User Guide for Domestic Case Electronic Filers

Getting Started

Open a web browser and navigate to the Third Circuit Court website http://3rdcc.org/ and then
click on the Agency Resources link.

Third Judicial Circuit General Case
of Michigan Information Search

How can we help you?

Q_ search for Zoom Information

5 Access electronic filing X, Jury information
Ea Search for case records E] Forms

Check my court date?

Agency Resources Case Search Courtroom & Zoom

External agency information. r‘l Access to public court case D Info
0\ records.

Access to online court
i 4 hearings by division. i

Third Circuit Court provides a list of exte agency resources below. This list will
be updated as necessary.

Agency Resources

Case Search Applications Access

= Outside Agency Web Access
Click above to electronically file in the Domestic Case Filings System.
PLEASE NOTE: The electronic Domestic Case Filings system is NOT
available for use on Court Holidays.

Court Reminder Service
Court Rules & Directives

Departments & Divisions How to - Tutorials

« User Guide for Domestic Case Filers

Electronic Filing + « Criminal Attorney Application - Attomey Instructions
« Tutorials Documentation

General Information + « FOC Process Service Login
=« How to Reqgister
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Enter your User Name and Password and click the Log In button.

Login

User Name (*)
Password [*) @ Show Passward

Dromain

Public

2 Forgot User Narmme or Passwaord

For help with Signup please send an email to helpdesk@3rdoc.org or call 313-224-0157.

v

¥ log In

Under My Applications you should now click on the Domestic Case Filings link.

My Applications

» Account Request

« Ashestos Docket Manager

o Assigned Counsel Services

» Court Services Payment Requests

» Crirminal Advocacy Program (CAP)

= Criminal Attorney Case Assignments
» Criminal Attormey Payments

= [Domestic Attorney Paymegs
» Domestic Case Filings
FOC Process Service

= Juvenile Attorney Payments
» Michigan Assigned Appellate Counsel Service [MAACS]
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System Availability
The Domestic Case Filings system is available from Monday through Friday from 8:00 am to
4:00 pm (Eastern) excluding court holidays.

If you try to access the system outside of these parameters you will receive the system
unavailable message.

Filings History My Applications  Help=

) Third Judicial Circuit . . Hello, Test Newuser  Log off
_ @;/-‘ i OfMiC]l]igan ' Domestic Case Filings .

Welcome to the Third Judicial Circuit of Michigan's

Domestic Case Filing Application

The application is currently unavailable

Availability is Monday through Friday from 8:00am to 4:00pm (Eastern) excluding court holidays.

Thank you.

2022 - Third Circuit Court of Michigan

If you are uncertain of the Court’s holidays, you can click on the “court holidays” text (in blue) to
review the Court’s holiday schedule.
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Filings

Pending Filings Queue

This is the default page that displays when you log on to the Domestic Case Filings application.
The Pending Filings Queue has two purposes. First, you can initiate new filings from this page
by clicking on the action buttons, Fee Waiver, New Case, Motion, or Pleading at the top of
queue.

Second, the queue allows you to edit, review, or delete your pending filings. A filing is pending if
it has not been processed by the clerk. Once a filing has been processed by the clerk, it will no
longer be able to be maintained and it moves to the History Queue.

Filings History Wy Applications Help~

( e ’.‘| Third Judicial Circuit D t C FI Hello, Test Mewuser  Log off w
e Z/ of Michigan omesltic Lase FIlings

p =5

oo

Submitted Type Y CaseiCase Type Reference Y Documents Y Status Y Priority Y As OF Edit Delete
07212022 Fee Waver A 1 Fending 07212022 e x
07212022 Pleading 22-103824-D0O WY-17519 1 Pending 07212022 P x
M4 N e M 12 » items per page 1-2ot2items

Initiate a Filing

To initiate a filing, at the top of the queue, click on the button corresponding to the type of filing
you wish to request. Requesting a fee waiver, motion, or pleading consists of four steps —
entering basic information, uploading required documents, uploading optional documents if
necessary, and submitting the filing. Requesting a new case has an extra step allowing for the
input of additional parties and related cases.

Step Navigation and Cancellation

To navigate from one step to another, click on the “previous” or “next” button at the bottom of
the step (see above). At any point during the request process you can cancel the filing by
clicking the “cancel” button. You will be asked to confirm your cancellation (see below).

If you choose “Yes,” your request will be cancelled and you will be returned to the pending
gueue, and if you choose “No,” you will be returned to your current location. Please note, if you
cancel a request, none of the information you entered in any step is retained.
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Confirm x

¥ou have chosen to cancel this filing.

