
Welcome to E-Filing Training 
Presented by: 

 

Connie Daun, Clerk of Circuit Court 
 

LeAnne Karls, Chief Deputy Clerk of Court 
 

eFiling screen shots courtesy of CCAP Support Staff member Donna Spear 

https://logon.wicourts.gov/login/send_to_login


Why should our firm participate? 

• Cost – the additional cost to file a case via  
e-file is a one time fee of $5 per participating 
party.  The cost to drive or send a runner to the 
courthouse or to file by mail will be much more 
over the life of the case. 

https://logon.wicourts.gov/login/send_to_login


Why should our firm participate? 
• Benefits – here are just a few: 

– no need to retain a paper file 
– Immediate notification of new filings 
– Access to the court recorded documents at 

your fingertips w/o additional copy fees  
– Access to Court Minutes for notes from 

Hearings for drafting of or review of  Orders 

https://logon.wicourts.gov/login/send_to_login


Why should our firm participate? 

• Security – more secure than paper: 
– Electronic cases are backed up to 3 locations 
– Access to confidential documents only if 

authorized 
– General public can only access/view at the 

clerk of courts office 

https://logon.wicourts.gov/login/send_to_login












Screen 1 



Screen 2 



Screen 3 



If Attorney is 
selected, then this 
screen appears 
  
Screen 3 – for 
Attorney 



Screen 4 
 
Select six 
security 
questions. 



Screen 5 



Screen 6 – 
Final page 

Many people think they are done when they get this screen, but the eCourts  
account needs to be activated.  The new eFiler should have received an  
email from eCourts.Adminstration by the time they get this screen. 
(example email next page)  If not, have them check their junk mail folder.     
After they have the email, they should click on the activate your account link. 



The email looks like this 
 



Activate account screen 



Last screen for activation 



Your eAccount is now set up.  You will now need to log-in to your account 
to perform any actions on electronic cases.   



 
 
 
 
 
 
 
Electronically file a new case 
Screen 1 

 

The Navigate this section list is present on every eFiling 
screen.  From this point forward it is eliminated from this 
document to focus on the principal screen segment.        



Screen 2:  Select County, Case Type, and Class Code 



Class Code dropdown lists from Screen 2 

Civil Class Codes dropdown list 
 

An additional screen will display when certain Class Codes are 
selected.  Those screen images can be viewed on the next two 
pages.  In summary, when Class Codes of: 

Property Damage, Agricultural Foreclosure, or Foreclosure of 
Mortgage is selected, the 3rd screen will also ask: 

Is the amount of the claim $10,000 or less?                        
<OR> More than $10,000? 

When the Class Code of Condemnation Review is selected, 
the 3rd screen will ask:   

Is this claim being filed because the condemnation is 
being contested?                                                           
<OR>                                                                                   
The condemnation award amount is being contested? 



Civil Case Type Screen 3:  when selecting Civil Class Code of Property 
Damage, Agricultural Foreclosure, or Foreclosure of Mortgage 



Civil Case Type Screen 3:  when selecting Civil Class Code of 
Condemnation Review 



Small Claims Class Code dropdown list  

When Class Code of Small Claims, Replevin is 
selected, Screen 3 will also ask: 

Are you filing a replevin pursuant to a consumer 
credit transaction for return of property subject to a 
lease or credit from a dealer? 

See next page  for the image of this screen. 

Class Code dropdown lists from Screen 2 continued 



Small Claims Screen 3:  When selecting Small Claims Class Code of 
Replevin 



Family Class Codes dropdown list  

When Class Code of Divorce or Annulment/Legal 
Separation is selected, Screen 3 and 4 will also ask:   

1) is the filing party requesting child support or 
maintenance?                                                                   

        AND  
2) are husband and wife filing jointly (together)? 

  
Class Codes of 40503-Paternity and 40601-Action 
to Modify also ask an additional question.  See the 
next four pages for the image of those screens.  

  

     

Class Code dropdown lists from Screen 2 continued 

The Class code 40601 – Action to Modify-
Enforce Judgmt is  being deactivated.  To 

enforce or modify an existing judgment would 
entail filing a motion on an existing case, NOT 

filing a new action.  CCAP will be removing 
this option from this area of NEW case filings. 



Family Case Type Screen 3:  when selecting Family Class Code of 
Divorce, Annulment/Legal Separation, or Support/Maintenance Actions 



Family Case Type Screen 4:  when selecting Family Class Code of Divorce, or 
Annulment/Legal Separation 



Family Case Type Screen 3:  when selecting Family Class Code of Paternity 
Acknowledgment 



Family Case Type Screen 3:  when selecting Family Class Code of Action To 
Modify-Enforce Judgment 

This screen will no longer be active when the Class code 40601 – Action to 
Modify-Enforce Judgmt is deactivated.  To enforce or modify an existing 
judgment would entail filing a motion on an existing case, NOT filing a new 
action.  CCAP will be removing this option from the area of NEW case filings 



Screen 3 – Add 
Plaintiff/Petitioner 

See page 36 for 
screen image when Yes  
is selected for Is this party  
known by another name?  
 



See next page for image of the Select 
previously entered party search 
screen.   
  

