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CHAPTER 1:  Public Access Functions 
 
1.1   Case Search 

 
The case search function allows you to quickly search for cases using various criteria.  To perform a case search, 
select or enter values in of the following applicable fields: 

 

 Case Number 

 Full Title 

 Group 

 Status  

 Type 

 Docketed Date From 

 Docketed Date To 

 Subtype 
  
Once you have completed the applicable fields, click the “Search” button to perform the case search. 
 
1.1.1 Wild Card Search 
 
If you are unsure of the exact criteria for which you wish to search, you may use the “Wild Card” search to 
provide you with a wider range of search results.  To perform a wild card search, you must use the “%” sign to 
indicate that you would like to see all records containing the specified information.   
 
To perform a search for items with a specific ending, you would enter a “%” followed by the desired information 
(i.e. %info).  To perform a search for items containing a specific set of information, you must enter the “%” 
symbol, followed by the desired information, followed by the “%”sign (i.e. %info%).  To perform a search for items 
that begin with a specific set of information, you must enter the desired information, followed by the “%” sign (i.e. 
info%). 
 
*NOTE* - By selecting the “Exclude Closed” check box, all closed cases which meet the criteria for the search 
will be excluded.  If you would like to include closed cases in your search as well, uncheck the “Exclude Closed” 
box. 
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1.2   Selecting Cases from Search Results 
 
Once you have performed a case search, you may sort the results by the following criteria: 
 

 Case Number 

 Short Title 

 Status 

 Type 

 Subtype 

 Docketed Date 
 

 
You may access a particular case to view by clicking on the green case number hyperlink on the left side of the 
search results. 
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1.3   Case Information View  

 
The following information about the case displays after the user selects the desired case: 
 

 Case Header 

 Case Number 

 Docketed On 

 Status 

 Original Court 

 Case Type 

 Short Title 

 Full Title 

 Party Information 

 Role 

 Party Information 

 Attorney 

 Pending Ticklers 

 Tickler Due Date 

 Original Due Date 

 Status 

 Title  

 Description 

 Docket Information 

 Filing Date 

 Document Description 

 Docket Entry Type 

 Docket Entry Subtype 

 Status 
 

The user can sort docket information either chronologically or by threading.  The default sorting method is 
chronologically, to sort the docketing information by threading, select “Threading” from the drop down menu in 
the “Docketing Filter View” and click “GO!” 
 
*NOTE* - If a particular set of information is not available for the case you have selected, it will not be displayed in 
the case information page. 
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1.4   Participant Search 
 
Locating specific participants in any case stored as a public record in the state's system can be located using the 
participant search.  Participant searches use any of the following criteria: 
 

 Last Name (or company/organization name) 

 First Name 

 Middle Name 

 Docketed Date To 
 
Once you have filled in the applicable criteria for your search, click the “Search” button to perform a participant 
search.  The Participant Search will return confidential cases only if the logged in user has access to view 
confidential cases. 
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1.4.1  Selecting Cases from Search Results 
 
Once you have performed a participant search, you may sort the results by the following criteria: 
 

 Case Number 

 Short Title 

 Status 

 Type 

 Subtype 

 Docketed Date 
 

 
You may access a particular case to view by clicking on the green case number hyperlink on the left side of the 
search results. 
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1.4.2  Case Information View  

 
Upon selecting the appropriate case, the following information about the selected case displays: 
 

 Case Header 

 Case Number 

 Docketed On 

 Status 

 Original Court 

 Case Type 

 Short Title 

 Full Title 

 Party Information 

 Role 

 Party Information 

 Attorney 

 Pending Ticklers 
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 Tickler Due Date 

 Original Due Date 

 Status 

 Title  

 Description 

 Docket Information 

 Filing Date 

 Document Description 

 Docket Entry Type 

 Docket Entry Subtype 

 Status 
 

The user can sort the docketing information either chronologically, or by threading.  The default sorting method is 
chronologically, to sort the docketing information by threading, select “Threading” from the drop down menu in 
the “Docketing Filter View” and click “GO!” 
 
