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eCourts Expungement System  

Self-Represented Litigant User Guide  
 

A self-represented litigant utilizes the eCourts Expungement System to submit a petition and proposed order for a regular, 

marijuana, marijuana decriminalization, recovery court or clean slate expungement electronically to the Court. 

Process Screenshot 

 

1. Sign in via the SSO 

Enterprise login screen. 
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2. To add the eCourts 

Expungement System 

access, click the “+ Get 

additional access.” 
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3. After you have added 

access for the eCourts 

Expungement System, 

you’ll have to log out and 

then log back in to enter 

the system. 

 
4. After logging into the 

Portal Home Page, click 

the tile labeled “eCourts 

Expungement System” to 

open the Expungement 

application home page. 

 

On the home page, you  

have access to two tiles: In 

Progress Expungements 

and Initiate 

Expungement. Click on “In 

Progress Expungements” 

to access existing cases 

from a workbasket and 

click on Initiate 
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Expungement to create a 

new case. 

 

 

 

 

 

 

 

 

 

 

 

 

5. Once you open a case 

from your In Progress 

workbasket, you will see 

navigation buttons located 

at the bottom of the page. 

Click on the ‘Cancel’ button 

to return to your 

workbasket without saving 

changes. Click the ‘Back’ 

button to navigate to 

previous screen of the 

flow and the ‘Next’ button 

to navigate to the next 

screen of the flow. 

 

Be sure to click on the 

“Save” button to save any 

updates done before 
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exiting the 

petition/proposed order or 

the application. 

 

 

 

 

 

6. To create a new 

expungement 

petition/proposed order, 

click on the “Initiate 

Expungement” tile on the 

Expungement Home Page. 

 

 

7. To start an 

expungement petition, 

enter one of the case 

identifiers below and click 

the “Search” button:  

 

For a primary municipal 

case, select Court/Division 

as ‘Municipal’ and enter a 

complaint number for the 

defendant in the provided 

fields. 
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For a primary family case, 

select Court/Division as 

‘Family’ and enter a FO or FJ 

docket number for the 

defendant in the provided 

fields. 

 

For a primary criminal case, 

select Court/Division as 

‘Criminal’ and enter a 

PROMIS/Gavel (P/G) case 

number for the defendant 

in the provided fields. 

 

To remove your result and 

start over, click the “Reset” 

button. 

 

To proceed, click the 

“Initiate” button on the 

desired case/defendant in 

the Search results section. 

 

When you click the “View 

Charges” action menu 

option on this screen, 

Charge information pop-up 

window on this screen 

displays charges, sentence 

information and disposition 
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information for the case in 

search result. 

 
8. If you click “Initiate,” a 

pop-up window will open 

where you may choose an 

expungement type. 

Currently, the options are 

“Regular”, “Clean Slate”, 

“Marijuana”, “Recovery 

Court”, “Marijuana 

Decriminalization” and 

“Regular Expungement” 

Each type is governed by 

specific statutory 

requirements. Once you 

select your Expungement 

type, click “Confirm” 
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9. The “Petition” screen 

will open showing basic 

details about the 

petition/proposed order. 

Defendant information 

displays at the top of every 

screen in the 

petition/proposed order 

creation process. 

 

The Filer type defaults to 

Pro se.  Expungement Type 

and Court/Division are pre-

filled with information from 

the previous selections and 

the Filing County/court is 

pre-filled based on the case 

you initiated with, but you 

have the option to change 

the county, if needed. 

 

Date of birth can be 

edited/entered by clicking 

on pencil icon beside the 

respective labels. 
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10.  At the bottom of the 

page is the Add 

documents link. This 

section will also display on 

every screen and allows 

you to upload PDF 

documents to your 

petition/proposed order 

by clicking on “+Add 

documents.” 

 

 

 

Any added documents can 

also be removed before 

submission by clicking the 

“x.” 

 

Click “Next” to proceed to 

the “Retrieved Cases” 

screen. 
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11. Criminal, Municipal 

and/or Family cases are 

retrieved from relevant 

source systems and 

displayed on the 

“Retrieved Cases” screen. 

