Wisconsin Circuit Court eFiling

eFiling Guide: How to file a new case
1. Log in to your Wisconsin eCourts account (http://efiling.wicourts.gov) by entering your User name and

Password.

home > eCourts > circuit court eFiling > login

Circuit court eFiling

The circuit court eFiling system allows attorneys and parties to electronically file new cases and documents for civil, f
offer eFiling and the case types that can be electronically filed.

Current list of counties and case types enabled for eFiling

User name: \

Password: [

‘ Log in

Terms of use

~
&M Create an account or Check for an existing account
(a)

1 Can't access your account or need a new PIN?

/ Update account information

2. To begin a new filing, select File a new case from the main menu.

\, Wisconsin circuit court eFiling

new filing in progress my cases notifications third party filing support B ready to file & Ashley J Richter

Welcome to the Wisconsin circuit court electronic filing system.

In progress

My cases

Notifications

Third party filing

Support

Optin as an electronic party

3. Choose the County, Case type and Case Classification code from the dropdown menus. Click

Continue.

new filing in progress my cases notifications third party filing support B! ready to file & Ashley J Richter

Case information
New filing
County
I Required. Type to select county v I
I Required. Type code or class description A I

Continue
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A
i A8 i3 new filing in progress my cases notifications third party filing support B ready to file & Ashley J Richter
Case information Parties
Party type Name Attorney Actions

This filing has no partles

m

4. Click the Add party button to start adding parties to the case.

5. Choose the Party type and enter information about the party. If the party is a business, select the
business radio button. Required fields are noted. If you are an attorney representing the party, click
the Add attorney button. A new dialogue will appear prompting you to select your attorney address.

@?& %, Wisconsin circuit court eFiling

new filing in progress my cases notifications third party filing support B ready to file & Ashley J Richter

Case information Parties
Party type
Petitioner * = fs Person Business ||
First name Middle name Last name Suffix
Jane Fonda
Address 1 Address 2

100 North State Street

ZIP City State Country

53916 Beaver Dam Wi United States X -

Phone number

Other name(s) for this party

Party attorney(s)

Add attorney

Is an interpreter needed?

Yes (@ No

S, And Add nexteary

6. Click the Save, and Add next party button to add additional parties to the case.
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7. When all parties have been added, review them for accuracy and then click Continue.

Wisconsin circuit court eFiling

new filing in progress my cases notifications third party filing support Ef ready to file & Ashley J Richter

Case information Parties
Parties

Party type Name Attorney Actions

Petitioner Jane Fonda Ashley J Richter Edut
Remove
Edit

Defendant Ted Turner
Remove

Previous Continue

8. On the documents screen, click Upload documents to add a filing document and other associated
documents.

Wisconsin circuit court eFiling

new filing in progress my cases notifications third party filing support B ready to file 4 Ashley J Richter

L @ L
Case information Parties. Documents
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

Previous Continue

9. Once the document has been uploaded, select the Document type from the dropdown menu.

10. 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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Gase information Parties Documents

Documents

Upload your filing document and additional documents below.

« Al 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

Summons and

Complaint pdf Upload complete Summons and Complaint - Summons and Complaint Remove

Service pdf

Previous Continue

Affidavit of Nonmiltary it of
AldavilotNonmifaY 5105 complete l Affidavit of Nonmilltary Service x ]lA idavit of Nonmilitary Service - Fonda ] Remove

11. Click Continue when all documents have been added.

12. Review the filing for accuracy. Clicking on the document name hyperlink will open the document for

your review.

~ 4% Wisconsin circuit court eFiling

new filing in progress my cases notifications third party filing support Bf ready to file & Ashley J Richter

Case information Parties Documents Review

Review

Civil filing: Personal Injury/Automobile (30101)
Jane Fonda vs. Ted Tumer

Petitioner: Jane Fonda Defendant: Ted Turner
100 North State Street 200 West Street

Beaver Dam W1 53916 Beaver Dam WI 53916
us us

Attorney: Ashley J Richter

Documents

Notes to Clerk

Please type any notes to the clerk here

Previous Continue

13. After you have finished reviewing the filing, click Continue.
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14. The completed filing will go to the Ready to file screen. When you are ready to submit your filing, click
File and Pay.

Wisconsin circuit court eFiling

new filing in progress my cases notifications third party filing support B ready to file & Ashley J Richter

Ready to file

# Dodge county

@ Civil filing: Personal Injury/Automobile (30101) $265.50
Jane Fonda vs. Ted Turner (+/- review info
Documents:
Summons and Complaint
Affidavit of Nonmilitary Service

Court eFiling fee $20.00
Subtotal $285.50
Edit Delete

Total fee $285.30
US Bank will charge $7.85 to process MasterCard or Visa payments (2.75%) or $2.50 to process electronic check payments.

File and Pay

15. After submitting the filing, make electronic payment by clicking Make payment with US Bank and
submitting payment information, or you can choose to pay using your court debit account if you have
one set up with the Clerk of Circuit Court in the county where you are filing.

Note: If paying with a Court Debit Account, it is the filer's responsibility to ensure proper funds are
available in that account at the time of filing.

Wisconsin circuit court eFiling
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Filings submitted

Your filing(s) have been submitted successfully to the court Make your electronic payment now. You cannot come back to the eFiling website to
make payment later. Select "Make payment” below to continue to the US bank secure website. Registering on the US Bank website is not required.

US Bank will charge a convenience fee of $ 7.85 (2.75%) to process MasterCard or Visa payments or $ 2.50 to process elecironic check payments.

Your filing(s) will not be processed by the court until electronic payment is made.
Your filing confimation number is 1662218048 . Please write this number down or copy it to your clipboard as it may be required by US Bank when making

payment.

Make payment with US Bank ‘

16. After the case has been electronically submitted, it is transmitted to the clerk of circuit court office.
When full payment also reaches the clerk’s office, staff will process your case. You will receive an
email notifying you that your case has been processed. You are now able to view the file stamped
documents and print them for service.

Note: The eFiling system generates an Electronic Filing Notice that must be printed and served by
traditional means with the case initiating documents.
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