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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. 

 
 

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

 Case lists can be filtered by county using the dropdown menu. 

 To filter 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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3.  My cases can also be sorted using the sort arrows at the top of each column: 

 alphabetically to sort on county, caption, status, attorneys 

 numerically to sort on case number 

 

 
 

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.  

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

 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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NOTES: 

 Click the document name link to view the document. 

 Click the Remove link to delete an uploaded document.   

 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. 

 

 
 

 

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

 

 

 
 

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. 

 

 