Click on the check box 

next to the case or a case 

section to select/deselect 

the case(s). A reason to 

deselect a case would be, 

for example, if it was not a 

case associated with you 

and was retrieved by the 

system incorrectly due to a 

data entry error related 

problem. 

 

Click on the twisty “v” to 

expand/collapse the 

retrieved case information 

and review. 

 

Please review the 

“Disclaimer” section at the 

top of the Retrieved Cases 

screen indicating that the 

system may not include a 

petitioner’s full criminal 

history and that a petitioner 
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may still need to acquire this 

information separately. 

 

 

When you Click the “View 

Charges” button on any 

case, Charge information 

pop-up window on this 

screen display charges, 

sentence information and 

disposition information. 

On the Charge 

Information window, an 

“Additional case details” 

section is available for 

Petitioners. The field can 

be used to enter 

information about the 

case and charges. The text 

entered will appear on the 

Petition PDF. 
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12. If you save the 

petition/proposed order 

and return to it after 24 

hours, an informational 

message will display that 

advises additional cases 

may have been added to 

the source systems since 

the petition/proposed 

order was created. Click 

on the “Refresh” icon to 

refresh the data from the 

source systems. 

 

13. Then, click “Next” to 

proceed to the “Additional 

Cases” screen. 

 

14. On the “Additional 

Cases” screen, you may 

add cases that were not 

systematically retrieved by 

searching Criminal, 

Municipal and/or Family. 

Select the appropriate 

value from the 

“Court/Division” field 

dropdown, enter the case 

information, and click the 

“Search” button. Click 

“Add” to add the case. 
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The “View Charges” 

function is also available 

on the Additional Cases 

screen when you click the 

vertical three dots to the 

right to access the action 

menu option. 

On the Charge 

Information window, an 

“Additional case details” 

section is available for 

Petitioners. The field can 

be used to enter 

information about the 

case and charges. The text 

entered will appear on the 

Petition PDF. 

 

 

15. Other cases (including 

out-of-state) may be 

manually entered on this 

screen by selecting the 

dropdown option “Other 

(Arrest records only/Older 

cases)” or “Other (Out of 

State),” completing the 

resulting fields, and 

selecting “Add.” Remove 

added cases by clicking 

“Remove.” Click “Next” to 

proceed to the “Case List” 

screen. 
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16. On the “Case List” 

screen, select the cases 

that you wish to be 

included in your proposed 

order for expungement. 

All cases displayed here 

will be listed on your 

petition, but only cases 

with check box selections 

will be included in the 

proposed order. 

 

 

For Regular expungement 

types, all the cases listed 

will be deselected by 

default. You will need to 

manually select the cases 

you want included in the 

proposed order. 
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17.  For Clean Slate 

expungement types, all 

the cases listed will be 

selected by default. You 

will need to manually 

deselect any cases you do 

not want included in the 

proposed order. 

 

 

 

 

Review the Arrest/Issued 

date column to verify each 

case has an arrest date. If 

any cases have a blank 

arrest date, you can enter 

the arrest date when you 

click click the vertical three 

dots to the right to access 

the action menu option 

“Edit Arrest Date.” You 

cannot advance to the 

next screen without an 

 

 
 



16 
 

arrest date value for each 

listed case. 

 

When you Click the “View 

Charges” button on any 

case, Charge information 

pop-up window on this 

screen display charges, 

sentence information and 

disposition information. 

 

On the Charge 

Information window, an 

“Additional case details” 

section is available for 

Petitioners. The field can 

be used to enter 

information about the 

case and charges. The text 

entered will appear on the 

Petition PDF. 

 

Click “Next” to proceed to 

the “Verification” screen. 
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18.  On the “Verification” 

screen, you must complete 

two required fields: a 

certification statement 

that you as the petitioner 

confirm the information in 

your petition is accurate, 

and a verification 

statement that confirms 

you do not have any 

criminal charges pending 

against you at the time 

you are submitting your 

petition.  
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19. There are also four 

additional optional 

verification statements 

concerning past 

expungements, legal name 

change, length of time 

since last 

offense/incarceration/etc.,

and inclusion of third or 

fourth degree Controlled 

Dangerous Substance 

charges in the 

expungement. These 

statements all require 

additional details to be 

entered in a text box if 

selected.  

