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EFILING TROUBLESHOOTING GUIDE 

This document will provide a step-by-step process to address several of the commonly asked questions by CARE eFilers, including 

managing filings through the eBatch and eFiled screens, amending, and copying orders.  For additional resources and Frequently 

Asked Questions, please refer to https://www.utcourts.gov/efiling/juvenile/docs/Atorney_eFiling_FAQs.pdf 
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Common eFiling Errors   

CARE requires four pieces in order to successfully eFile; the case name/number, an incident number, a document, and the document 

must be titled.  Proposed Orders require confirmation that they have been held pursuant to rule.  Verify all pieces have been 

included.  Click the red View Error Messages button for details.  
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Legal Staff Filing on Behalf of an Attorney:  
Attorneys and paralegals will only have the option to file on cases where an entry of appearance has been eFiled and approved by 

the Court.  This is done through the MyCases tab.  Click eFile Notice of Appearance Existing Case.   
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If you are a paralegal filing on behalf of an 

attorney, choose the name from the drop 

down list next to eFile for Firm User.  Click 

Save.  Note: If you have added an 

attorney in your Set Defaults screen, this 

will pre-fill and will only need to be 

changed if you are filing for another 

attorney within your firm. 

The case number is required to 

enter an appearance.  Click Find.  

Click the green plus next to the 

search result for your case.  
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Multiple Cases on a Single Filing:  
There are two ways to add multiple cases to the same filing.   

Sibling cases may be added as related cases.  Note: Firm access must be granted to all associated childrenΩǎ ŎŀǎŜǎΦ ¢he filing cannot 

include new cases or incidents for this function to be allowed.  Add the PDF document before adding related cases.  Click Add 

Related Case(s). 

 

 

 

 

A list of related cases will populate.  

Check the appropriate cases and click 

the Add button.  Incidents will need to 

be associated for each case added.  
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Click the Add Existing Case button to add an additional case number that is not related on the case profile screen.   

 

Enter the search criteria and click find.  Click the green plus to add to the filing.  Each case will need to have an incident attached. 
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Multiple PDF Attachments to a Single Filing:  
This function is used when the PDF attachment is more than 5 MB or if there are attachments to the underlying document, such as a 

motion with supporting attachments.  Note: This should not include a Certificate of Service or Request to Submit.  These should be 

filed as separate stand alone documents.  Click the icon to attach additional documents. 

 

 

 

Click the Choose File button and select 

the PDF from your saved documents.  

Click Attach PDF Document.  You will 

repeat this process for all additional 

documents. 
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Filing Proposed Orders:  

 

 

Unlike the District Court that 

requires an uploaded RTF 

document, any proposed orders 

will be created in the CARE system.  

Click the Add Proposed Verbiage 

button. 



eFiling Troubleshooting Guide 11-16-2016 Page 9 
 

 

After returning to the Batch Detail Screen, click the eFile button to complete the filing. 

 

 

If you have included your Filer Information in the 

Set Defaults screen, this will automatically pre-fill 

or you may click the button to Add Firm Address.   

The content of your order may be copied and pasted from an existing 

Word/WP document or free typed in the order box.  The signature and 

date lines do not need to be included as these will populate when it is 

ŘƛƎƛǘŀƭƭȅ ǎƛƎƴŜŘ ōȅ ǘƘŜ WǳŘƎŜΦ  ¢ƘŜ WǳŘƎŜΩǎ ǎƛƎƴŀǘǳǊŜ ǿƛƭƭ ŀǇǇŜŀǊ ŀǘ ǘƘŜ 

bottom of the signed order.  Click Save & Preview to verify and download a 

copy of the draft Proposed Order.  Make any formatting changes if 

necessary and click Save Only. Then click Go Back to Batch Detail.  
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Service and Notification:  
/!w9 ŘƻŜǎ ƴƻǘ ǎŜƴŘ ŀǳǘƻƳŀǘƛŎ ƴƻǘƛŦƛŎŀǘƛƻƴ ǿƘŜƴ ŀ ƴŜǿ ŘƻŎǳƳŜƴǘ ƛǎ ŦƛƭŜŘ ōȅ ƻǇǇƻǎƛƴƎ ǇŀǊǘƛŜǎΦ  Lǘ ƛǎ ǘƘŜ ŦƛƭŜǊΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ to notify 

