EFILING TROUBHOOTING GUIDE

This document will provide a stdpy-step process to address several of the commonly asked questions by CAREiedlidmg
managing filings through the eBatch and eFdetkens, amending, and copying orders. For additional resources and Frequently
Asked Questions, please referhtps://www.utcourts.gov/efiling/juvenile/docs/Atorney Eiling FAQs.pdf
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https://www.utcourts.gov/efiling/juvenile/docs/Atorney_eFiling_FAQs.pdf

Common eFiling Errors

CARE requirdsur pieces in order to successfully eFile; the case name/number, an incident number, a docantetite document
must be titled Proposed Ordersequire confirmation that they have been held pursuant to riéerify all pieces have been
included. Click the red View Error Messages button for details.

eFile Batch Detail

eFile Batch Id 3304 eFile For Firm User Defense Attorney v Status Draft
Created By trainingd Created DateTime 10-26-2016 08:30:30 AM Alert Date
Note Creating efile Batch record from New

Case Info I E Sl
Edit Case # Case Name District Office Incident(s) Edit/Add  New Inc Remove
1102991 charlie Brown Salt Lake City *INCIDENT(S) REQUIRED Use Edit/Add link a ﬁ

Document Info

Document ID 2734 Document Sub Type Proposed Order
Document Title Order Document Type Other Legal
INCOMPLETE DOCUMENT Create Proposed Verbiage

By checking the box | have complied with all applicable rules pertaining to service and objections and hereby certify that the proposed order is ready to submit to the court for consideration.

Click to View Error Messages Go Back to Batch Lookup
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Leqgal 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
the Court. This is done through the MyCases tab. Click eFile Notice of Appearance Existing Case.

My Cases - Google Chrome o | B |-
@

8 https://caredev.utcouris.govidenearmhicellul o

Find eFile Notice of Appearance Existing Case P eFile New Case

User ID training3 User Agency Firm
Firm TEST FIRM; Pappas and Associates Bar #

l|Search Type My Own ¥ |
Search by Range (s | 35t Name Range Begins: (A v | Ends: (A v Show Next Hearing

Search by Input Case# (Name) First: Last: i
Case Name DOB Gender District Office Relationships Withdraw eFile ||

Enter search criteria and click 'Find' button.
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User ID training3

Firm TEST FIRM

Search Type My Own ¥

Search My Cases Case#
(Name) First:

Search New Case ® Case#

Case El DOB

User Agency Firm

Bar #

inge
The case number iequired to V)
enter an appearance. Click Find
Click the green plus next to the

search result for your case.

End (mm-DD-vyyy)

Enter search criteriaana CiiCR riia ouiion.

If you are a paralegal filing on behalf of ¢
attorney, choose the name from the droy
down list next to eFile for Firm User. Cli

eFile Batch Detail Save.Note: If you have added an
eFile Batch Id 3304 eFile For Firm User Defense Attorney v . }
Created By Created DateTime 10252016 08:30:30 AM attorney in your Set Defaults screen, this
Note Creating efile Batch record from New W|” pre_flll and Wl” Only need to be

Case Info changed if you are filing for another
Edit Case # Case Name District Office Incide ) ) )

1102991 charlie Brown Salt Lake City * INCI attorney within your firm. Fir]

Document Info
Document ID 2734 Document Sub Type Proposed Order
Document Title Order Document Type Other Legal

INCOMPLETE DOCUMENT
* By checking the box | have complied with all applicable rules pertaining to service and objections and hereby certify that the proposed order is ready to submit to the court for consideration.
Click to View Error Messages
i ——
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Multiple Cases on a Single Filing:
There are two ways tadd multiple cases to the same filing.

Sibling cases may be added as related callete: Firm access must be granted toadlsociatecthildrerQ a

Related Case(s).

O heiilthg cannet
include new cases or incidents for this function to be allowed. Add thelB&Fnent before adding related cases. Click Add

eFile Batch Detail - Google Chrome = | S| —rS—
& https://caredev.utcourts.gov/efiling/EfileBatchDetail?efileBatchld=3367&sid=0.744495508583727 3 @
eFile Batch Detail
eFile Batch Id 3367 eFile For Firm User Defense Attorney hd Status Diraft
I Created By training3 Created DateTime 11-16-2016 03:49:44 AM Alert Date
Mote Creating efile Batch record from New
(oW Is]{eM Add Existing Cise [l Add Related Case(s)
l District Office Incident(s) EditAdd New Inc Remove
500005 Chisai KA Unko-johnson, Jr Cedar City 342 . i}
Related Case(s) =1
Case # Name DOB Gender Address Info
y . UNDELIVERABLE 5 12 2010
1004313 Sanford D Sharpie 02-23-2000 M TESTVILLE UT 84838 i
Docunm
Document | Motion
Document ] Maotion
i
Filed/Creatq o B

