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Change Request Form for 4th District AX Inactive Electronic Case Documents (Exhibit A)
Copyright © 2011 by the State of Minnesota, State Court Administrator's Office, All Rights Reserved.
	1.  Instructions to Subscriber (This form for use by government agencies only)

	This Change Request Form is for government use only and is required to subscribe for changes to your agency’s existing 4th District AX Inactive Electronic Case Document account.  It should be submitted on behalf of a business unit/department/division within a government agency.  Upon approval, your business unit/department/division will receive changes to your agency’s 4th District AX Inactive Electronic Case Document account, to be shared by individuals within your specific business unit/department/division as described in Section 2.  This Change Request Form must be submitted along with a copy of an executed Master Subscriber Agreement or a new pending Master Subscriber Agreement.  Please refer to the important instructions at the end of this form.



	2.  Subscriber Information (ALL FIELDS ARE REQUIRED) 

	(a) Today’s Date: 
[bookmark: Text42]      
	(b) Subscriber Agency Name: (Exactly as stated on page 1 of attached agreement.)
     
	(c) Subscriber Business Unit/Division/Entire Agency Requesting Services: (Enter “Entire Agency” if this is for the entire agency identified in 2(b) or enter the specific business unit/division.)
     

	(d) Subscriber – Manager Authorizing Request 
	(e) Subscriber – Contact Person (If the Contact Person is the same as the Manager Authorizing Request, enter “Same” in the name field.) 

	[bookmark: Text48]Name:       
	[bookmark: Text35]Name:       

	[bookmark: Text146]Position/Title:       
	[bookmark: Text143]Position/Title:       

	[bookmark: Text141]Mailing Address:      
	[bookmark: Text142]Mailing Address:      

	[bookmark: Text34]Phone:       
	[bookmark: Text144]Phone:       

	[bookmark: Text31]Email:       
	[bookmark: Text145]Email:       


	(f) Subscriber’s Technical Support Person (provide complete contact information):  

	

	Name:      
	Position/Title:       
	

	Email:      
	Phone:      
	Pager:      
	

	Mailing Address:      
	

	(g) AX Inactive Electronic Case Document Account ID
	

	[bookmark: Text148]Please indicate the AX Inactive Electronic Case Document Account ID for which you are requesting a change:      

	Subscriber Request for Technical Changes to Account (OPTIONAL SELECTIONS)

	(h) Number of Users
	

	[bookmark: Check4]|_| Change
	Please indicate the number of individuals in your business unit/department/division that will be using this account:      
	

	Note: The agreement your agency signs and attaches hereto requires that your agency keeps a record of everyone who has access to this account.
	

	(i) Existing MNCIS Odyssey Account
	

	[bookmark: _GoBack]Please provide your agency’s existing MNCIS Odyssey account username:      
	

	(i) Discontinue All Existing AX Inactive Electronic Case Document Access
	

	|_| Discontinue all existing access to AX Inactive Electronic Case Document for the Account ID indicated in Section 2(g).
	

	(k) Other Information (OPTIONAL)
	

	     
	



	3.  Case Record Categories for Which Access is Requested

	3(a) Public Case Records – Document Access Options

	|_| Add
	|_| Remove
	Civil Case Documents

	
	
	Describe your business need for this category and explain how you will use these records:      

	|_| Add
	|_| Remove
	Family Case Documents

	
	
	Describe your business need for this category and explain how you will use these records:      

	|_| Add
	|_| Remove
	Probate Case Documents

	
	
	Describe your business need for this category and explain how you will use these records:      

	|_| Add
	|_| Remove
	Custom View of Public Case Documents

	
	
	Describe your business need for this access and explain how you will use these records:      

	3(b) Confidential Case Records – Document Access Options

	|_| Add
	|_| Remove
	Paternity Case Documents

	
	[bookmark: Text91]Describe your business need for this category and explain how you will use these records:      

	|_| Add
	|_| Remove
	Custom View of Confidential Case Documents

	
	[bookmark: Text59]Specifically describe the custom set of documents being requested:      

	
	[bookmark: Text60]Describe your business need for this access and explain how you will use these records:      



	4.  Approval / Signatures

	Fill out the Subscriber signature block below.  A handwritten signature is optional.  Instead you may use a typed signature such as:  
/s/ FirstName LastName. Attach your Master Subscriber Agreement, which may be a copy of an existing agreement or a new agreement signed and submitted for the first time with this Request Form.

