Wisconsin circuit court eFiling guide series

Updating filing agent account information

It's imperative that you keep your account up to date with your current name, email address,
and mailing address in order to receive notifications about circuit court case activity. It's also
important to keep your email preferences current to ensure that only valid recipients are carbon
copied on your email notifications.

Updating eCourts account information

1. Go to https://logon.wicourts.gov/index.html?target=efiling.

2. Select the Update account information link near the bottom of the screen.

3.

Wisconsin circuit court eFiling

The Wisconsin Supreme Court has unanimously approved & gradual transition to mandatory electronic filing in the circult courts. The new eFiling rule
is enacted a5 Wis. Stat. § 801.18 and is posted on the court eFlling website

The new rule is effective anJuly 1, 2016. However, eFiling does nat become mandatary in every county on that date. Click here to view where
mandatory eFiling has been enabled for civil, family, small claims and patemity cases. eFiling for other case types will become available |ater.

To be notified when new counties or case types are enabled and of other important eFiling updates, follow @CCAP_Wisconsin on Twitter

Current list of counties and case types enabled for eFiling

User name:

Password:

Terms of Use

s Create an account or Check for an existing account

/ Update account information

o Help and technical suppart

n
1 Can't access wour account or need a new PINT
_———

our username and password, and select Log in.

oD e iy contact the court

directaries|
employmen
news|

search wicourts.gov

horne > ecourts > login

eCourts
Log in to Wisconsin eCourts

Please log In to continue

User name:

Password:

Cancel || Login
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contack the court
directories
employment
news

search wicourts. gov ys]

heme > eCourts > lagin

eCourts
Update account information

—Account type

User type:
Filing agent - An employee or non-lawyer representative authorized under §799.06(2) and appearing on behalf of a business or corporation

—Wser Informatlon

First name Erika
Middle name orinitial

Last name: Herrmann
Suffix
My signature: Erika Herrmann

Prirnary e-mail address:

Recovery e-mail address
Recaovery mobile phone
Update user information

—Securlty

Update password
Update security questions

—Addresses

Name [Address
Primary [ 110 main, Madison, wi 53703

Update addresses

e Update user information will allow you to update your name, signature, email address,
and account recovery information.

contact the court
directories

-‘_:SYSTEM employment,

news

search wicourts.gov ysl

home = eCourts > login

eCourts

Update account infoermation

Enter the information requested. Required fields are noted in bold

Please note that the first, middle, last name and suffix you provide below will be used by the court and printed on court forms exactly as
entered

FIrst name: |Er’1'ka

Middle name or initial: |

Last name: |Herrmann
My signature: |Erika Herrmann

(Forsigning electronically)

|
|
|
Suffia: | |
|
Primary e-mall address: |

Account recovery

Enter an e-mail address {different than your primary e-mail address) andyar a mobile
phone number. These will be used to help recover access to your account, if necessary.

Recovery e-mail address: ‘

Recavery mobile phane ‘ ‘

Cancel § Save
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e Update password will allow you to change your password.

———

o = " SESL AT e contact the court|
e -

iﬂ = - e directories

TR URT SYSTEM i

[ . news

search wicourts, gov pel

horme > eCourts = login

eCourts
Update password

Current password: ‘ |

New password:

Retype new password: ‘ |

Cancel || Save

e Update security questions will allow you to update the security questions that are
asked if you should need to recover your account information. Select the Next button to
enter answers to the questions you have selected.

contact the court
directories

LN
g( . i\ : : SYSTEM employment

news

search wicourts, gov pel

horme = eCourts > lagin

eCourts
Update account recovery questions and answers
Choose three security questlons From the list below:

1 What street did you live onin third grade?

[ Whatis the middle name of your oldest child?

1 What school did you attend for sixth grade?

| Inwhat city were you married?

| What is your father's middle name?

| What is your mathers's middle name?

| What was your high school mascot?

| Inwhat city or town was your first job?

