INSTRUCTIONS ON HOW TO CHANGE TITLES OF ORDERS GENERATED IN CARE

Click on the MINUTES tab.

.é C.A.R.E - Main Application - Windows Internet Explorer _ |2 ﬁl
m—— e A e
I @ i | https://juvenile.utcourts.gov/site/CARE.jsp pﬂ‘@‘ Certificate error | ¥+ XK ﬂ C.A.R.E - Main Ap... | n C.ARE -Main... x |_| }LI"D * ‘u’

- File Edit View Favorites Tools Help

Home ‘FindCase ‘ My Workspace ‘ Case ‘ Party ‘ Incident ‘Assess ‘Petition ‘Calendar» Minutes ‘ Acctg Order Fulfill ‘Victim CaselLoad Service Admin
/ Find Case \ / CaselInfo. \\ /Relationzhips \ /Federal Benefit\ / Assignments \ / Dispositions \ / Cust, & Prob. \ =
] /  Calendar \ / Documents \ /Assessments\ / CW Timeline \ / Safe Info \

@ /ProﬁIeVAddressesVPhonesVCritical M je VCharacteristicsVAliasesVNotesVAccessVGAL Activities\
SALE ~ Save & New | Upload Photo

S LLE 12-23-2011 ahilis  Youth's Age 16 Party ID 1207311
Information:
) Uploaded:
Gase Creation 03-12-2010 cloper See Relationships Below
Information:
Babora: Case History - Case History - Sentencing Victim Case History/Incident
P " Long Speedy Guidelines List Specific
All fields with (*) are required.
CARE L)are ed
- o
UPDATES Case 1032448 i Youth S Malllng Address Protected Address
Current Release Kk Reason
Prev. Rel
T et ivet Rlamna * | P Address l44 ¢ 2nn & | =1 _ILI
Email HelpDesk | ¥
&l Case # 1032448 - Joshua A Myers- Mar 24, 1997 Judge: M. Manley
ACCOUNT ELECTRONIC Clerk Clerk
Order Account
Summary

DL NOLENT PIN iiﬂ*n



Click on VIEW ORDERS.
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Type the case number into the CASE NUMBER box and click FIND. If you know the date of the hearing also type that in
to narrow your search.
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Hover over the title of the Court Order you want to change a box will pop up saying, “Click to change title and seal
status”.
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Once you click on the title, the CHANGE DOCUMENT TITLE box will pop up.
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Change the document title and click CHANGE. Note: you can mark the document sealed in this box (do not seal a
document without a court order). You have successfully changed the title to your document. You can click on the Court
Order ID number to open the order. In All Documents the title can now bee seen.
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