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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dick the Add Existing Gabutton to add an additional case numitéat is not related on the case profile screen

eFile Batch Detail - Google Chrome = | (S| S
& hittps://caredev.utcourts.gov/efiling/EfileBatch Detail?efileBatchld=33 =0 @,
eFile Batch Detail
eFile Batch Id 3357 eFile For Firm User Defense Attorney A Status Draft
I Created By training3 Created Date Time 11-16-2016 08:49:44 AM Alert Date I
Note Creating efile Batch record from Mew
Case Iffio Aod Related Case(s)

Edit Case # Case Name District Office Incident(s) New Inc Remove
500005 Chisai KA Unko-johnsen, Jr Cedar City 342 [Eg i}

Document Info

Document ID 2782 Document Sub Type Motion

Document Title test Document Type Motion

Filed/Created By training3 View PDF ﬁ E
eFile & Return to My eFiled v Go Back to Batch Lookup

Enter the search criteria and click find. Click the green plus to add fidittge Each case will need to have an incident attached.

Go to eFile Detail

UserID training3 User Agency Firm
Firm TEST FIRM Bar #
Search Type My Cwn ¥
Search My Cases Case# Date of Birth Range

(Name) First: Last- Start (MmM-DD-YYYY) End (mm-Do-vrry)
Search New Case ® Case# 955333

DOB Gender District Office Address Info

955333  ze LaTE 01-01-1985 M Ogden OGDEN UT 84401 +
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Multiple PDFE Attachments to a Single Filing:
This function is used when the PDF attachment is more than 5 MB or if there are attastiméme underlying document, such as a

motion with supporting attachmentsNote: This should niinclude a Certificate of Service or Request to Submit. These should be
filed as separatstand alonedocuments. Click the icon to attach additional documents.

eFile Batch Detail
eFile Batch Id 3365 eFile For Firm User | Defense Attorney v Status Draft
|| Created By training3 Created DateTime 11-16-2016 08:43:42 AM Alert Date |
Note Creating efile Batch recerd from New
Case Info R SLE
Edit Case # Case Name District Office Incident(s) Edit/Add New Inc Remove
1102991 charlie Brown Salt Lake City 3 E ﬁ
Document [ Ad.d eFile Document - Google Chrome—-m =r e &‘
Document ID 8 https://caredev.utcourts.gov/efiling/AddEfileDocument?mode=attachAdditional&efileBatchld=33658&docCatld=1 @ 'ype Motion
Document Title Mation
Add PDF Document -
Filed/Created By i Z]
Deocument must be a readable/searchable PDF
fl Maximum Document Upload Size § MB
|| Attach Additional PDF Document tch Lookup
|| File™ Choose File No file chosen |
L —
I
! Click the Choose File button and selec
: the PDF from your saved documents.
| Click AttaciPDF Document. You will
repeat this process for all additional
) - documents.
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Filing Proposed Orders:

eFile Batch Detail

eFile Batch Id 3348 eFile For Firm User Defense Attormney v Status Incomplete
Created By training3 Created DateTime 11-14-2016 03:02:34 PM Alert Date
Creating efile Batch record from Existing
Note Case(s)Inc(s)
Case Info IR EOrES EeaTee s
Edit Case # Case Name District Office Incident(s) EdittAdd New Inc Remove
1102991 charlie Brown Salt Lake City 1 E.d i}

Unlike the District Court that

Document Info . loaded RTF
INCOMPLETE MISSING DOCUMENT requires an uploade
document, any proposed orders
will be created in the CARE syster

i .
— | Click the Add Proposed Verbiage

Add Document Type Information for Proposed

Document Other Legal (Legal Juvenile) ¥

Type *
Proposed orders (use eFiling Template), Undertaking of Bail, Notice of Appearance, Request for
Request, Miscellaneous correspondence to the court, Signed Authorization to release from a pr
Dnchub Proposed Crder r
Type |

T'I:t’;:";”“"e“t Specific Title of Order

| efCont to Proposed Cancel
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Filer Information for Defense Attorney

¥ Include Filer Info on Documi

Add Firm Address

If you have included your Filer Information in the
Set Defaults screen, this will automatically ite
or you may click the button to Add Firm Address

Third District Juvenile Court

FOR [saT

Lake v | COUNTY, STATE OF UTAH

STATE OF UTAH, in the interest of
Brown, charlie 05-17-2012

Case Descriptor | A Person Under the Age of 16 Years ¥

Title Specific Title of Order

Amended
Case No. 1102991

Judge / Commissioner Test, Judge \

Include Incident/Alleaation Verbiaae

* Dod

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
RAIAGErHEfT® aA3dIySR o6& GKS wdzRIS o
bottom of the signed order.ClickSave & Preview to verify and download
copy of the draft Proposed OrdeMake any formatting changes if
necessary and click Save Oiilgen clickco Back to Batch Detail.

