Wisconsin Circuit Court eFiling

A small claims case can be amended by the original eFiler by following the steps below.

1. Log in to your Wisconsin eCourts account (http://efiling.wicourts.gov) by entering your User name and

Password. Next, select My cases from the menu options.
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2. Locate the appropriate case on the My cases screen by using the search and filter features.

Allowable amendments are:

e Request a new return date

¢ Add a new party

e Change a party address

e Upload an amended summons and complaint

3. Click the File amended complaint link.
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new filing in progress my cases notifications third party filing support B ready to file & John Smith

My cases

Looking for closed cases?

Looking to file or receive documents on an existing elecironic case not listed below? Opt in as an elecironic party.

- Clear filters

County “ Caseno. “  Caption Status Attomneys Actions
All - Search Case Search Caption All - All -
20165C000747 Open

View Jim Jones vs. Wilma Wood 05-04- John Smith

20186

Doage documents

View parties

Wisconsin Court System (05/2016)

Page 1



Wisconsin Circuit Court eFiling

eFiling Guide: Filing an amended summons and complaint — Small Claims

4. Request a new return date if needed, and click the Continue button..
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new filing in progress my cases notifications third party filing support B ready to file & John Smith

Case information

Case information

County
Dodge

Case number
20165C000747

Caption
Jim Jones vs. Wilma Wood

Request return date (optional)

MM-DD-YYYY B nh:mm am/om

5. On the Parties screen you can add additional parties and/or edit existing party information.
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Case information Parties
Parties
Party type Name Attorney Actions
Plaintiff Jim Jones John Smith Edit
Defendant Wilma Wood Edit

Previous Continue
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6. Edit the address if needed and select the type of service required for this amended small claims
action. Click the Save button and then click the Continue button
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Case information Parties
Edit party
Party type
Defendant e Person Business
First name Middle name Last name Suffix
Wilma Wood
Address 1 Address 2

200 West Street

zIP City state Country

53916 Beaver Dam Wi United States X -

Phone number

7. Click the Upload documents button and follow the prompts.

8. Select a Document type and enter a Document title and click the Continue button.
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L L L
Documents

Upload your filing document and additional documents below.

« All documents must be in PDF format with the exception of proposed orders which must be in Microsoft Word 2007 or higher (.docx) format
« Documents must be less than 10 MB in size and standard letter or legal size.

= Do not include the signature block on proposed orders.

« For more details on technical requirements for documents see the support page.

To upload multiple documents using Firefox, Chrome and Internet Explorer 10 or higher, first select a file you want to upload and then press and
hold the Ctrl key while selecting each of the other files to upload.

Upload documents ‘

File name Status Document type Document title ® seal Remove
Amended

Summons and . .

Complaint Upload complete Amended Summons and Compigirt Amended Jones-Wood Summaor Remove

Jones_Wood.pdf

Previous Continue

9. Verify the modifications that have been made to the case. Add Notes to Clerk if necessary and then
click the Continue button.
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10. Check the box next to the case filing on the Ready to file screen. Click the File and Pay button to

continue.
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Ready to file

(2)Dodge county

Sma\l Claims filing: Sm Claim, Claim Under $ Limit (31001)
Jim Jones vs. Wilma Wood (+/- review info
Documents:
Amended Summons and Complaint
Regular mail fee: Wilma Wood
Subtotal
Edit Delete

US Bank will charge $0.05 to process MasterCard or Visa payments (2.75%) or $2.50 to process electronic check payments.

File and Pay

& John Smith

§2.00
$2.00

Total fee $2.00

11. Make electronic payment if needed by clicking Make payment and select US Bank or Court Debit

Account.
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	3. Click the File amended complaint link.

