
of documents to be viewed. 



Using eFiling – My Calendar 

Search results will display in alternating colors in order to differentiate between 
hearings.  If multiple cases are scheduled for one hearing, such as siblings on a 

Child Welfare case, they will be grouped in one color.  The user is now able to view 
documents associated to the case/hearing, click on the case number to view the 

case in CARE, and eFile documents. 



Using eFiling – My Calendar 

Click on the ‘view’ link to see documents related to a hearing. 



Using eFiling – My Calendar 

The hearing documents will be listed in the CARE window.  Please note, the eFiling 
window will always stay open, separately from CARE, until closed by the user.  The 

user can further sort documents by clicking on the subtabs. 

*Remains open 

*Displayed in CARE 



Using eFiling – My Calendar 

To view the document, the user must click on the title of the document; this 
opens an additional window showing the document.  If a trash can is showing, 

that means a document that had been eFiled has been deleted.  By clicking on the 
trash can, a pop-up window opens, displaying the information as to when, why, 

and who deleted the document. 



Using eFiling – My Calendar 

To view the document, the user must click on the title of the document; this 
opens an additional window showing the document.  If multiple files have been 
uploaded, they will display in a list; the user can then click on which attachment 

they would like to view. 

*Opens in pop-up window 



Using eFiling – My Calendar 

Click on a case number to go to the case in CARE. 

*Displayed in CARE 

*eFiling window remains open 



Using eFiling – My Calendar 

Click on the grey folder with green plus sign to begin the eFiling process. 



Using eFiling – My Calendar 

The benefit of eFiling through My Calendar is the option to eFile documents to all 
cases and incidents associated to a hearing.   The user is still able to remove a case 

and/or incident during this process if necessary.   



Using eFiling – My Calendar 

The benefit of eFiling through My Calendar is the option to eFile documents to all 
cases and incidents associated to a hearing.   Hearing automatically selects all 

cases scheduled.  If you would only like one case, select the Case Hearing option.  
The user is still able to remove a case during this process if necessary.   



Using eFiling – My Calendar 

If multiple incidents are scheduled for the hearing, they will all be pre-selected.  
The user is still able to uncheck any incidents they may not want associated to the 

document being eFiled.  Please note, from this point, the eFiling process is the 
same and will be presented in more detail beginning on page 56. 



Using eFiling – My eFiled 

My eFiled allows the user to search for any document they, or their firm, have eFiled. 



Using eFiling – My eFiled 

Documents eFiled within the default settings will automatically be displayed.  
However, the user can perform a search to display eFiled documents using the 
Status of the document, Case Number, Filed Date Range, and/or Filed Last or 

Open/Recent Updates.  If the user works for a firm, a search can also be performed 
for documents filed by other users in the firm. 



Using eFiling – My eFiled 

The user can search for specific Status types by selecting the desired status from 
the drop-down box. 



Using eFiling – My eFiled 

Hovering your mouse over the document title will pop-up a box that displays 
information about the document such as which queue it is assigned to, the 

document eFiling number, the file date, the user that filed the document, time the 
document was submitted, status of the filing, what document type, and the 

document title.  You will also see the case information of the case the document 
was eFiled to. 



Using eFiling – My eFiled 

The eFiled document can be viewed by clicking on the ‘View’ link.  The document 
will open in a pop-up window. 



Using eFiling – My eFiled 

Clicking on the name of the case will display the case in CARE. 

*eFiling window remains open 

*Displayed in CARE 



Using eFiling – My eFiled 

Click on the grey folder with green plus sign to begin the eFiling process.  By 
beginning the eFile process through My eFiled, CARE will eFile to the same case 
and incident number(s) the document the user was viewing. Please note, from 
this point, the eFiling process is the same and will be presented in more detail 

beginning on slide ********   



Using eFiling – My eFile Batch 

My eFile Batch allows the user access to documents in draft status.  The user can 
either continue the eFiling process or delete documents they no longer wish to file. 



Using eFiling – My eFile Batch 

After clicking on the My eFile Batch link, all open documents will display; a search 
is not required.  However, the user may narrow the displayed documents by 

entering criteria in the search fields.  A search can be performed by the specific 
eFile Batch ID number, status of the document (draft or incomplete), or case 

number.  The user can also search for documents started by other members of 
their firm by selecting the radio button ‘Firm eFiling’ and selecting the user from 

the Firm User drop down box. 



Using eFiling – My eFile Batch 

The user can click the ‘edit’ icon which continues the eFiling process.  See page 50 
for further instructions on the eFiling process. 



