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Adding eService Contacts to a Case

Within the eFS Workspace (see below) is the section where Filers can add themselves to a Case Service

Contact list.

\  WORKSPACE MY ACCOUNT

%D;ﬂé‘_ MINNESOTA
Z%| JUDICIAL BRANCH

My Filings ~ | | A0 Srawuses * | | Al Locations %3] ToDate

INFO

ABOUT LOGOUT [/  Welcome Cailin Alge-EC

eService is an option at three
different points in the case
submission process;

1. At initiation of a new case
Case or Envelope m m

Case # 27-CV-13-4350

2. When eFiling into an existing

@aoo

Envelope # 13335 filed August 26, 2013 at 11:53 AM by Cailin Alge
Status Filing Code
Accepted Petition for Hearing

Filing Type
EFilaAndServe

Filing Description
Pettion for Hearing

Served Service Only Sarve Mation

Option 1. At Initiation of a New Case

case for the first time
When eFiling a subsequent
document in a case

Reference Number
1234502

12345-02

r Case Number m

Adding eService Contacts to a Case

1. After SUCCGSSfU”y Up|OadIng \\ WORKSPACE MY ACCOUNT INFO  ABOUT LOGOUT Jf' welcome Cailin Alge-EC
documents in the ‘Filings’ section,
a ‘Service’ button will appear in @ case nformation @ parties @) Filings @ service Contacts
the bottom right-hand corner Of Select Contacts to Receive Service for this Envelope
your screen e
2. On the ‘Service Contacts’ page T
double-click and highlight the party
you represent
3. Click ‘Add from Master List’ [
4. Choose the name and email Ry e
address you wish to add for
service from the ‘Firm Service Add Service Contact from Master List &
Contact’ column by C|icking on it to Firm Service Contacts Case Service Contacts
. . . Name Email Name Email
hlghllght It Cailin Alge cailin.alge@courts state.mn.us E
5. C|ICk ‘Add’ and that ContaCt W|” Terri Miller Terri Miller@courts state mn.us E
appear under ‘Case Service
Contacts’ and then click ‘Save’
6. Repfaat this step to add as many —
service contacts as needed before :
proceeding to the ‘Summary’ page - @4
7. If you do not see the name and Add Service Contact from Master List @
email address you are looking for Firm Service Contacts Case Service Contacts
under ‘Firm Service Contacts’ click Hams Emall Mam Emal
. . Terri Miller Temi.Miller@courts.state.mn.us E Cailin Alge cailin.alge@courts.state.mn.us E
the ‘X’ in the upper right-hand
corner of the ‘Add Service
Contact from Master List’ [ Add> |
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8. On the ‘Service Contacts’
page double-click and
highlight the party you
represent

9. Click ‘Add New’ and enter the
name, email address and
address of the person to you
wish to add service
information

10. Check the small box in the
bottom left-hand corner of the
screen that says ‘Save
Contact in My Firm Master
Service List’ (Filers should
only have to do this once in
order to have that contact
appear in the Firm Master
Service Contact List

11. Repeat to add many service
contacts before moving onto
the ‘Summary’ page

\ WORKSPACE MY ACCOUNT  INFO  ABOUT

/ Welcome Cailin Alge-EC

Hennepin Civil - Civil Other/Misc

© cose information @ rarties @ riings @ service contacts

Select Contacts to Receive Service for this Envelope

Select All Service Contact
Defendant: Eve Holt

sl oo ety (S

Other Service Contacts

| Add New Bl Add From Master List

\__ WORKSPACE

Envelope 529778

@ case information @ parties @ Filings @ service contacts

Hennepin Civil - Chvil OtherMisc

MY ACCOUNT INFO  ABOUT LOGOUT

/ Welcome cailin Alge-EC

Select Contacts to Receive Service for this Envelope

ct All Service Contacts
Defendant: Eve Holt
Plaintiff: GOB Bluth

Cailin Alge (cailin.alge.courts.state.mn.us)

Other Service Contacts

Add From Master List

First Name* Middle Last Name*
Cailin Alge
Email* Administrative Copy i Firm Name
cailin.zlge.courts.state.mn.us
Country*
United States of America
Address Line 1*
25 Reverend Docter Martin Luther King Junior Boulevard
City*
Saint Paul
State*® Zip Code*
Minnesota - 5515%
Phone
651-497-9726

Save Contact in My Firm Master Service List

Add New

Add From Master List

First Name*
Cailin
Email*
cailin.alge@courts.state.mn.us
Country*

Address Line 1*

City*
Saint Pual
State™

Phone
651-497-9726

United States of America -

25 Reverend Martin Luther King Junior Boulevard

Minnesota -

Middle Last Name*
Alge

Administrative Copy Firm Name

Zip Code*
55155

@53\19 Contact in My Firm Master Service List

Adding eService Contacts to a Case
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Option 2. Adding a Service Contact upon the First Filing into an Existing Case