all parties of the filing and submit a Certificate of Service to the court indicating the method of service.  The Certificate of Service 

should be filed as a stand alone document under the document type of Service.  The filer will receive an automatic notice once the 

court has signed a Proposed Order. 

Holding Proposed Orders:   
Prior to clicking the eFile button, check the box indicating the filing has been held pursuant to rule.  If this is a document that is 

required to be held, DO NOT click the eFile button.  Close the screen to later return to the filing or choose Go Back to Batch Lookup. 

Once the period of objection has passed, the filing may be retrieved and eFiled.  A Request to Submit should be filed as a stand alone 

document. 
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My eFile Batch 
The eFile Batch is a list of all draft and incomplete eFilings that have not been filed with the court.  If documents show here, 

additional steps are needed to complete the filing. A batch is created once the filer has clicked on the grey folder to begin the eFiling 

process. You may close the screen at any time prior to completing your filing and return to it through the eBatch.   

 

 

 

 

Access the eFile Batch by clicking 

on the My eFile Batch link. 
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Navigating the e File Batch: 

 

 

 

Click on the pen and paper icon to 

open the draft/incomplete 

document to continue working. 

To narrow your search, enter the case 

number and/or a date range.  You may 

also filter by the hold or creation date.  

After entering the search criteria, click 

Find. 

Legal staff filing on behalf of an attorney may need 

to click the radio button to switch between My 

eFiling and Firm eFiling for Firm User to search for 

ŘƻŎǳƳŜƴǘǎ ǳƴŘŜǊ ŀ ǎǇŜŎƛŦƛŎ ŀǘǘƻǊƴŜȅΩǎ ƴŀƳŜΦ  

/ƘƻƻǎŜ ǘƘŜ ŦƛƭŜǊΩǎ ƴŀƳŜ ŦǊƻƳ ǘƘŜ ŘǊƻǇ Řƻǿƴ ƭƛǎǘΦ 
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Adding a hold date to a draft document will create a visual indicator of when the proposed order will be ready to submit to the 

court.  Note:  The document will not automatically send on this date.  Click on the link to add a hold date. 

 

 

 

Enter the date when the period of objection will 

pass and add a note.  These notes will be visible to 

all users within the Firm so they may assist in filing 

in your absence. 



eFiling Troubleshooting Guide 11-16-2016 Page 14 
 

There may be documents in your eBatch that are no longer necessary, either because the filing is a duplicate, or no longer would be filed with 

the court.  Click the pen and paper icon to open the filing where you will have the option to delete the batch. 
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My eFiled 
My eFiled is a list of all documents that have been submitted to the court through eFiling.  In most cases after clicking the eFile button, you will 

be automatically directed to this page.  My eFiled provides verification the eFiling was sent, status of the filing and the clerk assigned, and the 

ability to file, copy, or amend subsequent documents. 

Navigating the My eFiled:  

 

 

The search parameters are similar to the eBatch.  

Enter a case number and/or date range to locate a 

specific filing.  You may need to uncheck the boxes 

next to Filed Last and Open/Recent Updates to 

expand the search. 

The status of the filing and clerk ID 

information is available for follow up. 
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Filing additional documents from My eFiled:  

 

To file a series of documents to the same case(s) 

and incident(s) click on the grey folder in the My 

eFiled screen.  This will automatically associate the 

information that was previously entered. 

The clerk may enter notes regarding 

the filing, including reminders about 

payment.  Please check these notes 

regularly. 
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Confirm the case and incident information is correct.  

Click the Continue eFile Process button. 

Add/Create the document to complete the filing. 