[ Whatis the first name of the best man at your wedding?

[ What is the first name of the maid of honor at your wedding?

e Update addresses will allow you to edit existing mailing addresses listed on your
account and/or add additional addresses.

Y~k contact the courl

? S i directories
o\ | URT SYSTEM emplover
¥ - y news|

search wicourts.gow D

hame > eCourts = login

eCourts
Update addresses

Address nickname |Address Assigned to Actlons
Primary 110 main, Howards Grove, W1 53083 | All circuit courts LEdit__

Add another address|
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5. Once you have made your changes, select the Save / Save changes button.

6. Select the Return to account information button to return to the main Update account
information page. To make changes to other areas of your account, repeat step four,
selecting the link for the area you have yet to edit.

;I,.\g_ ﬁﬁ‘% contact the court|
p R directories
T SYSTEM employment

news

search wicourts, gov

horne = eCourts > lagin

eCourts
Account info updated

Your account info has been successfully updated.

I Return to account informationl

to exit the Update account information section of eCourts.
B o o e contact the court|

: e
4 . T directories

T SYSTEM employment|

news

search wicourts, gov

home = eCourts = lagin

eCourts
Update account information

—Account type

User type:
Filing agent - An employee or non-lawyer representative authorized under §799.06(2) and appearing on behalf of a business or corporation

—User Informatlon
First name Erika
Middle name orinitial

Last name: Herrmann
Suffix:
My signature Erika Herrmann

Primary e-mail address:
Recovery e-mail address:
Recovery mobile phone:

Update user information

—Securlty

Update password
Update security questions

—Addresses

Name |Address
Prirnary | 110 main, Madison, Wl 53703

Update addresses

=

Note: If you have updated your primary email address, a notification with a new PIN will be
sent to your new primary email address. You will be required to enter this PIN the next time
you log into the eFiling System.
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Updating user preferences

1. Go to https://logon.wicourts.gov/index.html?target=€filing and enter your username and
password to log in.

Wisconsin circuit court eFiling

The Wisconsin Supreme Court has unanimously approved a gradual transition to mandatory electronic filing in the circuit courts. The new eFiling rule
I5 enacted as Wis. Stat. § 801.18 and is posted on the court eFiling website

The new rule is effective on July 1, 2016, Howewver, eFiling does not become mandatory in every county on that date. Click here to view where
mandatory eFiling has been enabled for civil, family, small claims and paternity cases. eFiling for other case types will become available later,

To be notified when new counties ar case types are enabled and of other impaortant eFiling updates, follow @CCAP_Wyisconsin on Twitter,

Current list of counties and case types enabled for eFiling

User name:

Password:

Terms of use

s Create an account or Check for an existing account

n
1 Can'taccess your account or need & new PINT

/ Update account inforrmation

o Help and technical support

2. Hover your mouse over your name in the top-right corner of the screen. Select Preferences
from the dropdown menu that appears.

notifications

optin non-party filing support eadyto file Herrmann +

Welcome to the Wisconsin circuit court electronic filing system

The Wisconsin Supreme Court has unanimously approved a gradual transition to randatory electronic filing in the circuit courts. The new eFiling rul
Stat. §801.18 and is posted on the court eFiling website

The new rule is effective on July 1, 2016, However, eFiling does not becorne mandatory in every county on that date. Click here to view where mandd
been enabled for civil, family, small claims and paternity cases. eFiling for other case types will become available later

To be notified when new counties or case types are enabled and of other important eFiling updates, follow @CCAP_Wisconsin on Twitter,

File a new case

In progress

My cases

Matifications

Mon-party filing

Support

Opt in as an electronic party

3. Enter or edit the email address in the CC email notifications field.
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4. Select the Save button.

& ready to file & Kathryn Jackson

optin notifications non-party filing support

User preferences

User email notifications
Note: CC emails remain on when user email notifications are turned off.

s On Off

CC email notifications

Wisconsin Court System (11/2017) Page 6