*NOTE* - If a particular set of information is not available for the case you have selected, it will not be displayed in 
the case information page. 
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1.5   Find Case 
 
If you know the exact case number that you are looking for, you may use the “Find Case” search to retrieve case 
information quickly.  Enter the case number you are searching for in the “Find Case” field in the upper left hand 
corner of the screen, and click “Find”.  This will display the following information on the case: 
 

 Case Header 

 Case Number 

 Docketed On 

 Status 

 Original Court 

 Case Type 

 Short Title 
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 Full Title 

 Party Information 

 Role 

 Party Information 

 Attorney 

 Pending Ticklers 

 Tickler Due Date 

 Original Due Date 

 Status 

 Title  

 Description 

 Docket Information 

 Filing Date 

 Document Description 

 Docket Entry Type 

 Docket Entry Subtype 

 Status 
 

The user can sort docketing information either chronologically, or by threading.  The default sorting method is 
chronologically, to sort the docketing information by threading, select “Threading” from the drop down menu in 
the “Docketing Filter View” and click “GO!” 
 
*NOTE* - If a particular set of information is not available for the case you have selected, it will not be displayed in 
the case information page. 
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1.6 Viewing an e-filed Document 
 
1.6.1 Viewing an e-filed Document in Public e-file  
 
To view an e-filed document in the public e-filing site, select the case, which contains the desired document.  
Once the “Case View” screen has loaded, the user can scroll to the “Docket Information” section of the screen.  
Any Docket Entry which contains a document will display a  icon next to the Docket Entry. 
 
By hovering the mouse pointer over the icon, a pop up box will appear displaying the document description.  
Clicking the desired document title in the pop up will open the document in .pdf format in a new browser tab. 
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CHAPTER 2:  Secure e-File functionalities 
 
2.1   Request Access 
 
To access the secured e-file functions of C-Track, you will be required to have a username and password.  To 
obtain a username and password, click the “Login” link in the upper right hand corner of the screen, and click 
“Request Access”. 
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Fill in all applicable fields and select the “I agree to the terms and conditions of the use of this website” check 
box, then click “Submit”.  Upon clicking the “Submit” button, the court will receive your application for access to 
consider for approval.  The system will email to you your password. 
 

 
 
The Wyoming e-filing system then displays the terms and conditions.   

 
 
*NOTE* - Due to anti-spam protection in some e-mail client applications, the confirmation email from C-Track™ 
may be classified as junk mail.  To avoid future emails classified as junk mail, add the email address that sent the 
acceptance letter to your list of “safe emails” according to your email client‟s own settings. 
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2.2   Logging In 

 
To access the secured functions of e-filing, you must first log in.  To do so, you must click the “Login” link on the 
upper right hand of the screen.  Once you have clicked the “Login” link, the system will prompt you to enter your 
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username and password.  Type the username and password assigned to you, and click the “Login” button.  If 
you have not received a username and password for e-filing, please contact your system administrator for one. 
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2.3   Case Search 
 

The case search function allows you to search cases quickly by various criteria.  To perform a case search, 
complete any of the following applicable fields: 

 

 Case Number 

 Full Title 

 Group 

 Status  

 Type 

 Docketed Date From 

 Docketed Date To 

 Subtype 
  
Once you have completed the applicable fields, click the “Search” button to perform the case search. 
 
*NOTE* - By selecting the “Exclude Closed” check box, all closed cases which meet the criteria for the search 
will be excluded.  If you would like to include closed cases in your search as well, uncheck the “Exclude Closed” 
box. 
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2.4   Selecting Cases from Search Results 
 
Once you have performed a case search, you may sort the results by the following criteria: 
 

 Case Number 

 Short Title 

 Status 

 Type 

 Subtype 

 Docketed Date 
 

You may access a particular case to view by clicking on the green case number hyperlink on the left side of the 
search results. 
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2.5   Case Information View  
 

The following information about the case displays after the user selects the desired case: 
 

 Case Header 

 Case Number 

 Docketed On 

 Status 

 Original Court 

 Case Type 

 Short Title 

 Full Title 

 Party Information 

 Role 

 Party Information 

 Attorney 

 Pending Ticklers 

 Tickler Due Date 

 Original Due Date 

 Status 

 Title  

 Description 

 Docket Information 

 Filing Date 

 Document Description 

 Docket Entry Type 

 Docket Entry Subtype 

 Status 
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The user can sort docketing information either chronologically, or by threading.  The default sorting method is 
chronologically, to sort the docketing information by threading, select “Threading” from the drop down menu in 
the “Docketing Filter View” and click “GO!” 
 
*NOTE* - If a particular set of information is not available for the case you have selected, it will not be displayed in 
the case information page. 
 