	SUBSCRIBER
	THE COURT

	I hereby approve and submit this request on behalf of Subscriber.  I acknowledge that I have read and will notify all individuals who use this account of the provisions in the attached Master Subscriber Agreement and agree to take appropriate action as described in that Master Subscriber Agreement.
I acknowledge that all users and the Contact Person on page 1 are required to receive electronic updates for this service and this will be the only communication channel by which my business unit/department/division will be notified of important notices and updates related to this service.
	

	Date: 
	     
	Date:
	     

	Name:
	     
	Name: 
	     

	
	(typed)
	
	(typed)

	Title:
	     
	Title:
	     

	Office:
	     
	Office:
	     

	By:
	
	By:
	

	
	(handwritten signature or typed name preceded by “/s/”)
	
	(handwritten signature or typed name preceded by “/s/”)

	
	Also approved by (optional):  

	
	Name:      

	
	Title/Office:      

	
	Phone & Email:      



	5.  Submission

	· Send this Change Request Form by email with a scanned copy of your previously executed Master Subscriber Agreement to: MJCMNCISGovtAccessProcedural@courts.state.mn.us
OR
· Send this Change Request Form with a copy of your new pending Master Subscriber Agreement to:
ITD Office Administration
State Court Administration
25 Rev. Dr. Martin Luther King Jr. Blvd.
St. Paul, Minnesota 55155
More detailed instructions and options are included at the end of this form.



	6.  Court Use Only

	Identify Applicable Master Subscriber Agreement

	

	ITD Service Desk Ticket Number

	

	Account Name

	

	Other
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Instructions for Change Request Form for 4th District AX Inactive Electronic Case Documents
Copyright © 2011 by the State of Minnesota, State Court Administrator's Office, All Rights Reserved.
	Instructions to Subscriber  

	What are 4th District AX Inactive Electronic Case Documents?

	4th District AX Inactive Electronic Case Documents are electronic case documents from the 4th Judicial District that are not included in MNCIS Odyssey. Generally, these are older documents from inactive or closed cases.  The 4th District is currently digitizing these documents.  Until that process is completed, not all documents will be available electronically.  For more information on 4th District AX Inactive Electronic Case Documents, please refer to the 4th District AX Inactive Electronic Case Documents webpage: http://www.mncourts.gov/district/0/?page=4503. 

	How to Complete the Request Form

	This form for use by government agencies only.
This Change Request Form is for government use only and is required to subscribe to 4th District AX Inactive Electronic Case Documents.  It may be submitted on behalf of a business unit/department/division within a government agency.  It must be submitted with an existing or new Master Subscriber Agreement, or it will be returned to you.  For a blank master subscriber agreement, visit http://www.mncourts.gov/?page=3711 and follow the instructions at the back of the agreement.  
If your agency has already signed a Master Subscriber Agreement that covers your business unit/department/division, please do not submit a new one.  Instead, find a copy of your agency’s existing agreement and send a copy of it with this Change Request Form.  Be sure your agency’s agreement has been executed in a manner that covers the business unit/department/division staff who will receive data under the Change Request Form, as you will describe in Sections 2(b) and 2(c).  If you are unsure, please consult your legal department.   When submitted with a valid Master Subscriber Agreement, this Change Request Form becomes an Exhibit to that agreement and is covered by its terms.  
Complete this entire form as indicated in the detailed instructions, below.  Incorrectly completed request forms will be returned.  You may complete the form by hand, but we recommend you complete it electronically.  Tip: This is a Microsoft Word document.  To complete this form electronically:  1) save to your computer, 2) press Tab to fill out the form fields, and 3) save.

