MIFILE Instructions

What is MiFILE?

MIFILE is a secure website you can use to file court documents. You will use MiFILE instead of
going to the clerk’s office or mailing your papers. For more information on MiIFILE, you may visit
https://www.courts.michigan.gov/49d681/siteassets/mifile/mifile-quick-reference-guide2.pdf

Why do | need to know about MiFILE?

As of December 1, 2018, you are required to use MIFILE to file court documents in the 20t
Circuit Court (Ottawa County) for certain case types. Beginning December 16, 2024, you are
required to use MIFILE to initiate a case. If you received this document, your case type is
included in this mandate.

What do | need to do?
1. Create an account. Go to https://mifile.courts.michigan.gov and create and account.
There is no fee to create an account. You will need the following information:

a.
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Email address
First name
Last name
Address

City

State

Zip code

Password (must be at least 8 characters (max 20) and include at least 1 capital letter, 1 lower
case letter, 1 number and a symbol.)

2. Confirm your email. After you create an account, you will receive an email asking you
to confirm your account. Follow the directions in the email.

3. LogIn. Once you log into MiIFILE, there is a menu on the left. Click on “File”. You will see
a drop-down title “Court”. Choose “Ottawa County Trial Courts” and “Ottawa County —
20™ Circuit Court”. Under “Action”, choose “Initiate a New Case”. You will then see your
name in the “Filer” drop-down. Under “Case Type”, choose the type of case you are
starting (Family Matters - Divorce, Paternity, Support, Custody)



https://www.courts.michigan.gov/49d681/siteassets/mifile/mifile-quick-reference-guide2.pdf
https://mifile.courts.michigan.gov/
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Main Pages
File
Case Search
History
Favorites,
Settings

Resources
Help

Contact Support
Email Activity

Create Filing
Court
‘ M| Ottawa County - Grand Haven - 20th Circuit Court v|
Action
‘Initiatea new case v|
Filer
‘Test, Stephanie v|
Case Type
Select Case Type o Search:

DC - Custody matters; no divorce action filed

DM - Divorce With Minor Children
DO - Divorce with no children
DP - Paternity matters and intrastate transfers of postjudgment paternity

DS - Support matters and intrastate transfers of postjudgment support matters under the Family
Support Act

D? - Other prejudgment and intrastate transfers of other postjudgment matters involving domestic

relations proceedings not otherwise coded

? Family Matters - Miscellaneous Family

-

4. Party Details. This will populate a screen to fill in your information and the information
on the other party:

a.
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Last name, first name
Address

City

State

Zip

Phone

Email

5. Related Domestic Actions. This is asking if there are any other cases between yourself
and the other party. If there are other cases between you and the other party, you will
need to complete and file the “confidential case inventory” (MC 21).




6. Filing to the Case. Under “Filer”, click on the drop-down and choose yourself. You will

now
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upload the documents to your case. Please note, you must file each of the
ments separately. Under “Select or Type Filing Type”, if the name of the document

is not listed, choose “Other”:
Required Forms:

a.
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Summons

Complaint for Divorce/Custody

Record of Divorce (Other)

Verified Statement

Application for IV-D Child Support Services (DHS 1201-D)
Uniform Child Custody Jurisdiction Enforcement Act Affidavit

Required if Applicable:
. Confidential Case Inventory
Optional Form:

. Request for Interpreter

a Powered By Stephanie Test
ML FILE TrueFiling homitomang OOt
Main Pages
File File to: MI Ottawa County - Grand Haven - 20th Circuit Court Client / Matter Number (optional)

Case Search

Favorites

Settings
Resources

Help

Contact Support

Email Activity

Case Number: TEMP-51654VS3
Case Title: STEPHANIE ASH v. TESTER2 TEST

You are required to protect personal identifying information. Click here to learn more

Filer*
Test, Stephanie - File Document
Serve Document
[ additional Payments
Filing Name Filesize  Filing Type 0 Upload Status  Fee

.

H Case Initiation Form 257K8 CASE INIT FORM J 50.00 View

H

H 155 MB $0.00

H Summons Summons x v 4 Remove View 213

After upload, select and hold the stacked dots beside the filing document and then drag to connect to another filing document.

@upload file(s) -or- drag and drop

Max file size: 25.00 MB

Save Progress Cancel Next




7. Payment. Once all filings have been added to your account, choose next. This will take
you to the payments section. To pay be credit/debit card, choose “Add Payment
Account”.

a. Fee Waiver. If you are requesting the filing fee be waived, you may choose
“Request Fee Waiver” on this screen. You will then be prompted to upload the
fee waiver form.

Fee Waiver Options

Waiver of Filing Fee

@] | am unable to pay fees because of indigence. See my Fee Waiver Request, form MC 20. [Download Form]

Choose File

| am represented by a legal services program or law clinic because of indigence. See my Fee Waiver Request, form MC 20.
[Download Form]

Choose File

| receive public assistance and my MDHHS case number is (enter MDHHS case number below). See my Fee Waiver Request, form MC
20. [Download Form]

My MDHHS Case Number is:

Choose File

| receive public assistance from a source other than MDHHS. See my Fee Waiver Request, form MC 20. [Download Form]

Choose File

Exempt from Fee

9] | am an agent of a government entity and the case is exempt from an Electronic Filing System (EFS) fee.

This case is exempt from fees because: (Explain why you do not have to pay fees, e.g. | am the subject of the petition.)

Reason:

Need Help?

If you need help with e-filing, written and video instruction is available at the Clerk/Register’s
office on the garden level of the Family Justice Center during normal business hours. PLEASE
NOTE: Clerks are not legal staff and therefore can not file paperwork through e-filing on your
behalf, if filing assistance is required, please seek legal advice from a licensed attorney. Normal
business hours are Monday through Friday 8:00 am — 5:00 pm. Please note, the Clerk’s office
opens at 9:30 am (instead of 8:00 am) on the second Thursday of the month.

If you have questions about using MiFile, please contact support@truefiling.com or call (855)
959-8868.
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