*NOTE* - By clicking the “E-File Document on this Case” button, you may submit documents on a particular 
case electronically.  For more information on submitting documents electronically, see Chapter 3: Secured E-
Filing functionalities. 
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2.6   Participant Search 
 
Information about specific participants in any case is stored as public record within the state's system.  Using the 
participant search tool the user can locate this specific information.  The following criteria to search for 
participants are available: 
 

 Last Name (or company/organization name) 

 First Name 

 Middle Name 

 Docketed Date To 
 
Once you have filled in the applicable criteria for your search, click the “Search” button to perform a participant 
search 
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2.6.1  Selecting Cases from Search Results 
 
Once you have performed a participant search, you may sort the results by the following criteria: 
 

 Case Number 

 Short Title 

 Status 

 Type 

 Subtype 

 Docketed Date 
 

 
You may access a particular case to view by clicking on the green case number hyperlink on the left side of the 
search results. 
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2.6.2  Case Information View  

 
Upon selecting the appropriate case, the following information about the selected case displays: 
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 Case Header 

 Case Number 

 Docketed On 

 Status 

 Original Court 

 Case Type 

 Short Title 

 Full Title 

 Party Information 

 Role 

 Party Information 

 Attorney 

 Pending Ticklers 

 Tickler Due Date 

 Original Due Date 

 Status 

 Title  

 Description 

 Docket Information 

 Filing Date 

 Document Description 

 Docket Entry Type 

 Docket Entry Subtype 

 Status 
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The user can sort docketing information either chronologically, or by threading.  The default sorting method is 
chronologically, to sort the docketing information by threading, select “Threading” from the drop down menu in 
the “Docketing Filter View” and click “GO!” 
 
*NOTE* - If a particular set of information is not available for the case you have selected, it will not be displayed in 
the case information page. 
 
*NOTE* - By clicking the “E-File Document on this Case” button, you may submit documents on a particular 
case electronically.  For more information on submitting documents electronically, see Chapter 3: Secured E-
Filing functionalities. 
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2.7   Find Case 
 
If you know the exact case number you are looking for, you may use the “Find Case” search to retrieve case 
information quickly.  Enter the case number you are searching for in the “Find Case” field in the upper left hand 
corner of the screen, and click “Find”.  This will display the following information on the case: 
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 Case Header 

 Case Number 

 Docketed On 

 Status 

 Original Court 

 Case Type 

 Short Title 

 Full Title 

 Party Information 

 Role 

 Party Information 

 Attorney 

 Pending Ticklers 

 Tickler Due Date 

 Original Due Date 

 Status 

 Title  

 Description 

 Docket Information 

 Filing Date 

 Document Description 

 Docket Entry Type 

 Docket Entry Subtype 

 Status 
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The user can sort docketing information either chronologically, or by threading.  The default sorting method is 
chronologically, to sort the docketing information by threading, select “Threading” from the drop down menu in 
the “Docketing Filter View” and click “GO!” 
 
*NOTE* - If a particular set of information is not available for the case you have selected, it will not be displayed in 
the case information page. 
 

 
 
 



 
A LEGAL TECH HOLDINGS COMPANY 

e-Filing User Manual 

                               Wyoming Supreme Court 
e-Filing System 

 

 
 

01/07/2008        Page 31 of 49 

2.8   E-File a Document in the Case View Screen 
 
To e-file a document while in the case view screen, click the green “E-File Document on This Case” link in the 
main case view screen. 
 

1. Select the filing type 
2. Select the filing subtype 
3. Select all applicable names for “Filed on Behalf of” 
4. Complete any comments necessary for the filing 
5. Select the appropriate item to thread the document to if you wish the document to be threaded 
6. Click “Continue” 
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7. Select the proper document from your local hard drive or network file server by clicking the “Browse” 
button. 

8. Once you have located the appropriate file on your local hard drive or network file server click the “Open” 
button to attach the document to the filing. 

9. Click to “Continue” 
 

 

 
 
*NOTE* - C-Track/C-Track e-file will not accept blanks filings (a size of 0 bytes), or files more than 25MB. The 
user will then go to the Select List screen.  Here they must select the desired „Service Type‟ and „Service Date‟ 
for each party to be served.  Then click to “Continue”. 
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1. Click the “I Agree” check box to agree to the terms and conditions of use of the Wyoming e-filing system 
and then click to “Submit to Court”. 

