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Document Overview  
Welcome to Wiznet’s online E-File & Serve program.  This guide will take you through the basic 
features and functionality of the program and the layout of the various screens. 
 
Use of this document assumes you have access to the E-File & Serve program on the Internet via a 
computer with an Internet browser of Internet Explorer 5 or above. 
 
If you have any questions about E-File & Serve or this Guide, please contact Wiznet Technical 
Support at 800-297-5377 or support@wiznet.com. 
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Chapter 1 – Getting Started 

1.1 Usage Requirements 

Browser Requirements 

E-File & Serve is supported by current versions of the Windows operating system using Internet 
Explorer 5 or above. If your browser does not meet these minimum requirements, please contact your 
network administrator. 
 
Connection Requirements 

A high-speed Internet connection is recommended.   
 
Minimum Screen Resolution  

For best results, a setting of 1024 x 768 is highly recommended. If necessary, users can set their 
monitors to 800 x 600 pixels, but doing so may compromise the graphic display.  
 

1.2 Registration 

Anyone who will use the system, whether attorney, support staff, or individuals, must be registered in 
the system. Support staff will register under their own name.  
 
Firm Administrator 

Your Firm Administrator can register for E-File & Serve online by going to 
https://www.wiznet.com/oaklandmi/ and selecting the  option. Once your firm is 
registered, the Administrator can create multiple user IDs and passwords for the members of your firm 
who will use the system.   
 
If you have any questions during the registration process, please call Wiznet Technical Support at 
800.297.5377.   
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1.3 Login 

In order to e-file or check on the status of your e-filings, you must first log in to the system. 
 

1. From Internet Explorer, enter https://www.wiznet.com/oaklandmi.   

2. Enter your Firm ID, Username, and Password and click .  

 Firm ID, Username, and Password are all case sensitive.  If you forget your Firm ID, 
Username or Password, contact your Firm Administrator or call Wiznet Technical Support at 
800.297.5377 for assistance. 

The user will be allowed three attempts to log in to the system.  After three failed attempts, 
your account will be deactivated.  Contact your Firm Administrator to reset your password. 

 

 
 

The login page includes links to resources and training information.  Clicking any of these links will 
change the display.  To return to the login screen, click the Back button on the Internet Explorer 
toolbar. 
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Typical Workflow for E-Filing  

In general, the process for E-Filing is as follows.  

1. If using electronic service, first review and update the Service Contacts attached to the case.  

2. Submit pleadings. All documents and attachments being filed at one time will be submitted in 
one envelope. 

3. Manage your E-Filing Queue. You can view the status and history of all documents you have 
e-filed. All relevant information is displayed concerning your e-filings. 

 

1.4 Home Page 

The Home Page Screen  

After you log in you will be at the Home page. The Home page is your launch pad for using the 
system.  From this page, you can begin working with any aspect of the system.  
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·  The menu  on the left provides all of the basic options.  Clicking on any of the options will 
display a new page. 

·  The main area of the screen provides access to cases in the system. The Search box in 
the center enables you to quickly access a case by name or number. You can also see a 
list of the most recent cases in which you have filed. 

·  A link to the Oakland County Sixth Judicial Circuit Court website  provides access to 
check other available resources.  

·  A link to the Sixth Judicial Court Explorer  website provides docket entries for cases filed 
at the Oakland County Clerk’s Office. 

·  The status bar  displays general information, such as the active case number and short 
title if you are working with an existing case. This area provides context for the current 
options. 

 

o While you work in the system, you have control over the screen display. You can 
use the Shrink Left ,  Shrink Left & Top , or the Shrink Top  buttons to alter 
the amount of space devoted to the main area of the screen.  

o The FAQ link provides access to Frequently Asked Questions. 

o The Logout  link is the proper way to log out of the system when your transactions 
are complete. Keep in mind that the system will timeout after one hour of inactivity.  

 
Access Cases from the Home Page 

Search for a Specific Case 

To locate a specific case, enter the case number, part of the short title or part of the number in the 

Search Cases field and click .  The case or list of cases meeting the criteria you 

entered will appear on the screen.  You can then click  to add a filing to an existing case, or 
click  to manage the service contacts for that case.  
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Select a Recent Case 

The Recent Activity summary on the Home page displays the 100 most recent cases you have 
accessed, sorted by activity date.  For cases listed in this summary, the following options are 
available:  
 

·  Click the  link to the left of the case number to electronically file a document in that 
case.   