Please note that if you cancel this filing, ne information you entered is
retained.

Are you sure you want to cancel this filing?

YES Mo

At the final step the “next” button becomes a “submit” button.

m Previous Submit

Click on the “submit” button and you will be asked to confirm your filing request.

Confirm Filing %

Are you sure you want to submit this fee waiver filing?

YES Mo

If you click “Yes” a filing acknowledgement will be displayed and then you will be returned to the

pending queue and if you click “No” you will be returned to the final step. Remember, you can
cancel at any time.
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Filing: The Basic Information Step
The first step when requesting a filing is to enter basic information pertaining to the type of filing

being requested.

Fee Waiver Basic Information

After clicking on the “Fee Waiver “button, the fee waiver basic information step is displayed.

Fee Waiver

1. Basic Information

@ Mo Case Number

() Exisiting Case humber:

“Full Case Numper is required (e.g., 19-123456-DM)

Reference:

(] Emergency

o |

Required Information:

e Choose either “No Case Number” or “Existing Case Number”.
o0 If you choose “Existing Case Number” then you must provide a valid family
domestic case number.

Optional Information:

o Reference — A text value that is specific to you to distinguish this filing.
o Emergency — A check box used to specify that the filing is an emergency filing.

Please note that Reference and Emergency fields are included on the basic
information step for every filing type.
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New Case Basic Information
After clicking on the “New Case” button, the new case basic information step is displayed.

New Case

1. Basic Information

Case Type: DC - Custody Complaint A Pay By: ® Feeaiver (O Allpaid Receipt Mumber:

Are yaou requesting v-D Services through the Friend of the Court? O ves @ ko Application for D Services

Attorney: P- 36865 (optional)

Plaintiff: George Wyashington -- Please Choose -- A

1234 Cherry Lane

Richrmond Mo 48226
2455551212 george@president.us
Defendant:  Martha Washington - Please Choose - A

Reference: washington

) Emergency

=3

There are different requirements specific to the chosen case type and are noted where
applicable.

Required Information:

o Case Type — The desired case type for the new case.
e |V-D Services question (excluding “DO”, “NC”, and “NCm” case types)
0 Select “Yes” to request IV-D services.
= Include IV-D application in the “Required Documents” step.
0 Select “No” if IV-D services are not required.
o Pay By — Select the method used to pay for the filing
o Fee Waiver
= An approved fee waiver must be included in the “Required Documents”
step.
0 Allpaid Receipt Number
= Provide the Allpaid receipt number.
» Include a receipt document (pdf) in the “Required Documents” step.
o Plaintiff/Petitioner
o First Name, Last Name
0 Street Address
o City, State Code, Zip Code
o Phone Number
o Email - only if an attorney is not specified (i.e., Pro Se)
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0 Alias ("NC” case types only) — First Name, Last Name
o Defendant/Respondent (excluding “NC” and “NCm” case types)
o First Name, Last Name

Optional Information:

e Attorney Bar Number
¢ Middle Name, Name Suffix
o Plaintiff/Petitioner — all case types

o Defendant/Respondent — all case types excluding “NC” and “NCm”
0 Alias — only “NC” case types

¢ Email Address — except when no attorney bar number is specified.
o Reference — see Fee Waiver Basic Information > Optional information

o Emergency — see Fee Waiver Basic Information > Optional information

Motion Basic Information
After clicking on the “Motion” button, the motion basic information step is displayed.

Motion

1. Basic Information

Are wou filing a motion to change your child support? ) Yes @ No Financial Infarmation Form

Case Number:

® Feeaiver ¢ Allpaid Recelpt Mumber

Reference:

) Emergency

Required Information:

e Child Support question
0 Select “Yes” if you wish to change child support.
= Upload the Financial Information Form in the “Required Documents” step.
0 Select “No” if you do not wish to change child support.
o Case Number — Provide a valid Third Circuit Court family domestic case number.

e Pay By — Select the method used to pay for the filing
o Fee Waiver
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= An approved fee waiver must be included in the “Required Documents”
step.
0 Allpaid Receipt Number
= Provide the Allpaid receipt number.
» Include a receipt document (pdf) in the “Required Documents” step.

Optional Information:

o Reference — see Fee Waiver Basic Information > Optional information
o Emergency — see Fee Waiver Basic Information > Optional information

Pleading Basic Information
After clicking on the “Pleading” button, the pleading basic information step is displayed.