1. If the Filer did not initiate

NEW CASE the case, or has not yet
eFiled into the case, type

WORKSPACE _ MY ACCOUNT _ INFO _ ABOUT _ LOGOUT | Welcome Cailin Alge EC the court file number (with
&5 MINNESOTA dashes) into the search
AIE| JUDICIAL BRANCH box next to ‘New Case’
2. Follow the case number
Searching for: 27-cv-13-4328 over to the right-hand side
As: Case Number a
Case Numb  Location Description Case Type  Action Of the SelEEn and CIICk il
27-0V-13-4328  Hemnepin Cvi change of nam [ the ‘Service Contacts’ icon

Manage Case Service Contacts m

Select Contacts to Receive Service for each Party 3 D bI | k d h hl ht
. Double-click and highlig

NEW CASE 27-cv-13-4328 m

Select a Party to add Service Contacts

Petitioner: Toby Beagle Jr the party you represent,
Other Service Contocts then add the person you
e wish to add from the
Master List, or Add New
4. Repeat as necessary
5. Click Save
[ Sove |
Option 3. Adding a Service Contact to a Case during subsequent filing
T T o ———r—— 1. If the Filer has not yet
== MINNESOTA eFiled into the case, type
AL} yUDICIAL BRANCH vewonse e |3 the court file number (with

dashes) into the search
box next to ‘New Case’

Mlllck) BOOKMARKS TEMPLATES REVIEWQUEUE REVIEW HISTORY SERVICE CONTACTS

[MyFiings ~ + | |AnStatuses | | AllLocations  ~ | From Date [i3) ToDate B3 case orEnveiope |CIEH

: 2. Follow the case number
Case # 27-CV-13-4328 @aoo ) .
Envelope # 11959 filed June 18, 2013 at 9:15 AM by Cailin Alge-EC on behalf of Dale Erickson over to the rlg ht-hand Slde
Status Filing Code Filing Type Filing Description Reference Number i
Accepted Application for Name Change EFile Application for Name Change 20130618-02 Of the screen and CIle on
st st the ‘Service Contacts’ icon

Select Contacts to Receive Service for each Party

Select a Party to add Service Contacts m

rtidooar: Veby Besge 3. Double-click and highlight
T the party you represent,
then add the person you
wish to add from the
Master List, or Add New
Save Contact in My Firm Master Service List 4. Repeat as necessary

5. Click Save

Adding eService Contacts to a Case 9/6/2013
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eService Only Option

WORKSPACE MY ACCOUNT INFO ABOUT LOGOUT Welcome Cailin Alge-EC

1. Search for your case s MINNESOTA
(ISl A GO IE] JUDICIAL BRANCH
number) and click ‘Start a Newcass  z-o-inenn | B3

New Subsequent Filing’ or

go to your Workspace and g et
CIiCk ‘File intO thiS Case’ Case Numb  Location Description Case Type Actions

2. Once on the ‘FI|IngS, page 27-CV-13-4328 Hennepin Civil Change of Nam EDE
the OptlonS for eFIIIng and \ WORKSPACE MY ACCOUNT INFO ABOUT LOGOUT ;’ Welcome Cailin Alge-EC
eService will be to the right [??—7] %lg%iﬂﬁzmcﬂ
of the ‘Select Filing Codes’ S NEW case | cosenumeer | [
dropdown - CheCk bOth [INle] BOOKMARKS TEMPLATES REVIEWQUEUE REVIEWHISTORY SERVICE CONTACTS
the ‘eF"e’ box and the [ My Fiings v | [AIStatuses  ~ | [AllLocations ~* | From Date [3) ToDate G5 case or Envelope m m
‘Service’ box to ‘eFile & Case # 27-CV-13-4328 nEog

y Envelope # 11959 filed June 18, 2013 at 9:15 AM by Cailin Alge-EC on behalf of Dale Erickson
eServe’ together (so the Status Filng Code Fiiog Type Filng Descrpton i
Accepted Application for Name Change EFile Application for Name Change 20130618-02

service will go out after the
eFiling is accepted by the
court), or uncheck ‘eFile’ WORKSPACE  MYACCOUNT  INFO  ABOUT  LOGOUT / Welcome Cailin Alge-EC
and check ‘Service’ to do
‘Service Only’ (which goes
out immediately)