·  Click the  link to the left of the case number to access the service lists.  You need 
to review and update the service recipients for the case before filing. (See Chapter 2: 
Service.) 

 

1.5 Case List Page 

The Case List page allows you to access and manage cases. 
 

 
 

·  Bookmarked Cases tab – Functions as a “Favorites” or frequently accessed cases list. 

Cases must be manually bookmarked to appear on this tab by clicking the  button 
on the Case Search Results page (see below). 

 

·  Case History tab  – Displays the 100 most recent cases you have accessed, sorted by 
activity date.  Only cases associated with the user who is logged in will be displayed. 

 

·  Case Search  – You can search for a case by entering a case number or partial case name 

and clicking on .  
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The Search Results tab will display. Once you have located a specific case, you may bookmark it by 

clicking on , or  into the case, or review and update the  contacts for the case. 
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Chapter 2 – Service 

2.1 Service 
 
The Service Contacts page is where you establish the contacts to whom you will serve the pleading in 
a case which is already in the E-Filing System. 
 
There are two separate lists in this area:  
 

Case Service List  – Each case has a Case Service List, which displays everyone who is 
attached to the service list for a case.  This may include your firm’s contacts in addition to 
contacts entered from opposing counsel. You can view the contacts on this list, but you can 
only edit contacts attached by your firm on this list.  
 
Firm Contact List  – The Firm Contact List is a list of all contacts that you or others in your 
firm have entered; this list is available for all cases.  Your Firm Administrator may have added 
your contact information to this list. If not, you will need to add it yourself.  

 

 
 
To access your Firm Contact List or the Case Service List for a particular case, click the  link 

next to the case name on the Home page or in the  section.   
 
Manage Contacts in your Firm Contact List 

You can add yourself and others to the Firm Contact List.  Before adding a contact to your Firm 
Contact List for use in a particular case, confirm that it is not already on the Case Service List for that 
case. This will avoid duplicate entries for the same service contact.    

You must first select a case, before working with the Service Contacts page. 

To add a contact to the Firm Contact List: 

1. From the Service Contacts page, click the Firm Contact List tab. 

2. Click  
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3. Fill in all fields.  

4. Click .  

Note: This will add them to the Firm Contact List, to attach the new contact to the case, simply click 
 underneath the contacts name.  

 
Note: You can attach someone to the case, even if they are not a registered user of the system or an 
attorney. 
 

To edit the information for a particular contact: 

1. From the Service Contacts page, click  next to a contact name. 

2. Enter the new information.   

3. When finished making changes, click . 

If the information for a contact changes, you only have to update the information for that contact once 
in your Firm Contact List and the information will be updated in all cases to which the contact is 
attached.  If an update affects an attorney in your firm, the Firm Administrator should also update that 
attorney's contact information.  
 
To delete a contact from your Firm Contact List: 

1. From the Service Contacts page, click  next to the contact name.  

 
Note: You cannot delete a contact if it is attached to a case.  
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Manage Contacts in the Case Service List  

You can attach contacts from your Firm Contact List to the Case Service List for any case.  All entries 
in the Firm Contact List will be available for every case.  As contacts are attached to a case, the Case 
Service List dynamically changes.  

You must first select a case, before working with the Service Contacts page. 

To attach a contact to a case: 

1. From the Service Contacts page, click the Firm Contact List tab. 

2. Click  next to the contact name.  

The contact will appear on the Case Service List 
 
To detach a contact from a case: 

1. From the Service Contacts page, click  next to the contact name under Case Service 
List.  

This removes the contact from the Case Service List for a case.  
 
Note: You can only remove contacts that have been attached by your firm. 
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Chapter 3 – E-Filing 

3.1 E-Filing 

 
Tip 1:  Before attempting to e-file, make sure the Firm Administrator has set up a credit 

card account. Also be sure the Firm Administrator has set up a list of Attorneys 
for the firm.  For pro se, put “0000” in for the “P” number.  