Pleading

1. Basic Infarmation

Case Number:

Reference:

] Emergency

Required Information:
e Case Number — Provide a valid Third Circuit Court family domestic case number.
Optional Information:

o Reference — see Fee Waiver Basic Information > Optional information
e Emergency — see Fee Waiver Basic Information > Optional information

Complete the Step

After filling in all the necessary information for the requested filing type, click the “Next”
button to move to the “Additional Information” step for a new case filing or the “Required
Documents” step for all other filing types.
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Filing: The Additional Information Step (“New Case” filings only):

The next step when requesting a “New Case” filing only is to enter additional information (if
necessary) regarding additional parties and prior cases.

New Case

2 Additional Information

+ add party + add prior case

First Mame Last Mame Party Type Case Number +

ceorge washington Child VARE" 21-100002-Dht AR

Children; 1

m Prewvious

Additional Parties

From the additional party grid (see above, pictured on the left) you can add, edit, or delete
additional parties.

Add a Party

To add an additional party, click the “+ add party” button at the top of the grid to display the “Add
Party” dialog box (see below).

Add Party x
Party Type: Child v
Mame: Middle Mame Last Mame -- Please Choose -- v
Birthdate: | /ooy
©

Select a Party Type and enter the required information (highlighted in red).
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For the “NCm” case type, the only Party Type available is Minor, and at least one must be
added. The Add Party dialog box appears slightly different for this case type as seen below.
The First Name and Last Name for both the current Name and Proposed Name fields are
required:

Add Party »
Party Type: Minor v
Name: l l l l .
Proposed Name: l l l l v
S

Next, click the update button (the orange box with a checkmark) to accept your entry. If you
wish to cancel your entry, click the cancel button (with the cancel icon).

Edit a Party

To edit an additional party, click the edit button (green pencil) in the row of the party you wish to
edit. This will display the “Edit Party” dialog — the “Edit Party dialog is the same as the “Add
Party” dialog except the title is different - with the selected party’s information filled in.

Change any information and click the update button to save the new information or the cancel
button to discard your changes.

Delete a Party

To delete an additional party, click the delete button (red “x”) in the row of the party you wish to
delete. This will display a delete confirmation dialog box (see below).

Confirm x

Are you sure you want to delete the ¢hild party record for George Washington?

YES Mo

Click the “Yes” button to confirm the party deletion or “No” to cancel it.

Prior Cases
From the prior cases grid (see grids above, pictured on the right) you can add, edit, or delete
prior cases.
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Add a Prior Case

To add a prior case, click the “+ add prior case” button at the top of the prior cases grid (pictured
left).

+ add prior case

Case Wumber +

E.G., 19-1253456-D0C S

22-103624-D0 v b 4

The prior cases grid uses inline editing, so a new line is added to the grid where you can directly
type a new “prior case” number.

Click the update button on the new row to save the prior case record or click the cancel button
to discard it.

Edit a Prior Case

To edit a prior case record, click the edit button (green pencil) in the row of the prior case you
wish to edit. Since the prior cases grid uses inline editing, the case number column of the
selected row becomes editable and the edit and delete buttons are replaced by update and
cancel buttons.

Change the case number and click the update button to save the change or the cancel button to
discard it.

Delete a Prior Case

To delete a prior case, click the delete button (red “x”) in the row of the prior case you wish to
delete. This will display a delete confirmation dialog box (see below). Click the “Yes” button to
confirm the prior case deletion or “No” to cancel it.

Complete the Step
After providing additional party information or listing prior cases, click the “Next” button to move
to the “Required Documents” step.

Filing: The Required Documents Step

The next step is to upload the required documents pertaining to the type of filing being
requested. After clicking “Next” from the previous step, the required documents grid is
displayed.

Based on the filing type and - in the instance of a “New Case” filing type - the case type, the
required documents grid is loaded with the list of documents that need to be uploaded to
complete the step.

2/24/2026 12
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New Case

3. Required Documents

Document Type h i File hd Wiew
Choose file v
Certificate on Behalf of Plaintiff RE B
Expartednterim Orer Test File pdf
File(=) uploaded successfully,
Choose file '
Child Custody Action Cover Sheet [ T
Test File.pdf
./L File(=) uploaded successfully,
Complaint Choose file E
Confidential Case Inventary Choose file [ 7
Fee Waiver Choose file k <

Upload a Document
To upload a document, click on the “Choose file” button in the row of the document type you
wish to upload. The “Choose file” dialog is displayed (see below).