	Detailed Instructions 

	Section 2. Subscriber Information 
· 2(a) Today’s Date.  Provide the date that you are completing this form.
· 2(b) Subscriber Agency Name.  Identify the official name of your government entity at its highest level. For example: “Hennepin County,” “City of Chisago,” or “MN Dept. of Public Safety”.  DO NOT include your business unit/department/division name in this field.  Your business unit/department/division name goes in the next field, 2(c). Section 2(b) and 2(c) together should properly identify your entity name and business unit/department/division.
· 2(c) Subscriber Business Unit/Division/Entire Agency Requesting Services.  Identify the name of your business unit/division/entire agency name within your entity. Section 2(b) and 2(c) together should properly identify your entity name and business unit/department/division.  For example, your business unit/department/division may be the “Corrections Department” of a county, the “Police Department” of a city, or the “Enforcement Division” of a state agency.  Or, if you are requesting 4th District AX Inactive Electronic Case Documents on behalf of all business units/departments/divisions in your entity, then you can type “Entire Agency.”  
· 2(d) Subscriber – Manager Authorizing Request.  Provide contact information for a manager in your business unit/department/division who is authorized to approve this request on behalf of your business unit/department/division.  
· 2(e) Subscriber – Contact Person.  Provide contact information for a primary contact representative of your business unit/department/division who we can contact as we review your application and correspond with you to provide important login and other account information.  A contact person must be identified to coordinate communications between the Court and the business unit/department/division within your government agency as entered in 2(c) above.  The contact person MUST subscribe to the RSS feed at http://www.mncourts.gov/district/0/?page=4503 to receive important notices on service updates and downtime for all users in the government agency.
Instructions to subscriber continued on next page.



	Instructions to subscriber continued from previous page.
· 2(f) Subscriber’s Technical Support Person (provide complete contact information). Please provide contact information for a technical support person in your business unit/department/division who we can contact with technical information or questions.                                                                                    
· 2(g) AX Inactive Electronic Case Document Account ID. Provide the AX Inactive Electronic Case Document Account ID for which you are requesting a change.  When you submitted your agency’s original Request Form, your agency received as Account ID for its specific access to AX Inactive Electronic Case Documents.
· 2(h) Number of Users.  Select this option if you want to chaneg the number of individuals in your business unit/department/division that will be using this account.  The agreement your agency signs and attaches hereto requires that you keep a record of everyone who has access to this account.   
· 2(i) Existing MNCIS Odyssey Account. Select this option if you need to change the MNCIS Odyssey account username that we have on file for you. 
· 2(j) Discontinue All Existing AX Inactive Electronic Case Document Access.  Select this option if you want to discontinue all existing access to AX Inactive Electronic Case Documents for the Account ID indicated in Section 2(g), above.  This is an optional selection for the subscriber who requests technical changes to the AX Inactive Electronic Case Document account.
· 2(k) Other Information (OPTIONAL). Use this area to provide any additional information you feel is needed for your request.

	Section 3. Case Record Categories for Which Access is Requested
Select the Case Record Categories that most closely meet the business needs of your business unit/department/division.  Do not request broader access than needed.   All requests are subject to approval of the State Court Administrator and/or the custodian of the records requested.  
The following Case Record Categories are offered:  
· 3(a) Public Case Documents.  This option includes case documents classified as accessible to the public under Public Access Rule 4, Accessibility to Case Records. This offering does not require a court order or other legal authorization.
· Civil Case Documents.  This category includes the following case types:
· [example or list]
· Family Case Documents.  This category includes the following case types:
· [example or list]
· Probate Documents. This category includes the following case types:
· [example or list]
· Custom View of Public Case Documents.  If the case document category options above do not meet your needs, please describe your custom request for case documents here or on an attached sheet. A custom request will be accommodated only to the extent that the reason for the request is well documented and the request is technically and legally feasible.  Approval is at the discretion of the State Court Administrator and/or the custodian of the records requested.  If you have questions about custom requests, please contact 4th District AX Inactive Electronic Case Documents staff at [email or phone number?]. 
· 3(b) Confidential Case Documents.  Confidential case documents are offered on a more restricted basis than public case records.  This offering requires a court order or other legal authorization.
· Paternity Case Documents.  This category includes the following case types:
· [example or list]
· Custom View of Confidential Case Documents.  If the case document category options above do not meet your needs, please describe your custom request for case documents here or on an attached sheet. A custom request will be accommodated only to the extent that the reason for the request is well documented and the request is technically and legally feasible.  Approval is at the discretion of the State Court Administrator and/or the custodian of the records requested.  If you have questions about custom requests, please contact 4th District AX Inactive Electronic Case Documents staff at [email or phone number?].  