 
Tip 2:  Before e-filing a document into a case, if using electronic service, be sure you 

have attached the appropriate Service Contacts to the case. (See Chapter 2: 
Service for specific information.)  

 
 

 
 
 
Specify Form or Document(s) to be Filed  

 
 
Filing Type  – Choose whether to upload a document to the Sixth Judicial Court or populate and file 
an SCAO form.   
 
Document  – If uploading a document, this field will contain the document (such as a motion, brief or 
proof of service) that you wish to file. To locate the document stored in your computer or network, 
click on , select the disk drive and folder containing the document, and select the file 
containing the document. 
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Template Form – If you would like to populate and file an existing SCAO form, click on the “Get 
SCAO Forms” link, then choose which form you would like to fill out.  After completing the form, save 
that document to your computer.  Then click  and choose that file to upload to the court.  

 
Document Type – Select the type of document from the dropdown list.  The statutory fee appears 
next to each item in the dropdown list. 
 
Document Description  – Enter the title of the document.  This description will become a tab on the 
left side of the E-Filing screen to serve as a navigational aid. The document description will also 
identify the document for the Court during its review process.  
 

Attachments  – Attachments can be added to the lead document by clicking .   
 
Comments  – This field can be used to enter any comments to the Clerk that do not require a 
response. 
 
Firm Case/File Number  – Enter your firm’s file or case identifier for the firm's internal use. This 
information will appear on the Detail screen (see section 3.3, E-File Queue, View Filing Details)  
 
Note: This is a mandatory field, if your firm does not use an internal filing number, put at least one 
character in this field. 
 
You have the option to file multiple documents and/or forms in the same transaction, by clicking on 

 and filling out the filing information.  The transaction information remains the same for all 
filings. 
 
Note: The following information will be for all filings submitted in the envelope. 
 

Submit an Envelope to the Sixth Judicial Circuit Co urt 

 
 
 
Courtesy Copy – This will send a copy of the filing to the e-mail addresses you provide.  Multiple e-
mail addresses can be added by separating them with a comma.  This is not considered service and 
will not be viewed by other parties.  
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Filing Attorney – Select the name of the filing attorney from the dropdown list. If the filing attorney is 
not listed, contact your Firm Administrator to have the name added to the list.  This will also apply for 
pro se filers.   
 
Filing Type  – E-File (EFO) will only send the documents to the court for filing.  E-file and Serve (EFS) 
will send the documents to the court for filing, and after the filings are accepted, service will be sent 
out to party’s specified from the Case Service List.  Service Only (SO) will immediately serve the 
parties on the Case Service List and will not be sent to the court for filing. 
 
Service Recipients  – If choosing E-File and Serve or Service Only, Service Recipients entered here 
will be e-served the document. 

·  By default, all service contacts attached to this case are selected as service recipients. 
You can manually uncheck any names that do not need to be served. Options to select All 
or None of the names are found under the Select Service Recipients heading.  

·  You have the option to add additional service recipients at the bottom of this section.  Fill in 
the recipients name and information to serve them with this envelope of filings.  

 
Account  – From the dropdown list, select the credit card account that will be charged the fees for this 
filing envelope.  The Firm Administrator must have set up at least one account in the system.  
 
 
When all fields are complete and you have reviewed the information on this screen, click 

 to send the envelope of filings to the Court.  The E-File Queue page will 
display and indicate the status of your filing.  
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3.2 Fee Information  

Both the e-filing transaction fees and the 3% service fees are paid directly to Wiznet, the E-Filing 
vendor.  The statutory fees, if any, are charged at the time of filing and forwarded to the Oakland 
County Clerk’s Office. 
 
The e-filing transaction fees are as follows: 
 

Type Of Filing  Fee  

EFO (e-file only)  $ 5.00 

EFS (e-filing with service)  $ 8.00 

SO (service only)  $ 5.00 
 
Filing fees are dynamically displayed on the E-Filing screen in two places:  
 
1. In the upper-left corner of the screen, a detail box displays the total amount that will be charged to 

the credit card account when the Clerk's Office accepts your filing. The total amount includes an e-
filing transaction fee, the statutory fee for the document(s), and a 3% service fee paid to the credit 
card company.  

