Wisconsin Circuit Court eFiling

eFiling Guide: Filing to an existing case

After a case have been electronically filed or converted to electronic format, a registered party can file
subsequent documents to that case.

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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Welcome to the Wisconsin circuit court electronic filing system.
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Third party filing
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Opt in as an electronic party

2. Enter the case number or caption. Use the filter features on the My Cases list to help you locate the
appropriate case.

e Case lists can be filtered by county using the dropdown menu.
o Tofilter by case number or caption, start typing in the appropriate filter field. The case number
filter allows you to enter a complete case number or just the case type (CV, FA, SC, etc.).
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My cases

Looking for closed cases?

Looking to file or receive documents on an existing electronic case not listed below? Opt in as an elecironic party
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3. My cases can also be sorted using the sort arrows at the top of each column:
e alphabetically to sort on county, caption, status, attorneys
e numerically to sort on case number
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My cases

Looking for closed cases?

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

cauntyB Case no. B Caption B statusB Attorneys B Actions

All - Cv000226 Search Caption.. All - All

2016CV000226
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View parties

NOTE: To view closed cases, click the closed cases hyperlink near the top of the page. Cases in
Submitted status have not been reviewed or processed by the court. Therefore, additional documents
cannot be filed, until the case has been accepted. After the clerk of circuit court reviews and processes
the case, the status for the filing will change to open. Additional documents can be filed at that time.

4. Once the case is located, click File another document.

e Documents must be in searchable PDF format and signed prior to filing.

e The exception is proposed orders, which must be filed in Word in .docx format. Do not include
signature blocks for the court official on proposed orders. Please see the “How to file a
proposed order” user guide for additional information about filing a proposed order with the
court.

5. Click Upload documents and follow the prompts to select the document you wish to file.

6. Once the document has been uploaded, select the Document type from the drop down menu.

7. Enter a descriptive Document Title.

Note: An accurate and descriptive title benefits the filer as this is the document name used in the View
documents list from the My cases screen. This is also the document name submitted to the Clerk of
Circuit Court.
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Additional documents
Dodge County 2016CV000226 - Jane Fonda vs. Ted Turner

Upload your 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 notinclude the signature block on proposed orders.

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

hold the Ctrl key while selecting each of the other files to upload.

Upload documents

Service pdf

Notes to Clerk

Flease type any notes fo the clerk here
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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

File name Status Document type Document title @ Seal Remove

Ted Turner
Certificate of Upload complete Cerlificate of Service X - Ted Turner Certificate of Service

NOTES:
e Click the document name link to view the document.
e Click the Remove link to delete an uploaded document.

e Notes to Clerk are temporary transmittal notes. They are not visible to parties on the case and

are not retained by the clerk of court after document processing.

8. When all of your documents have been added, click the Continue button.
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9. Review the document on the Ready to file screen. When you are ready to file the document, check
the box for the individual case, or check the box in front of the County to file documents for all the
cases prepared for that county at one time.
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Ready to file

« Dodge county

# Documents for 2016CV000226 (30101)
Jane Fonda vs. Ted Turner
Documents:
Certificate of Service
Subtotal $0.00
Edit Delete

Total fee $0.00

10. Click on the File button to submit your filing.
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Filings submitted

Your filing(s) have been submitted successfully to the court.

The Filings submitted confirmation page will display, and the documents have been sent to the clerk of
circuit court’s office. Additional documents display as Submitted status on the My Cases screen and are
not visible to other parties until processed by the clerk of circuit court.
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