 

 
*NOTE* - Terms and conditions for Wyoming e-filing: 

1.  I have completed training on the CTEF provided by the Wyoming Supreme Court Clerk;  

2.  I have reviewed and will abide by all of the requirements found in the Electronic Filing Administrative 
Policies and Procedures; 

3.  That I will abide by the requirements of the Electronic Filing Administrative Policies and Procedures, 
Rule 5, regarding registration, change of contact information, and consent to electronic service; 

4.  That I will abide by all of the requirements of Rule 9, Rules of Service;  

5.  That all required redactions pursuant to Rule 11, have been made to any document submitted for 
electronic filing, and certification to that fact made on all documents electronically filed with the Court;  

6.  That any document submitted for electronic filing has been scanned for viruses, and is virus free; and  

7.  I understand that technical failures caused by my own hardware, software, or phone lines will not 
generally excuse an untimely filing. 
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2. The user will then be navigated to a confirmation page, alerting them that their document has been 
successfully submitted. 

 

 
 
Upon completing these steps, the document is now submitted.  The document will not appear in the document list 
in the case view screen until the court clerk approves the filing.  You will receive a confirmation number, which 
you can use for future reference. 
 
*NOTE* - Documents can only be e-filed to open cases.  The „e-file a document on this case‟ link will not appear 
in closed cases. 
 
*NOTE* - E-file documents cannot be threaded to a draft docket entry.    
 
 
*NOTE* - The file browser system accesses local data storage to retrieve files.  The exact location of your desired 
file will depend on your own filing structure. 
 
Once the document has been filed, you will receive a confirmation email from the Clerk‟s Office confirming the e-
filing. 
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Chapter 3: Secured E-Filing 
 
3.1   My E-Filings 
 
When you click the “E-Filing” tab on the top of the screen, you will see the “My E-Filings” screen.  This screen 
displays all current e-filings within the court currently associated with your username.  The user will see 
documents grouped by their status.  The user can access a document by selecting the “View” link of the 
appropriate document status type.  The user will see documents sorted by the following status types: 
 

 Draft – E-filings created but not sent to the court 

 Pending – Court has received e-filings, but not approved 

 Rejected – Court rejected e-filings 

 Approved – Court accepted e-filings 
 
By clicking any of the previously mentioned links, you can “View” or “Remove” any of your current e-filings in that 
category (Note that approved e-filings cannot be removed). 
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3.2   Editing an E-Filing 
 
When you select the “Edit” link for any document in the “Draft Document” section as described above, you will 
see the “Edit E-Filing” screen.  From this screen you can add or edit information associated with an e-filing, or edit 
the “Service List” for the case.  When editing a document, the following information about the document is 
available: 
 

 Edit E-Filing 
o Type 
o Subtype 
o Filed For 
o Comments 
o Threaded To 

 Documents 
o Date 
o Document Name 
o Status 
o Comments 

 Service List 
o Electronic Service 
o Conventional Means Service 
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.  
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3.2.1   Edit E-Filing Information 
 
The user may edit any e-filed document that is still in the “Draft” format before submission to the court.  In the 
“Edit E-Filing” screen, you may change the following information associated with an e-filing: 
 

 Type – Brief, Memorandum, Motion, Notice - Incoming, Petition, Response/Objection, Service 

 Subtype – This field will be determined by the selection from the previous field, and will contain all 
relevant selections for the field 

 File on Behalf of – Parties associated with the case, select the appropriate party to file a document 

 Comments – Free text field for adding comments 

 Docket Information – Use this area to select a docket entry for which to thread a document.  The user is 
not required to thread a document. 
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3.2.2   Adding and Editing Documents for an E-Filing 
 
Adding Documents to an E-Filing 
 
E-filing allows you to add documents to any e-filing that is still in draft status.  To add a document to a pre-existing 
“Draft” filing, select the filing, which you would like to modify, and click the “Edit” link.  In the “Case Information” 
screen, select the “Add Document” link in the “Documents” group.  To add a document, select the “Browse” 
button, and select a document from your local hard drive or network storage to upload.   
 
If you need to upload multiple documents, click the “Attach Another Document” link.  This will open an 
additional document upload link for each click. 
 
 

 
 
 
*NOTE* - The file browser system accesses local data storage to retrieve files.  The exact location of your desired 
file will depend on your own filing structure. 
 
*NOTE* - E-filing a document will create the tickler “Hard Copies of Electronic File Due” for 3 days. 
 