 
If the envelope includes more than one document, the detail box will display the incremental fees 
only for the Selected Filing. You can see the fees for each document by toggling back and forth 
between the tabs for each document. The “Total All Filings” reflects all fees for the envelope. (See 
Fee Example below.)  
 
At the bottom of the screen, the total fees being charged for the E-Filing envelope will show as a 
“Total” just above the "Submit Envelope" button. 
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3.3 E-File Queue 

To view the current status and history of all documents you have e-filed, click  on the left 
menu bar.  All relevant information is displayed concerning your filings. Only you and your firm 
(depending on the firm setup) may see this information. Neither the public nor any other firm will be 
able to see your E-File Queue.  
 

 
 
Filter Your View of Filings 

 
 
You can filter the E-File Queue by “Myself” or “My Firm,” by case number, Status, or by Date Range.   
To filter the list: 
 

1. Select your filter parameters in the dropdown boxes.  

For Start Date or End Date, you can enter the date manually (i.e. 9/9/2004) or click on the  
button to display a calendar and then click on the date you want to insert.  

2. Click .   

3. If needed, you can download the filtered queue information by clicking on .  This will 
download your filtered results into Excel, which can be used for billing purposes.  

 

To view more filings, click the  button at the bottom of the list.   

(Note:  The  button will be grayed out if there is no subsequent page.) 
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To clear the filter, simply click on the  button in the left menu bar. 
 
 
Auto-Refresh Queue 
The Auto-Refresh option refreshes the page as changes are made in the system.  

 
View Filing Status  

For each of your filings, information is displayed about the Status, Document Type, Filing Title, Date 
Filed, and so on. You will only see those filings that you or your firm have submitted when logged on 
to the system, rather than all filings in a case.   
 
 
 

Status Description 

Submitted Your filing has been sent to the E-Filing System. The timestamp 
that will reflect the date and time of your submission once the 
filing has been accepted.  A filing must be submitted by 4:30 pm 
to be filed that business day.  Otherwise, the time stamp date 
will reflect the next business day at 8:30 am.   

Pending 
Review 

Your filing has been received by the Sixth Judicial Circuit Court 
and is waiting to be reviewed.  

Under Review The Sixth Judicial Circuit Court is in the process of reviewing 
your filing. 

Accepted The Sixth Judicial Circuit Court has accepted your filing.  The 
timestamp that is applied to your filing will reflect the date and 
time of submission. 

Cancelled Your filing has been cancelled by you or a registered user of 
your firm and is no longer available for review by the Sixth 
Judicial Circuit Court. 

Rejected A filing envelope will be rejected if Wiznet has identified 
problems with your credit card or if the Clerk’s Office has 
determined that the filing was directed to the wrong case.  On 
the Details screen, Wiznet will use the Transaction Response 
section to note any problems with payment.   
On the same screen, the Court will use the Review Comments 
section to note other explanations for rejection such as those 
listed above. 

Error If your filing contains format errors, it will NOT be processed by 
the E-Filing system. You can click on the “Error” link next to the 
document name for more details. You must correct the problem 
and resubmit the filing.  
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Cancel a Filing  

You may click the  button for any “Pending Review” filings to withdraw the document from being 
filed.  This will not send out any service or charge the credit card for any fees. 
 
View Filing Details  

The Details  button provides a detailed listing of all aspects of the filing.  This is where you can 
view your stamped file copy.  If the court needs to make any comments back to you, the details button 
will contain a green dot .  Click on the button to review the comment.  
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Chapter 4 – Settings 
The Settings option on the main menu provides access to the settings that affect you as a user of the 
system.  
 

 
 

4.1 Update User Settings 

This screen enables you to update your personal contact information. 

1. From the Settings page, select the User Settings tab. 

2. Enter the updated information. 

3. Click . 

 

4.2 Change User Password 

A password must be a minimum of 6 alphanumeric characters. It must include at least one number 
and one letter. To change your password: 

1. From the Settings page, select the Password tab. 

2. Enter your old password once and your new password twice. 

3. Click . 