            
Instructions to subscriber continued on next page.                              

	Instructions to subscriber continued from previous page.
Section 4. Approval / Signatures
To facilitate the electronic submission of this Change Request Form, the handwritten signature requirement is optional.  Instead, a typed request from the applicant that clearly identifies the person approving the request is sufficient, such as: /s/ FirstName LastName.  This approach is recognized by Section 3 of the Master Subscriber Agreement, which states that Request Forms approved by the Court are incorporated by reference into the Master Subscriber Agreement; and that it is understood by the parties that Request Forms may be submitted on behalf of the Subscriber by any Subscriber business unit/department/division personnel (without signature) and that the Subscriber authorizes such personnel to perform this function.
The Subscriber Approval/Signatures block should match the person named as the “Subscriber Manager Authorizing Request” in Section 2(d). By authorizing this form, the subscriber acknowledges that he/she has read, and that all users will comply with, the Master Subscriber Agreement.  The subscriber also acknowledges, without limitation, that the subscriber will take all appropriate action to ensure protection, confidentiality, and security of State Confidential Information, as required in the Master Subscriber Agreement.  Additionally, the subscriber acknowledges that the Subscriber Contact Person on page 1 will subscribe to receive electronic updates for this service for this business unit/department/division and this will be the only communication channel by which the business unit/department/division will be notified of important notices and updates related to this service.  To receive these important notices for all users on service updates and downtime, subscribe to the RSS feed at http://www.mncourts.gov/district/0/?page=4503.
Attach your Master Subscriber Agreement, which may be a copy of an existing agreement or a new agreement signed and submitted for the first time with this Change Request Form.  
See also Section 5, below, for information on how to submit the Change Request Form and Master Subscriber Agreement.

	How to Submit this Form & Attach Master Subscriber Agreement

	Section 5. How to Submit this Form
· Send this Change Request Form by email with a scanned copy of your previously executed Master Subscriber Agreement to: MJCMNCISGovtAccessProcedural@courts.state.mn.us
OR
· Send this Change Request Form by U.S. mail with a copy of your new pending Master Subscriber Agreement to:
ITD Office Administration
State Court Administration
25 Rev. Dr. Martin Luther King Jr. Blvd.
St. Paul, Minnesota 55155
After your Change Request Form and Master Subscriber Agreement has been reviewed and processed, the  Subscriber Contact Person in Section 2(e) of this form will receive, by email, a copy of the approved, rejected, or modified Request Form.  If you sent a new, original Master Subscriber Agreement to be executed, the Subscriber Contact Person will receive by U.S. mail an original copy of the newly executed agreement.  These may arrive at different times.  Please keep your final copies received from us in your files for future reference and use. 
If you have questions about the status of your submitted Change Request Form, please contact ITD Office Administration at MJCMNCISGovtAccessProcedural@courts.state.mn.us.

	Need Help? 

	If you have specific questions or need any assistance regarding the process for applying for 4th District AX Inactive Electronic Case Documents, please email your question and/or name and phone number to: MJCMNCISGovtAccessProcedural@courts.state.mn.us.  You will be contacted by someone who will walk you through the application process.  If you have questions about the technical aspects or case record information that is displayed through your working 4th District AX Inactive Electronic Case Document account, please refer to the support options: http://www.mncourts.gov/district/0/?page=4503.
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