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Quick Links

Adding Service Contacts to Firm Account
Updating your profile
Filing a New Case
Parties
Documents
Filing Fees
Adding Yourself as a Service Contact
Filing into an Existing Case
Service only filings 
Notifications the court sees



Getting Started

You can navigate to each section by using the icons on 
the left or by clicking into the specific boxes.



Adding Service Contacts to Firm Account
• Click into the “Service Contact” Icon
• On the right side of the screen choose “Add Contact”
• Fill in the email and name for the contact 

• Assistants and paralegals can be added in the “Administrative email” section

• Select “Save to my firm contact list” and “Save” 

*** Your service information can be added when filing into an existing case, or after 
a new case is accepted.  See slide 16.***

*** WARNING: If you add 
attorneys outside your firm to 
your service contacts, you are 
responsible for updating any 
contact information for them. 
UTCR 21.100 (2) (c)***



Updating your user profile
To update your contact information, change your password, or set favorites and defaults :
• Select your initials in the top right of the screen
• Choose “Profile”

• Select “Edit” to change your name or email address
• Choose “Change password” to update a password
• Choose “Email Notifications” to customize what items you are notified on.
• Select “Favorites and Defaults” to set specific locations, case categories or default payment account



Filing a New Case

• Click the “Start Filing” button
• Select “Start a New Case”



• Select the court location, case category and case type 
using the drop-down menus

• Select “Parties” to move to the next step 



• Fill in the information about each party
• A warning icon will show for all required parties (you cannot file without all 

completed)
• In the party information section, an asterisk will show for the required sections
• After each added party, select “Save”.

Adding Parties



Adding the documents
• Click “Filings”
• Select the “Add filing” button
• Choose “eFile” 
• Choose the name of the document to file
• Select the client's name for “Filing on 

behalf of”



• Upload the document by selecting from a file or dragging and dropping 
from a folder directly onto the upload area

• Add any emails of persons who need courtesy copies (client, legal 
assistant, etc.)



• Select “Add additional services” to add any filing fee (not included with filing)
• If your filing fee does not show on the list, it was included with the filing code you used to file

• Select “Save”

Adding the filing fee



Service contacts cannot be added or served in brand new cases.  
• Select “Fees” button to proceed to next step

***Per UTCR 21.100 (1) (a) 
and 21.100 (2) (a) you must 
add yourself as a service 
contact when filing an 
electronic action.  Once a 
new case is accepted, go 
back into system and add 
yourself as a service contact. 
See slide 16***



• Add the payment account associated
• Select the client responsible for the fee
• Associate the attorney’s name with the filing



• Select “Calculate Fees” button to ensure the filing fee is added
• Click “Summary” to continue filing



• Review all information for accuracy
• Click the “Submit” button to file

• Or select “Save Draft and Exit” if not ready to file



Add yourself as a service contact 
after case is accepted

• Find your case in the search function
• In the actions box, select “View Service Contacts” and 
• Click “Add” and select “Add Me” and what party you are associated with
• Select “Save”

***Per UTCR 21.100 (1) (a) 
and 21.100 (2) (a) you must 
add yourself as a service 
contact when filing an 
electronic action.***



Filing into an existing case

• Select “File into Existing Case”
• Enter the county and case number 
• Select “Search”
• Select “View service contacts” from the drop-

down menu “Actions”
• Contact any opposing attorney/s and ask them to add 

themselves to the case if they are not listed.



• Select “File into case” from the drop-down menu “Actions”
• Select the “Parties” button to review parties in case

• If your pleading adds a new party, select “Add More” button and add party information 
(Ex: your client is an objector not listed in the case)

• In the party information section, an asterisk will show for the required sections
• Select “Save”

• After all parties are confirmed or added, select “Filings” button to continue



Adding the documents
• Select the “Add filing” button
• Choose “eFile and Serve”
• Choose the name of the document to file
• Select the client's name for “Filing on Behalf of”



• Upload the document selecting from a file or dragging and dropping from a folder directly 
onto the upload area

• Add any emails of persons who need courtesy copies (client, legal assistant, etc.)
• Select “Add additional services” to add any filing fee (not included with filing)

• If your filing fee does not show on the list, it was included with the filing code you used to file
• Select “Save”



• After all documents are uploaded, select  the “Service” button
• Select the attorneys associated with the case
• If you are not on the list, click “Add” and select “Add Me” and what party you are 

associated with
• Select “Save”
• Select “Fees” to move to the next step.

Adding service contacts

***Per UTCR 21.100 (1) (a) 
and 21.100 (2) (a) you 
must add yourself as a 
service contact when filing 
an electronic action.***



• Select “Calculate Fees” button to ensure the filing fee is added
• Click “Summary” to continue filing



• Review all information for accuracy
• Click the “Submit” button to file

• Or select “Save Draft and Exit” if not ready to file



Serving documents without filing in court
• Select the “Add filing” button
• Choose “Service only”
• Upload the document 
• Select from a file or drag and drop from a folder 

directly onto the upload area
• Select “Save”



The filing will only show as service and the description section 
is always blank.
• Select the “Service” button to move to next steps



• After all documents are uploaded, select  the “Service” button
• Select the attorneys associated with the case
• If you are not on the list, click “Add” and select “Add Me” and what party you are 

associated with
• Select “Save”
• Select “Fees” to move to the next step. (There is not a fee)

Adding service contacts



The following sections are required, even though no fee is charged for 
service only filing.
• Add the payment account associated
• Select the client responsible for the fee
• Associate the attorney’s name with the filing
• Select “Summary” to move to next step



• Review all information for accuracy
• Click the “Submit” button to serve

• Or select “Save Draft and Exit” if not ready to serve



Court notifications
The court can review any case or envelope filed and see 
what service contacts are associated and who and when 
the service copy has been viewed.
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