Using eFiling – My eFile Batch 

If a document has been uploaded, it can be viewed by clicking on the ‘View’ link.  
The Document Title and SubType can also be viewed.  If a document has not been 

uploaded, it will show ‘Missing Document.’ 



Using eFiling – My eFile Batch 

Entering a Hold Date, allows the user to hide a document from the list.  The 
document would appear in the list on the date entered.  To enter a date, the user 

would click on the ‘Click to Add’ link in the Hold Date column.  A new screen opens 
allowing the user to enter the required information. 



Using eFiling – My eFile Batch 

Clicking on the name of the case will display the case in CARE. 

*eFiling window remains open 

*Displayed in CARE 



Using eFiling – eFile New 

eFile New can be used to eFile on any case.  Unlike eFiling through My Cases or My 
Calendar, or finishing the eFiling process through My eFile Batch, no case, incident or 

hearing details are pre-selected; the user manually inputs the desired information. 



Using eFiling – eFile New 

Again, there are multiple search options available.  CARE defaults to ‘Search My 
Cases’.  This allows the user to search for cases they are assigned to. 



Using eFiling – eFile New 

Selecting the radio button for ‘Search New Case’ allows the user to look for any 
case. 



Using eFiling – eFile New 

Once the desired case is found, the user will click on the green plus icon to begin 
the eFiling process. 



Using eFiling – eFile New 

The user is now on the eFile Batch Detail screen.  This page allows the user to 
add the incident the document should be associated to.  Add PDF documents 

that do not require a signature, or to create proposed orders.  Additional cases 
can also be added on this screen if the document pertains to more than one 

case, such as on Child Welfare incidents. 



Using eFiling – eFile New 

By clicking on the ‘Edit’ icon, the user can associate an incident to the filing.  At 
least one incident must be associated for each case. 



Using eFiling – eFile New 

Select the grey box on the appropriate incident(s) you wish to associate to the 
document.  When finished, click the ‘Add Incident(s) box. 



Using eFiling – eFile New 

The selected incident(s) will appear in the Assigned Incidents column. If an 
incident was assigned in error, click on the trash icon.  The user will be given a 

prompt.  To confirm the incident should be deleted, click OK.  



Using eFiling – eFile New 

The selected incident(s) will appear in the Assigned Incidents column.  If the 
information is correct, the user can proceed in the eFiling process by clicking on the ‘Go 

to Detail’ button.  If you select the ‘Close’ button, the eFiling window will close.  The 
information will be saved and the user can find it through the My eFile Batch menu. 



Using eFiling – eFile New 

The user is then returned to the eFile Batch Detail screen where you can see 
the incident(s) you selected is now viewable.  Please note, if the wrong 

incident was associated, you can click on the trash icon, remove the incident, 
and begin the process again by clicking on the edit icon. 



Using eFiling – eFile New 

The user is then returned to the eFile Batch Detail screen where you can see 
the incident(s) you selected is now viewable.  Please note, if the wrong 

incident was associated, you can click on the trash icon, remove the incident, 
and begin the process again by clicking on the edit icon. 



Using eFiling – eFile New 

Two options are available for eFiling:  Add PDF Document or Add Proposed 
Verbiage.  



Using eFiling – eFile New – Add PDF 

The user may add a searchable .pdf document by clicking on the ‘Add PDF 
Document’ button.  Remember documents filed as .pdf documents do not 

require a judicial signature.  Examples include a motion, affidavit, certificate of 
service, or any other supporting document. 



A new screen will appear, requiring the user to select information pertaining to 
the document being filed.  Always begin by selecting the options from the 

‘Document Type’ first.  Depending on the selection made, the options available 
in the ‘Document Sub Type’ list will vary. 

Using eFiling – eFile New – Add PDF 



Documents should be titled exactly as they are captioned or reflecting what is 
being filed as accurately as possible.  Please avoid abbreviations 

Using eFiling – eFile New – Add PDF 



The user can now click on the ‘Choose File’ button to find the .pdf document 
they would like to eFile. 

Using eFiling – eFile New – Add PDF 



When the appropriate document is selected, select the ‘Attach PDF Document’ 
button.  You will then be returned to the eFile Batch Detail screen. 

Using eFiling – eFile New – Add PDF 



All proposed orders are to be prepared through eFiling.  Remember, proposed 
orders should not be filed as a .pdf document. 

Using eFiling – eFile New – Add Verbiage 



Using eFiling – eFile New – Add Verbiage 

The user will select Other Legal as the ‘Document Type’ and Proposed Order as 
the ‘Document Sub Type’.  In the ‘Title’ field, the user will enter the title of the 
order they are filing.  This title will appear on the order in the caption so please 

title the document appropriately.  Do not use the wording the, ‘proposed 
order’ in the title as this information is captured by appropriately selecting the 

Document Sub Type.  Please note, the user will have another opportunity to 
change the title if necessary before completing the eFiling process. 