—
Load Template |§ Spelicheck || Replace At Tags | Save Only_ || Save & Preview i Go Back to Batch Detail ),

After returning to the Batch Detail Screen, click the eFile buttooamplete the filing.
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Service and Notification:

/'w9 R2S3a y20 aSyR 1dzi2YFGAO y20AFAOIGAZ2Y 6KSY | y®aotiR2 OdzySy
all parties of the filing and submit a Certificate of Service to the court indicating the method of service. ThwateeofifService

should be filed as stand alonedocument 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 theeFile 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 Bathk tmBaic
Once theperiod of objection has passed, the filing may be retrieved and eFiled. A Request to Submit should be §itaddhalane
document.

C\ﬂy checking the box | have complied with all applicable rules pertaining to service and objections and hereby certify that the proposed order is ready to submit to the court for consideration.

eFile LTS TR @ Go Back to Batch Lookup B Delete
——
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My eFile Batch

The d-ileBatch is a list of all draft and incomplete eFilitiggt have not beenifed with the court If documents show here,
additional steps are needed to complete the filikgbatch is created once the filer has clicked on the grey folder to begin the eFiling
process. You may close the screen at any time poi@ompleting your filing and return to it through the eBatch.

Home FindCase My Workspace Case Party Incident Assess Petition Calendar eFile Minutes Acctg Order Fulfill Victim Caseload Service Admin eReferral Profile Help Logout|

i

EARE Training Clerk

Training Clerk

Logout Welcome to C.A.R.E.
Set Defaults DB Development

My Cases
My Calendar

[y EEss . . . . |to the welfare of Utah's youth.
T Access the eFile Batch by clickin Y

My eFile Batch . . RE by clicking on "Releases”
File New on the My eFile Batch link.
Last Case(s) ent Sunday, June 26, 2016.

CARE Icons
UPDATES

Releases
Email HelpDesk

My Profile

Case # No Current Case - -
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Navigating the e File Batch:

To narrow your sarch enterthe case
number and/or a date range. You may
also filter by the hold or creation date.
After entering the search criteria, click

My eBatch
. Filter By: Hold Date Creation Date
eFile Batch Case
Open Q
D Status | Open Queues ¥ 4 Start
My eFiling '® Firm eFiling for Firm User: At
Defense Attorney = No Hold Date
Click on the pen and paper icon to Creation Date Time ~ Case #
| i Status Userid Incident(s) # Notes
Ej ? open the draft/incomplete Draft 10-26-2016 08:30:30 AM charlie Brown (1102991) Creating efile
. ) trainingd Batch record
doaument to continue working. from New
a 3303 Propi Draft 10-26-2016 08:28:29 AM  charlie Brown (1102991) Creating efile
Orde! trainingd Batch record
froun Bloa
My eBatch
. Filter By: Hold Date Creation Date
eFile Batch Case
D Status | Open Queues ¥ # Start
My eFiling '® Firm eFiling for Firm User: End
Defense Attorney A No Hold Date
Doc. SubType View  Linked Creation Date Time Case # Find.
( ID Title Doc Docs HoldDate Status Userid Incident(s) #
B 3304 Proposed Order Missing Click to Add Draft 10-26-2016 08:30:30 AM  charlie Brown (1102991) Cnmg
Order Document training9 Batch record
from New
B 3303 Proposed Order Missing Click to Add Draft 10-26-2016 08:28:29 AM  charlie Brown (1102991) Creating efile
Order to Expedite Hearing Document training9 Batch record
£, Al
My eBatch
ofile Bateh status | Open Quewes v | 525 | | egal staff filing on behalf of an attorney may neet
y S ] to click the radio button to switch between My
My eFiling '® Firm eFiling for Firm User: . . . .
Defense Attomey ¥ eFiling and Firm eFiling for Firm User to search fo
Doc. SubType A EE R20dzySyida dzyRSNI I aLisod
1D Title Doc N Docs N . . N
B 3304 Proposed Order Missing | K22 as uKS FAL SN a y 'Y Creating efile
Order Document Batch record
from Mew
B 3303 Proposed Order Missing Click to Add Draft 10-26-2016 08:28:29 AM  charlie Brown (1102991) Creating efile
Order to Expedite Hearing Document training9 Batch record
£, Al
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Addinga 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.

eFile Batch - Google Chrome Pt oo e _ AR § = | E |t
#@ htips://caredev.utcourts.gov/efiling/MyEfileBatchLookup?sid=0.11689237105136185 @
My eBatch
. Filter By: Hold Date Creation Date
eFile Batch Case
Open Q v
iD Status | Open Cueves ¥ | Start
My eFiling '® Firm eFiling for Firm User: End
||| Defense Attorney A No Hold Date
| Doc. SubType View Linked Creation Date Time Case #
[l 1D Title Doc Docs Hoid Daiz Status Usend Incident(s) #
| E 3304 Proposed Order View Click to Add Jraft 10-26-2016 08:30:30 AM  Lazy zebra (955333) Creating efile
Order training9 charlie Brown (1102991) Batch record
1 from M ew

Change Alert Date Info =1

Date

* Note

Enter the date when theeriod of objection will
pass and add a note. These notes will be visible 1
all users within the Firm so they may assist in filin
in your absence.
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There may be documents in your eBatch that are no longer necessary, either because the fidimglisaée, or no longewould 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.