Editing Documents for an E-Filing 
 
E-filing allows you to edit documents to any e-filing that is still in draft status.  To edit an existing “Draft” filing, 
select the filing, which you would like to modify, and click the “Edit” link.  In the “Case Information” screen, select 
the “Edit” link in the “Documents” group.  Select the specific document you would like to replace, and click the 
“Edit” button.  Click the link “Click Here to Replace the Existing Document”, and select a document for upload 
to replace the current document associated with the filing.  Click “Continue” to confirm the upload. 
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*NOTE* - The file browser system accesses local data storage to retrieve files.  The exact location of your desired 
file will depend on your own filing structure. 
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E-Filed Document Docket Entry Type/Subtypes 
 
The following docket entry Type/Subtypes may be e-filed with documents through the C-Track™ e-Filing module: 

Type Subtype 

Affidavit Affidavit of costs and expenses 

Affidavit Attorney fees and costs 

Affidavit Other 

Brief Amicus Curiae* 

Brief Anders 

Brief Appellant 

Brief Appellant Reply 

Brief Appellee 

Brief Guardian ad litem* 

Brief Intervenor* 

Brief Joinder* 

Brief Petitioner 

Brief Petitioner Reply 

Brief Respondent 

Brief Supplemental Appellant* 

Brief Supplemental Appellant Reply* 

Brief Supplemental Appellee* 

Brief Supplemental Petitioner* 

Brief Supplemental Respondent* 

Correspondence Incoming 

Memorandum In Support of Motion 

Memorandum In Support of Petition 

Motion Accept Late Filing 

Motion Accept Misc. Documents 

Motion Appointment of GAL 

Motion Brief – Exceed Page Limit 

Motion Clarification 

Motion Consolidate 

Motion Convert to Petition 

Motion Correct a Document 

Motion Dismiss – Involuntary 

Motion Dismiss – Stipulated 

Motion Dismiss – Voluntary 

Motion Dismiss – Voluntary with Waiver 

Motion Dismiss Party 

Motion Exclude From Electronic Filing 

Motion Extension of Time – Brief  

Motion Extension of Time – File 
Response/Objection 
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Motion Extension of Time – Other 

Motion Fees and Costs 

Motion File an Amended Pleading 

Motion Oral Argument – Exceed Time Limit 

Motion Oral Argument – Leave to Participate 

Motion Oral Argument – Reassignment from 
Expedited Docket 

Motion Oral Argument – Vacate 

Motion  Other 

Motion Reconsideration 

Motion Reinstatement 

Motion Remand to District Court 

Motion  Seal 

Motion  Stay – Bankruptcy  

Motion Stay – Other  

Motion  Stay Briefing – Opposed 

Motion Stay Briefing – Unopposed 

Motion Strike 

Motion Substitution of Party 

Motion Summary Affirmance 

Motion Supplement the Record 

Motion Supplemental Briefing 

Motion Withdraw a Document 

Motion Withdrawal of Record 

Notice - Incoming Additional Authority 

Notice – Incoming Attachment 

Notice – Incoming Attorney Substitution 

Notice – Incoming Bankruptcy Proceeding 

Notice – Incoming Change of Address 

Notice – Incoming Consent and Approval 

Notice – Incoming Consent of Client 

Notice – Incoming Errata 

Notice – Incoming Request to Place on Expedited Docket 

Notice – Incoming Statement of Costs 

Notice – Incoming  Status Report – Bankruptcy 

Notice – Incoming Status Report – Other 

Notice – Incoming Suggestion of Death 

Notice – Incoming Waiver of Appeal 

Petition Clarification 

Petition Rehearing 

Petition Reinstatement 

Petition Requested by Supreme Court Order 

Response/Objection Costs 
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Response/Objection Extension 

Response/Objection Motion 

Response/Objection Other 

Response/Objection Petition for Review 

Service  Certificate of Service 

 
 
*NOTE - Documents marked with an asterisk (*) in the above table require a court order.  These documents are 
also marked with an asterisk (*) Docket Entry type dropdown menu. 
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3.2.3   Editing the Service List 
 
To edit the service list for a particular e-filing, select the draft filing which you wish to modify, and select the “Edit” 
link.  Click the “Edit” link in the “Service List” group to access the service list editing screen.  The user will need 
to choose the “Service Type” and “Service Date” for each party served the document in accordance with the 
filing.  Click “Continue” to confirm the service list. 
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Chapter 4:  Account 
 
4.1   Changing Account Settings 
 
The “Account” tab allows you to define your user information in the C-Track™ E-Filing system.  You can modify 
the following information by clicking the “Account” tab: 
 

 First Name 

 Last Name 

 Email (you must confirm your email address for it to be applied) 

 Phone Number 

 Address 

 City  

 State 

 Zip Code 
 
When you have completed all desired information in the “Account” tab, click the “Save” button. 
 

 
 