‘ C
o » ThisPC » O3Disk (C) » Termp v ] A2 Search Temp
Organize ¥ New folder = O @
[ ; Downloads ~ Mame Date modified Type il |
o IrnageSoft Odyssey Bvents [ Quote.pdf 816/ 20181056 AWM Microsoft Edge P,
J*, Music [ Test File.pdf 1620181056 AW Microsoft Edge Pu.,
H [ Odyssey Documents [ Transcript File 2.pdf 87232018922 a0 Microsoft Edge P
| . I Transcriot File 3.odf 872372018 222 And Microsoft Edae P... &7
= Pictures v € >
File name: | Test File.pdf s | Al files 04 ~
Open Cancel

From the “Choose file” dialog, click on the file you wish to upload. The file must be a pdf
formatted file and be less than 25 MB in size. Once you have selected the desired file from
your computer, click the “Open” button to upload the file.

Complete the Step

In order to move to the next step, you must upload a document for every document type listed in
the required documents grid. After you have all the documents uploaded, click the “Next” button
to proceed to the “Additional Documents” step.

Filing: The Additional Documents Step
The next step when requesting a filing is to upload any additional documents (if necessary).
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New Case

4. Additional Documents

Document Type: --- Please Choose --- v Select a document

Document Type Y File Y View Delete

Motion Test File [T x

Additional Document Entry
The “Additional Documents” step consists of a document entry area where you choose a

document type and upload the document by clicking the “Select a document” button (see below)
and a grid to view or delete the additional documents.

Document Type: --- Please Choose - * Select a document

Note that for the “NCm” case type, no additional documents have been set up. Just select
“Next” to continue.

To upload an additional document, first select a document type from the document type list.
Then, click the “Select a document” button to initiate the “Choose file” dialog. Follow the same
procedure described in “The Required Documents Step > Upload a Document” section above.

Every document you enter shows up in the documents grid (see below). For any document in
the documents grid, you can view it by clicking on the view button (page icon) in that row and
you can delete it from the grid by clicking on the delete button (red “x”).

2/24/2026
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Documents Grid

Document Type h ¢ File T iew Delete
Additional Motion Test File [ x
Additional Motion Test File [ x

Viewing an Uploaded Additional Document

If you click on the view button for a document, the document will open in a new tab or window
based on your browser settings.

Deleting an Uploaded Additional Document

If you click on the delete button for a document, you will be prompted to confirm the deletion.
Please note that you cannot edit an additional document. If you wish to replace an additional
document, you must first delete it and then re-enter the new document.

Complete the Step
When you are satisfied that you have all the additional documents that you need uploaded, click
the “Next” button to move to the “Confirm” step.
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Filing: The Confirm Step

The final step, the “Confirm” step, allows you to review all of the information you have entered
and all of the documents you have uploaded and then, if you are satisfied, to submit the filing
request to the Third Circuit Court.

Review Type Selection

On the left-hand section of the Confirm step (see below), there is a list of the type of information
that you can review. To change the type of information that is displayed, hover on the review
type section.

As you hover on the list, the description of the type of information that can be displayed is
highlighted. Click on the highlighted item to change the display. The three types of displays are
shown below.

Each list item in the review type section corresponds to the step of the same name. The
Documents review display combines both the required and additional (optional) documents into
one grid.

Basic Information

New Case

a. Confirm

Basic Information
Case Type: DC - Custedy Complaint

Additional Information
Documents Are you requesting IV-D Services through the Friend of the Court? Ne
Pay By: Fee Waiver

Attorney: David Baatenburg (36865)

Plaintiff: George Washington
1234 Cherry Lane
Richmond, MI 48226
2485551212
georgeiipresident.us

Defendant: Martha Washington
Reference: washington

Emergency: No
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Additional Information

New Case

Basic Information

Additional Information Parties Prior Cases

Documents First Mame Lasgt Name Party Type Case Number T

George Washington Child 21-100002- D
[
Documents
New Case

Basic Information

Additional Information Document Type h g File h g Wig

Documents Certificate on Behalf of Flaintif RE Expartefinterim
order TestFile B
Child Custody Action Cover Sheet TestFile E
Complaint Test File B
Confidential Case lnventory Test File [
Fee Walver Test File [ 5
MC87a far Plaintiff Test File B
UCCIEAAfMdavit TestFile E
“erified Staternent Test File [ 5
Mation TestFile E

2/24/2026
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Submitting Your Filing Request

To submit your filing request, click the “Submit” in the lower right portion of the “Confirm” page.
You will be prompted to confirm your submission. Click “Yes” to submit your filing or click “No” to
continue reviewing or modifying your filing.

Confirm Filing X

Are you sure you want to submit this fee waiver filing?

YES o

If you click “Yes” a submission acknowledgement is displayed (see below). Click the “Ok” button
and you will be returned to the “Pending Queue” and your new request is now displayed in the
pending filings grid. From the pending filings grid, you can edit or delete your new request until
the request is processed by the clerk.

