
Juvenile Court eFiling for  
Defense Counsel 



HOW TO FILE AN APPEARANCE 
OF COUNSEL AND WITHDRAW 

FROM A CASE 
 

Access to juvenile cases begins 
with the filing of an Appearance of 
Counsel and ends with the filing of 

a Withdrawal 



Log into CARE and select My Cases. 



When this screen appears, select the eFile Notice of Appearance. 



When the warning box appears select OK. 



You must enter a case number in order to eFile an Appearance of Counsel. 



A limited amount of information will be returned as you have not yet  
been added to the case.   

Verify the information to make sure it is the correct person and select the Add button. 



Before you eFile the document make sure you are eFiling under the correct user. 
If you are a paralegal filing under the attorney’s name you will change the user name to 

the attorney filing the document. 



Select Add PDF Document. 



Choose the PDF document to file. 



Locate your document from your saved location and select Open. 



The name of the selected PDF document will show next 
to the Choose File button.   

Next select Attach PDF Document. 



From this screen you can view the PDF, remove the PDF, attach additional documents, add 
another case or change the document title or eFile User.  Select Save to save any changes. 
If you are not ready to eFile the document just yet, select Go Back to Batch Lookup.  This 

will save your progress which you can access later through My eFile Batch.  If you are 
ready to eFile the document Select eFile. 



A warning will returning asking if you are sure you want to eFile the document. 
Select OK. 



To see your eFiled document, return to the CARE home page 
and select My eFiled. 

Clicking on the CARE icon or on the Home button will 
return to the home page.  



The Notice of Appearance will now show as a new filing.   



Select Close to exit this screen. 



Once the Appearance of Counsel 
is filed and accepted by the court 
you will have access to the case. 





When your case has come to a conclusion it is important that you file a Withdrawal.  
Using the My Cases option find your case and select Withdraw . 



A warning will return asking if you are sure you want to eFile a Motion to Withdraw. 



Select Add PDF. 



Choose the PDF document to file. 



Locate your document from your saved location. 
Select open. 



The name of the selected PDF document will show next 
to the Choose File button.   

Next select Attach PDF Document. 



On this screen make sure your eFiler information is correct and view your PDF. 
If you change any data select Save.   If you are not ready to eFile the document just yet 

select Go Back to Batch Lookup.   
This will save your progress which you can access later through My eFile Batch.   

If you are ready to eFile the document select eFile. 
 
 



Select OK to confirm the warning. 



To file additional documents  on the same case, select the gray folder and 
repeat the process as previously outlined.  



HOW TO EFILE 
DOCUMENTS ON 
ASSIGNED CASES  



Once you have received case access, the CARE system 
has multiple applications for eFiling. 



For this portion of the training select My Cases. 
You could also use the My Calendar as will be demonstrated in the next section. 



After conducting a search for your assigned cases (using the A to Z option is probably 
the quickest way), select the eFile button. 

eFile Button 



The eFile Batch Detail screen will open.  





The Add PDF Document page will appear.  
You will need to enter the Document Type, the Document Sub Type  

and the Document Title. 



Select the drop down arrow and select your PDF type. 



Next select the document sub type from the drop down list. 



Add a Document Title. 





Because you are filing through My Cases rather than My Calendar the 
incident associated to the document needs to be added. 

Select the Edit button to add the incident. 



Select the Appropriate incident. 



Select add incidents. 



The incident will now show as assigned in the right hand column. 
You can now go back to your batch detail to complete your eFiling. 
Select Go to Detail.  You can also add incidents by selecting the Add 

Incident(s) button. 



On the E-File Batch Detail screen you can change the eFile user.  You can add a case or 
remove a case.  You can alter the document title.  You can view the PDF document and 

remove it and select a different PDF.  You can upload multiple documents if the document 
is larger than the 5 mega bite file size.   

You can also select Go Back to Batch Lookup to save this filing and finish it later. 



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. 

Edit Button 



When your document is ready, return to the Batch Detail screen and select eFile. 



When the warning box appears select OK. 



You will be returned to the My eBatch screen. Note that your document 
no longer appears as a draft document.  Select CLOSE to exit this window. 



To view the document that you have eFiled, return to the home 
page and select My eFiled. 



You can now see that the document has been eFiled. 



From the My eFiled page you can eFile additional documents, view the 
document and view case information by selecting the case number. 



To eFile an additional document on the same case and on the same 
incident select the eFile folder. 



As you can see the incident has been pre-selected for you. 
Select Continue eFile Process. 



The eFile Batch Detail screen will open.  Proceed with filing the document 
as previously instructed. 



HOW TO CREATE A 
PROPOSED ORDER  

USING MY CALENDAR 



The CARE system has multiple applications for eFiling. 



For the purpose of this demonstration the My Calendar option will be used.  Be aware 
that there are other applications within CARE for eFiling.  Select My Calendar. 



The My Calendar window has opened. 



After conducting a search and locating your case, select eFile. 



Here is where you will select to file under a hearing level or a case level.  Selecting the 
hearing level will allow you to file for any cases set at the same hearing time such as in a 

Child Welfare matter.  To file on multiple cases select Hearing. 



To file on a single case you would select Case Hearing. 



Select Continue. 



Since you are filing from the My Calendar option, the incident calendared has 
been pre selected for you.  Select Continue eFile Process. 



The eFile Batch Detail screen has opened and the incident has been pre selected for you. 



Select Add Proposed Verbiage. 

Add Proposed 
Verbiage 



When the window opens select the document type using the drop down 
list, the Document Sub Type and add a document title.   

Then select Save Continue to Proposed. 



The proposed document window will appear.   
If you have set your defaults, your filer information will appear here. 



You can update and save your filer information and choose to include the filer 
information on the document.  You can change the county, if necessary. 

You can change the Case Descriptor, change the Title of the Document, check Amended 
if applicable and change the name of the Judge/Commissioner if this document will  be 

signed by a different Judge. 



At the bottom of the page you can select Load Template.  
In the future you will be able to create your own templates in CARE. 



You can copy and paste selected verbiage from a WORD document or you can 
type whatever text you would like in this space. 



Use the Spellcheck feature to check spelling. 
Select Save Only or Select Save & Preview to continue processing at another time. 

When you are ready to file the document select Go to Batch Detail. 



Before you eFile the document make sure you are eFiling under the correct user. 
If you are a paralegal filing under the attorney’s name you will change the user name to 

the attorney filing the document. 



You will need to check the box verifying that you have complied with all the applicable 
rules pertaining to service and objections and certify that the proposed order is ready to 

submit to the court for consideration. 



Finally review your information and select eFile. 



If you are not ready to eFile your document you can select Go Back to Batch 
Lookup and you can then return to the document at a later time. 



If you are ready to file the document, select eFile.  A warning box 
will appear.  Select OK and then eFile. 



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

CARE specialist. 
 

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









 



 



 



 


