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Create Case

The following information is required:

• Case Information: 
• Court Type
• Case Type
• Method of Case Initiation
• Case Title and Extended Case Title

• Party Information for the Prosecuting Attorney and 
Defendant

• Arrest and Offense Information
• Document Information (Lead Document)
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Create Case  

1. Click the Create Case link on the Home page  
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Create Case  

2.  Select Court Type:  Circuit Court or Family Court
3.  Select Case Type:  PC-Criminal Case or FC-Criminal Case
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Create Case

Each case is broken up into four different 
sections:
a) Case Information
b) Party Information
c) Arrest and Offense Information ... 
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Create Case

d)  Document Information

Up and Down arrows are 
located in the corner of 
each section to collapse or 
expand a section
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1. Select the Court.  

Once the Court is selected, 
the Prosecutor’s Office will be 
added automatically as a 
Party to the case

Create Case
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2. Select the Location
3. Method of Case Initiation is auto-

populated
4. Committed/Transferred Case ID if 

applicable
5. The Short Case Title and Extended 

Case Title will be automatically 
populated later when the Defendant is 
added to the case

Create Case
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If the “Committed/Transferred Case ID” field is entered with a valid Case ID, the Case Titles 
are updated based on the parties on the case; Party Information is also populated with the 
Defendant.

Create Case
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There are two types of Adds which 
allows any party to be added to the 
case
• Add
• Add Me
Add Me allows the person logged into 
JEFS to be added as a Party to the case

Let’s start with adding the JEFS user as 
a Party to the case

6.  Click Add Me 

Create Case
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Information associated with the User ID that 
was used to log into JEFS is displayed in the 
Search Results

The Party Role associated to this USER ID is 
also populated.  If the Party Role is Attorney, 
the system will display the other parties on the 
case so an association can be made.  If the 
Party they represent has not yet been entered 
and is not displayed, the Attorney can be added 
to the case without the association and the 
association can be made later.

7.  Click Assign to add this party to the case

Create Case
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An informational message is 
display to indicate that the 
Party was added to the case

8.  To add another Party 
without returning back to the 
main data entry screen for the 
case, click Reset

Create Case



13

9.  Select the Search radio button 
to search for a person to see if they 
already exist in the system

10.  Enter the search criteria

11.  Click Search

Create Case
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If a match is found, the results will be 
displayed in the Search Results section 12. Select the Party to add 

13. Select the Party Role

14. Click Assign to assign 
the selected Party to the 
case

Create Case



15

Here’s an 
example of 
a search 
result with 
multiple 
entries

Create Case
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After the Party has been successfully 
added to the Case, continue adding 
Parties to the case as needed (see 
Steps 8-14).  More than 1 defendant 
is allowed to be added to a case.

15. When finished adding Parties, 
click Return to return to the main 
data entry screen for the case.

Create Case



17

Upon returning to the main data entry 
screen for the case, the Parties will be 
displayed in the Party Information 
section.

If a Defendant was added, the Case 
Title and Extended Case Title are 
updated to reflect the Parties on the 
case.

Create Case
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For multiple defendants, the Case Title 
and Extended Case Title are updated 
to reflect the all Parties on the case.

Create Case
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16. To associate the Attorney to the 
Defendant, click the Edit link next to 
the Party’s name.

17. Locate the name to be associated 
with the Party being edited and click the 
green plus sign next to the Party’s 
name(s).  

More than one defendant can be 
associated to the same attorney.

Create Case
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18. Click Update to save the association

The relationship will be displayed on the main data entry 
page under the Party Information section.

Create Case
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Let’s look at how to add a new Party …

19. Click Add

Create Case
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20. Select the Add radio button to add 
a Party that doesn’t exist in the system

21. At a minimum, enter the following 
information for a Person:
• Party Type
• Party Role
• First and Last Name
• Address

Create Case
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Enter the Address Type, Address, City, 
State, and Zip on the right side of the 
page.

Click Add to associate the address with the 
Party.

The address will be displayed in the 
address section below the Party’s 
information.

22. When finished entering the Party’s 
information, click Submit to associate the 
Party with the case

Create Case
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Parties newly entered into the system are 
assigned a Party ID 

To remove a Party from the case, click the 
Remove link

Create Case
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23. To add arrests and offenses to a case, 
click Add in the Arrest and Offense 
Information section

Create Case
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The Arrests and Offense 
Information section is broken down 
further into 2 separate section: 
• Arrest Report
• Count

Create Case
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24. Enter the Arrest Report information:

• Select ‘Arrest For’ party and click the 
green plus button. For multiple 
defendants, repeat this step to select 
other defendants or select ‘All 
Unassociated Defendants’.

• To remove the party, click the red 
minus button

• Arrest/Incident # is required

• Click Add to associate it to the case

Create Case
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Create Case

The Arrest/Incident # details is populated 
in the table on the right side of the 
screen.
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Create Case

25. In the Count section, enter the offense information and click Add to associate 
it to the case

• Severity is required

• Select from a list of valid charge codes to populate the Description or …
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When entering the Charge Code, a drop down list 
will display as you begin typing the charge code.

If an invalid charge code is enter, the user can enter 
any description.

An Unknown Violation informational message may 
pop-up.  Click Add to continue with adding the 
violation or Cancel to go back and select another 
charge code.

Create Case
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26. After the violation is added to case, click Return at the bottom of 
the screen to go back to the main data entry screen

• An arrest or violation can be removed by clicking the red minus sign

Create Case
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Now let’s add a document to the case … 

27.  For a complaint, type “C” in the Document Category field to display a list, then 
select Complaint from the list.  Click the down arrow in the Document Type field and 
select “Felony Info”.

Create Case
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28. Select the Filing 
Party from the drop down 
box

29. Click the green plus 
sign to associate the 
Filing Party with the 
document

Additional Filing Parties 
can be added by selecting 
the party from the drop 
down box and clicking the 
green plus sign

Remove a Filing Party by 
clicking the red minus sign

30. Select Defendant
from the drop down.

Create Case  
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A document needs to be uploaded 
before adding it to the case

Create Case  
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31. To upload the 
document, click 
Browse

32. Find and select the 
file

33. Click Open to 
complete the 
selection

34. Click Upload File to 
upload the document

If it is the wrong file is 
uploaded, click the red 
minus sign to remove the 
file from the case

Create Case  
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35. If needed, enter notes in the Notes box

36. Finally, click Add to attach the document to the case

Create Case  
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The attached document is listed at the bottom of 
the page

To remove the document, click the red minus sign

A document can be marked as a Lead 
Document, In Camera or Seal

Now that everything has been entered …

37. Click Submit to file the case with the 
Judiciary

Create Case  
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Create Case  

An informational page with the Case Number is displayed to confirm that 
the case was submitted

A printable view of the Notification of Electronic Filing (NEF) document can 
be viewed and/or saved by clicking the Printable View link

Depending upon the browser settings, the PDF may automatically open or 
the browser will ask if you want to open or save the file
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Create Case  

Example of the Notice of Electronic Filing Document

Notice that the Circuit Court Case ID begins with the Court identifier 
(1C in this scenario) and is followed by PC for Circuit Court
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38. To go back to the Home page, click Close

Create Case  
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