Pleading Filing Message

our pleading filing has been successfully submitted to the Third Circuit
Court and is now pending approval.

DIk
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Editing and Deleting
To edit or delete an existing filing request, navigate to the desired row and click the edit or
delete action button at the end of the row.

Submitted Type Y Case/Case Type FHeference Y Documents T Status Y Priorty Y As Of Edit Delete

07/21/2022 Fee Waiver RlAA, 1 Pending 0772142022 7 x

Edit a Filing Request

To edit an existing filing request, click the edit button (green pencil) in the row of the filing
request you wish to edit. This will display the filing steps with the filing’s information filled in.
Follow the steps in the same manner as when you created the filing.

Change or delete any information or replace any documents. On the final step, click the
“Submit” button to save the new information or the “Cancel” button to discard your changes.

Please note that if you edit and submit an existing filing, the filing date is updated to the current
date if it is different from the original date.

Delete a Filing Request
To delete an existing filing request, click the delete button (red “x”) in the row of the filing
request you wish to delete. This will display a delete confirmation dialog box (see below).

Confirm X

Are you sUre you want to delete the Pleading filing submitted on 07/23/20227

YES Mo

Click “Yes” to delete the filing request or click “No” to cancel the deletion.
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History

The “History” page consists of two sections. The search criteria section at the top of the page
and history grid directly below the criteria section. The purpose of the History page is to allow
you to review your filing request history. Your history is comprised of filing requests that you
have submitted and that have been processed by the clerk.

Filings Histary My Applications Help

G e P
'T}’&\?‘:“ Third Judicial Circuit D tic C Fili T, IR EEIER LA Gl ]
,_//‘ of Michigan omeslic Lase rilings

From Date: 07/21/2022 i To Date: 07/21/2022 5 case Number:
Submitted  Submitted By T Status Y Filing Type T cCase Number Y PayType Y Documents Y Review
07/21/2022 Test Mewuser Approved Fleading 22-103624-DO Fee Vvaiver 1

Reviewing Your History
Entering Search Criteria
The first step to review your history is to populate the grid. To populate the grid, enter your date
criteria in the “From Date” and “To Date” fields or a case number in the “Case Number” field and
then click the “Apply” button.

In the date fields you can also use the calendar button on the right side of the field to bring up a
calendar from which you can select a date.

From Date: 07/18/2022 = To Date: 07192022 B Ccase Number: :]

Any cases that match the criteria are displayed in the grid. If no cases match the criteria the “no
cases matched the latest applied criteria” message is displayed in the grid.

Clearing the Search Criteria
Click the “Clear” button in the search criteria area to clear out the search criteria and empty the
grid.
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Reviewing a Filing

Fllings Histary h lications Help -
] Third Judicial Circuit . - Hello, Lng off w
\ of Michigan Domestic Case Filings
\
From Date: 02/01/2025 ﬁ To Date: (03/07/2025 ﬁ Case Number:
Submitted  Status Y Filing Type T Case Number T Pay Type T Reference Y Decs YT Review
02/06/20258 Approved Pleading 25-100001-Dm A~ Pleading for Mew Case 3 -
02/05/2025 Approved Mew Case - D 25-100001-Dr Receipt Lincaln DM Case T
02/04/2025 Approved Fee Waiver 21-100002-Dr [MAs, This is a test of a longer description in 1
the reference field. Thisis atestof a
long reference -
2l el 1 2 » L] 21 - 23 af 23 itemns

Once you have populated the grid, click on the review button at the end of the row of the filing
request you would like to review. Note that the optional Reference value added during step
one of the filing process is displayed here.

Also, you can refine the items displayed in the grid by clicking the filter icon (funnel) in any
column where it appears.

The Filing Review Page
After clicking the review button, the complete history of the selected filing request is displayed.

Filings Histary pplications Help -

N
&\"\F’Q‘ Third Judicial Circuit . . Hello, Test Mewuser  Log off m
\&&y)/ of Michigan Domestic Case Filings
N
Filing Info
Submitted  Case Number Submitted By Priority Filing Type Pay Type Receipt
07/21/2022 22-103624-DO Test Mewuser Regular Pleading Fee Waiver AR,
Documents
Document Type Docket Event View
Pleading Angwer ta Camplaint, fled k
Status Infeo
Date User Status Reason
07/21/2022 | David Vigna Approved

To review another filing, click the “Go Back” button. Clicking the “Go Back” button returns you
to the grid where you can review a different filing request or perform another search.
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