  



Screen Image when Select previously entered party is selected from Add 
Plaintiff/Petitioner screen 



Screen Image when Yes is selected for:  Is this party known by another 
name? on the Add Plaintiff/Petitioner screen 



Screen 4:  Enter Attorney State Bar number 

The system will now check if an attorney with this state bar number 
exists in the eFiling county and verify that an address is present.  If it 
does not find a match, errors will display on the screen.  See 
examples on the next page.   



OR 

Contact the Clerk of Courts office with the exact wording of the error message. 



Screen 5:  Attorney Confirmation 



Screen 6:  Prompt for Additional Plaintiff/Petitioner 



Screen 7:  Enter 
Defendant/Respondent 



Screen 8:  Prompt for Additional Defendant/Respondent  



Screen 9:  Prompt for More parties 



Screen 10:  Filing Documents 





Screen 10 section:  After                           is selected 
  

After Seal is checked, the text in italic is displayed 
PLEASE Do not request a 
“Seal” on documents that 
are  Confidential by 
Statute.  If you are 
requesting a “Seal” you 
need to have an 
accompanying Motion to 
Seal. 



Screen 11:  Prompt for Additional Documents 



Screen 12:  Add Additional Documents  

(See next page for modified screen if Draft Order is selected) 

If a Civil Case is being eFiled, Screen 13 will be:  Are you requesting a jury trial? If Yes, then 
Screen 14 asks if 6 or 12 jurors are requested.  



Additional Documents screen when Draft Order is selected.  The Draft Order 
must be in Word format and the Document Name field is an open text field to 
be completed by the eFiler 



Screen 13 (On Civil Cases Only) Jury Questions are asked right after 
upload of Additional Documents 

If Yes is selected: 



Screen 13:  Filing cart before Checkout – After Checkout is selected, the 
attorney must Make Payment 

Determine if there are any other filings or “opt-in” you want to do.  
If you group your transactions together, your electronic check 
processing fee is a one time fee for the whole group of filings.  
Please note: updated information 4/29/14. You can actually 
“group” unlike transactions together.  Leave your first transaction in 
your filing cart and then click "Main Menu" on the side bar and then 
choose your next transaction type. 



Screen 14:  Checkout  

The PIN number referenced here is your eCourts PIN. 



Screen 15:  Confirmation prior to Payment  

YOU WILL NOW EXIT THE STATE 
COURT WEBSITE AND GO INTO THE 
US BANK SECURED PAYMENT SITE… 



YOU WILL NOW EXIT THE 
STATE COURT WEBSITE 
AND GO INTO THE US BANK 
SECURED PAYMENT SITE… 



US Bank eFiling Payment screens 

If an eFiler Registers with the US Bank payment system, it will save some 
data entry when making payments on future filings. The registration process 
would take place with your first filing. 



When you click on Register 



Completed US Bank Registration 

This is a separate User ID and Password from the eCourts system that you 
used for the actual filing process.  This is for US Bank for the payment process. 
Some choose to set up their US Bank User ID and Password to be the same, 
just realize you will be using passwords for each area, the eCourts area and 
the US Bank area. 
 
You will not always have a payment process to go through every time you file 
something.  Filing new documents on an existing prejudgment case have no 
additional costs associated with them.  Exactly like it is when you come to the 
counter or mail in your filings. 



Payment screens 



Please note that currently MasterCard is the only credit card accepted 
by US Bank.  The other option is to pay by electronic check. 







After Continue to Main Menu is selected 



A common request  from Offices participating in electronic filing is to have a 
current traditional “paper filed” case be converted to an electronic case.  This 
is possible by submitting a request with the Clerk of Courts Office.  
 
Submit an e-mail request to: 
Leanne.Karls@wicourts.gov 
 

and carbon copy: 
Connie.Daun@wicourts.gov 
 
The following information needs to be included in the request: 

• Case # 
• Case Name 
• Name of Attorney retained  (if your office only sets up electronic 

cases under one attorney for monitoring purposes, we need the 
attorney’s name that the case is going to have the opt-in done 
under) 

• Name of Client representing 
 
Once the case has been converted to an electronic file, you will receive 
a reply e-mail that the case is ready for you to opt-in on. 
 
The following six screens  show the opt-in process. 
 
 

mailto:Leanne.Karls@wicourts.gov
mailto:Connie.Daun@wicourts.gov


Opting In 

After login, it comes to the main screen.   
Users need to pick “Manage an existing case” “My Cases” to complete the 
Opt-In process. The Opt-In process is the same if you receive notification that 
someone else filed or registered as an electronic party on a specific case. 
  



The next selection will be “Register as an electronic party”. (Receive 
electronic documents on an existing case)  This screen has changed, 
but now up near the top, there should be “opt-in” or similar 
option. 



Select the County and enter the case number. 



Select the party you are registering under. 



Filing cart screen 



Checkout screen 

This pin is your eCourts pin.  Once the filing is submitted the 
payment process with US Bank will need to be completed yet. 



 

 
QUESTIONS?? 
 
LeAnne.Karls@wicourts.gov 
(920) 849-1624 
Or 
Connie.Daun@wicourts.gov 
 
 
 

mailto:Leighanne.kohls@wicourts.gov
mailto:Connie.Daun@wicourts.gov
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