My eBatch
. Filter By: Hold Date Creation Date
eFile Batch Case
D Status | Open Queues ¥ 4 Start
My eFiling '® Firm eFiling for Firm User: End
||| Defense Attorney v No Hold Date
[l Doc. SubType View Linked Creation Date Time Case #
ll Title Doc Docs HoldDate Status Userid Incidenti(s) #
" from New
( a 3302 Missing Click to Add Incomplete  10-25-2016 09:57:11 AM  chuck brown (1103077) Creating efile
L Document training9 Batch record
from Mew

eFile Batch Detail

eFile Batch Id 3302 eFile For Firm User Defense Attorney A Status Incomplete
Created By training Created DateTime 10-25-2016 09:57:11 AM Alert Date
Note Creating efile BEatch record from New
Il Case Info IRl Eeasers
i Case Name District Office Incident(s) New Inc Remove
Ll 1103077 chuck brown American Fork E ﬁ

Document Info
INCOMPLETE MISSING DOCUMENT

Click to View Error Messages Go Back to Batch Lookup
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My eFiled

My eFileds a list of all documents that have been submitted to the court through eFiling. In most cases after clicking theteRjlgdautvill
be automatically directed to this pag®ly eFiled provides verification the eFiling was sent, status of the &fidghe clerk assigned, and the
ability to file, copy, or amend subsequent documents.

Navigating the My eFiled:

My eFiled
Status v Case# Filed Date Range
My eFiling '® Firm eFiling ¥ Filed Last(10 Days) ¥ Open/Recent Updates Last(3 SE
for Firm User: Days) End
Defense Attorney A
. ompleted Date
. The search parameters are similar to the eBatch. | ms Case #
Queue Title Enter a case number and/or date range to locate a =L Incident(s) # Notes
e Review  Motion | specific filing.You may need to uncheck the boxes charlie Brown (1102991) -
pr Review ﬁﬁ:da»-i- next to Filed Last and Open/Recent Updates to iharlie Brown (1102391)
lah 1
expand the search.
My eFiled
Status v Case# 1103081 Filed Date Ra“EE. 0
Start i -
My eFiling '®' Firm eFiling ¥| Filed Last(10 Days) ¥ Open/Recent Updates Last(3 Days)
for Firm User: | Defense Attormey v End

Completed Date
Doc. SubType Filed Date View Time Case #
Title Filer Hold Date Doc Status Usend 7 : hlate
_ Review Petiti 06-21-2016 View C leted 11-14-2016 02:44:16 P -
=+ s pg;:};gg trainingd e P P 1/ The status of the filing and clerk ID
training5

information is available for follow up.
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My eFiled

Status v

My eFiling '®' Firm eFiling
for Firm User: | Defense Attormey v

Doc. SubType
Title

Petition

Petition

+ Review

Filed Date Range

Start
End

The clerk may enter notes regarding|i "
the filing, including reminderabout
payment. Please check these notes
regularly.

Case#

1103081

¥| Filed Last(10 Days) ¥ Open/Recent Updates Last(3 Days)

Filed Date

Filer Hold Date
06-21-2018 Yiew
training9

Please send in the
filing fee before July
14, 2016 06-21-2015
10:34 AM...

Filing additional documents from My eFiled:

My eFiled
Status A

Filed Date Range

Case #

My eFiling '® Firm eFiling ¥ Filed Last{10 Days) ¥ Open/Recent Updates Last(3 ST
Defence Attamey ¥ oave) End
Completed Date
To file a series of documents to the same case(s) Time Case #
o . . atus Userid Incident(s) # Notes
and incident(s) click on the grey folder in the My charlie Brown (1102991) ~
1

eFiled screen. This will aumhatically associate the

Review . . .
information that was previously entered.

charlie Brown (1102991)
1
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eFile New Document on Existing Case(s)/Inc(s)

Case Name (Case #): charlie Brown (1102991)

Inc # Description Intake Decision
1 VOLUNTARY RELINQUISHMENT PET Child Welfare II

Confirm the case and incident information is corre
Click the Continue eFile Process button.

Continue eFile Process

<::: Add/Create the document to complete the filing.
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