Click on the ‘Save/Cont to Proposed’ button. 

Using eFiling – eFile New – Add Verbiage 



Using eFiling – eFile New – Add Verbiage 

The filer information will appear as entered in the default settings.  However, 
this field is editable if necessary.  Click the ‘Include Filer Info on Document’ if 

you would like this information included on the order. 



The ‘Title’ field will capture what was entered on the previous screen.  However, this information 
can be edited.   The name of the county can be changed by clicking on the drop down menu and 

selecting the appropriate county.  The Judge/Commissioner option will default to the judge 
assigned to the case by the court.  If the user would like a different judge to view the proposed 
order for signature they will need to select a judge from the drop down menu.   However, the 

court has the ability to move the document to the appropriate judge’s queue.  Also, keep in mind 
if there is any supporting documentation filed through the ‘Add PDF Document’ option, that will 
be automatically routed to the assigned judge’s queue as there is no option to select a different 

judge, therefore separating the documents from one another 

Using eFiling – eFile New – Add Verbiage 



The ‘Case Descriptor’ field will default to ‘A Person Under the Age of 18.’  
However, depending on the type of case, the user may need to select a 

different option from the drop-down menu. 

Using eFiling – eFile New – Add Verbiage 



Using eFiling – eFile New – Add Verbiage 

Beginning December 14th, you can check the ‘Include Allegations’ box if you 
would like the specific incident number the order is regarding to be included on 

the order. 



The ‘Document Content’ field is required.  The user may use a template, free-type, or 
copy and paste the desired wording from a word processing program.  Please note, 
there is not the ability to format such as centering, using italics or bolding words. 

Using eFiling – eFile New – Add Verbiage 



Templates can be created for orders that are commonly created by the user.  To select a 
template, click the ‘Load Template’ button. 

Using eFiling – eFile New – Add Verbiage 



Choose the desired template by selecting the radio button on the applicable line.  The 
user can select where they would like the wording to be placed by selecting the 

‘Replace,’ ‘Add to Beginning,’ ‘Add to End,’ or ‘Insert at Cursor.’  Please note you can 
add additional information to the order, even if you choose to use a template. 

Using eFiling – eFile New – Add Verbiage 



When using a template, you will need to replace the prompts in order for the wording 
to be accurate.  The user should replace the ** prompts with the desired wording.   If 
your template was created with @ tags,  Beginning December 14, 2015 the user can 

click on the ‘Replace All Tags’ button where a box will appear where the user can fill in 
the prompts. 

Using eFiling – eFile New – Add Verbiage 



Once the user is satisfied with the content of their order,  whether created by 
template, free typed, or copy and pasted, they may Spellcheck the order, Save 
the order (this will require further follow up from the My eFile Batch menu), or 
click on ‘Save and Preview’ so the user can see what the proposed order looks 
like.  If satisfied with the document, the user can select the ‘Go to Batch Detail’ 

option to proceed with the eFiling process. 

Using eFiling – eFile New – Add Verbiage 



Using eFiling – eFile New 

Now that a proposed order has been created, the eFile Batch Detail screen has some 
new options.  The user can change the title, view the proposed order, or return to the 
previous screen in order to edit the content of the proposed order by clicking on the 

‘Edit’ icon.  If the user is filing a document on behalf of an attorney, such as a paralegal, it 
is important to remember to change the ‘eFile for Firm User’ to the name of the filer.  

Otherwise, it appears as if the paralegal is the filer. 



Using eFiling – eFile New 

If the user is satisfied with the proposed order they can complete the eFiling process.  
The user will need to click the box indicating the order has been properly held according 
to judicial rule.  The user can delete the eFile, Save (access through ***), or Go to Batch 

Lookup.   



Using eFiling – eFile New 

If the user is satisfied with the proposed order they can complete the eFiling process.  
The user will select the option to Return to My eFiled or Return to My eFile Batch from 

the drop down menu.  Once the selection is made, click on the ‘eFile’ button.  A 
‘WARNING’ box will appear letting the user know the document is to be eFiled.  Click OK 

if you would like to eFile 



Using eFiling – eFile New 

Finally, if the user can choose to delete the eFile by clicking on the ‘Delete’ button,  save 
the eFile to finish at a later time by clicking the ‘Save’ button (access through My eFile 

Batch), or Go Back to Batch Lookup.   
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