 

 

Click “Next” to proceed to 

the “Proposed Order” 

screen. 

 

 

 

 



20 
 

20. The “Proposed Order” 

screen is the final screen 

in the petition/proposed 

order. Here, review and 

verify the listed Notified 

Parties. These are entities 

that are required to be 

notified that your petition 

has been submitted 

and/or that a Granted final 

order has been issued by a 

judge. Select and add 

additional Notified Parties 

if needed using the “Other 

applicable party(ies)” 

dropdown. Enter Financial 

obligations/Restitution 

Details if this information 

is applicable and known at 

the time the 

petition/proposed order is 

submitted. 
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21. Click on the “Preview 

Proposed Order” button to 

view the Proposed Order 

draft as a PDF document. 

Ensure that all the relevant 

information from within 

the application is 

displaying properly on the 

Proposed Order. 

 

The Proposed Order 

displays a case list with 

cases displayed by case 

type/division – 

Promis/Gavel cases, ACS 

Cases and FACTS cases. 

The case list will also 

display the linked 

complaint, FACTS docket 

number, 

indictment/accusation 

number to the primary 

case. 

For Criminal cases 

(Promis/Gavel), charges will 

be displayed in the order of 

highest to lowest charging 

document – 

Indictment/Accusation, 

Complaint, and Disorderly 

Person. 
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22. Click on the “Preview 

Petition” button to view 

the Petition draft as a PDF 

document. Ensure that all 

the relevant information 

from within the 

application is displaying 

properly on the Petition. 

The Petition includes 

charge disposition and 
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sentence information for 

each case on the petition. 

This document displays a 

case list with cases 

displayed by case 

type/division – 

Promis/Gavel cases, ACS 

Cases and FACTS cases. 

The case list will also 

display the linked 

complaint, FACTS docket 

number, 

indictment/accusation 

number to the primary 

case. 

For Criminal cases 

(Promis/Gavel), charges will 

be displayed in the order of 

highest to lowest charging 

document – 

Indictment/Accusation, 

Complaint, and Disorderly 

Person. 

Additional case details 

entered on the Charge 

information pop-up 

window will also display on 

the PDF. 
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23.  Click on the “Submit” 

button on the “Proposed 

Order” screen and select 

“Confirm” to submit the 

Proposed Order to the 

prosecutor for review. 
 
 

 

After submission, a success 

message is displayed that 

confirms your submission 

was processed. The case 

status will update to 

“Pending Prosecutor 
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Review” in your Worklist 

and you will no longer be 

able to select the “Open” 

button to view the case. 

 

An expungement                        

case number beginning 

with “XP” will be auto-  

generated. 

 

 

 

 

 
 

 

24. Upon submission, an 

entry is added to the 

Expungement Case Jacket. 

 

 

 

 

 

View the Expungement 

Case Jacket from 

Workbasket via Action 

options (click the three dots 

to the right of the “Open” 

button). 
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25. Use the Action menu to 

upload necessary 

documents to the 

expungement case. Click 

on the three dots to the 

right of the “Open” button 

and select “Upload 

Documents.” Choose a 

document type, then 

select a file to upload.  

 

If the document type 

selected is  “Other,” a 

document description is 

required. 

 

Once documents are 

uploaded, click “Save.” 
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26. You will receive an e-

mail notification regarding 

your petition submission. 

You will continue to 

receive e-mail notifications 

for major events in the life 

cycle of your case, 

including the prosecutor’s 

response to your 

petition/proposed order 

and the judge’s final order 

granting or denying your 

expungement. 

 

You may also log in to the 

application at any time to 

verify the current status of 

your case in the Worklist or 

access the Case Jacket to 

review actions taken on 

your case.  

 
 

 

 

 