Case 27-CV-13-4328 Hennepin Civil - Change of Name
@ Parties @Fi\ings

Enter Filing Details

a ana o Fees
3. Like eFiling, all documents code Type Description e er | sowoony .
Service Onl Serve Summons and Complaini 12354 iling Fee
should be uploaded as SewiceOnI: serve Afﬂdavitnfservicep 12345 x| . Total this Filing $0.00
lead documents and each SO e so00
. Total this Filing $0.00
document should have its P o
own security classification caeet g cote Envelope Total $3.00
(OnCG the eFIle& eServe, Service Only - [JEfile ) Service & Payment
Filing Description* Payment Account*
or SerViCe Only iS Affidavit of Service test for & filing -
eference Number*
submitted none of the R12345 b 2 Filing Attorney
. . . Documents Filing Attorney
service information, Servce Docament® [ Dale Erickson .
including the security st ofSevce 4
classification, may be Security? 3
changed or altered iimg Comments —
H
Courtesy Copies
REMINDER: Service only option
is in process IMMEDIATELY after
submission. If you choose to eFile
& eServe, service will occur only
AFTER your filing is accepted by
the court. If your submission is
[Service

rejected then the eFile & eService
process will NOT occur. Be
mindful of these differences when

DAARARPHNCEHSRA R SR &S 9/6/2013
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Related eFile and eServe Frequently Asked Questions

When is eFile and eServe mandatory?

Does it apply to adoptions and CHIPS case types?

Does it apply to Family case types, such as domestic abuse cases?
Does it apply to Civil case types, such as Harassment cases?

Effective September 16, 2013, attorneys and government agencies will be required to
file civil and family cases electronically and serve electronically in district courts in the
following counties: Cass, Clay, Cook, Dakota, Faribault, Hennepin, Kandiyohi, Lake,
Morrison, Ramsey and Washington. E-Filing and E-Service in these case types has been
mandatory in Hennepin County and Ramsey County district courts since September 1,
2012. The requirement does not apply to probate/mental health, adoption, child
protection or conciliation court cases.

How long do I have to access the emailed links to documents that have been
eServed or eFiled?

Upon acceptance by the local court, the filer receives an email notification indicating
that the filing was accepted and a link to the documents that were

accepted. Beginning September 16, 2013 the link to the document(s) will only be
active for 30 days. Filers are encouraged to download and retain copies of all
documents in their document management system for easy reference.

Can I sign other attorneys/agencies up for eService?

No. Each individual wishing to be eServed with documents must sign themselves up
for eService.

What if I need to sigh myself up for eService under Multiple Parties?

Add your service contact information first, then click the "Link Parties with this
Contact” icon.

4 Plaintiff: Cailin Alge

Cailin Alge (cailin.alge@fakeemail.com) 1 D m

Other Service Contacts Link Parties with this Contact

Will I receive multiple pieces of service if my name is on the Service Contacts
list more than once?

Yes. If you represent multiple parties in a case and your e mail address is listed for
service for each party, then you will receive an e mail notification relevant to the
activity (service or filing) that occurs for each of these parties. Example, Notice of
Motion served on 3 parties you represent, you will receive 3 emails with the same
document for each party you represent.

What do I need to do if I no longer represent a client on a case? Example, Substitution
of counsel has been filed.
You will need to remove yourself from service on each of the cases and each of the

Adding eService Contacts to a Case 9/6/2013
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parties (in the case of multiple parties) that you are listed for service in the eFS tool.
If you are not able to remove your information, it may be that someone other than
yourself added your service information to the party. You will have to contact the
person that added you and have them remove you as service contact for the party in
question.

Removing eService Contact Information
Follow the steps listed below to remove the information listed for yourself as the
service contact for the party you represent.

You will have to repeat this process for each of the parties for which you are listed as
the service contact. If you are not able to remove yourself or the "Remove Service
Contact” Icon is not available to select, that may mean that someone other than you
added your information as a service contact on the case. You will need to contact the
party that added you as a service contact and have them remove you. This is why it is
vital for each individual to add themselves to the service contact list and NOT have
someone else add you as the service contact.

WORKSPACE MY ACCOUNT INFO ABOUT LOGOUT Welcome Cailin Alge-EC

lﬁ] MINNESOTA
ALY JUDICIAL BRANCH -

MNEW CASE Case Number

IRy BOOKMARKS  TEMPLATES REVIEW QUEUE REVIEWHISTORY SERVICE CONTACTS

e | e e =] i —— B Ccoseortmecoe) [0 N 1. Go to the Service Contacts Icon

Case # 27-CV-13-4328 @_‘n:u]
Ervelopa # 11959 fled Jume 18, 2013 a1 9:15 AM by Calin Alge-EC on behalf of Date Erickson
Status Filing Code Filing Type Filing Description Reference Number

Accepted Application for Name Change EFile Application for Name Change 20130618-02

2. Find your name on the Service Contact list (it may be appear
multiple times for multiple parties)
3. Select the “Remove Service Contact” Icon and then Save.

Manage Case Service Contacts

Select Contacts to Receive Service for each Party

Select a Party to add Service Contacts
Defendant: Toby BeagleBoy
4 Plaintiff: Cailin Alge
Cailin Alge (cailin.alge@fakeemail.com) BI l]j E E

Other Service Contacts Remove Contact |

Adding eService Contacts to a Case 9/6/2013
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