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· What is AX?
· What documents are viewable in AX?
· Who can subscribe to view AX documents?
· How do I subscribe to AX access?
· Do I have to change my AX password periodically?
· What if I forget my user ID or password?  
· Does software need to be installed on my computer?  
· Is there a fee for using the client software or AX?
· How do I get technical assistance?
· What training is provided?
· Who do I contact if I have questions about the content of AX records?
· Who do I contact to report errors in AX records?


[bookmark: WhatIsAX]What is AX?
AX is EMC’s Documentum ApplicationXtender document management system. 
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[bookmark: WhatDocsAreViewable]What documents are viewable in AX?
The Fourth District court is digitizing all of its case records in a multi-year project. Documents for active cases will be located in and accessed through MNCIS Odyssey. As old documents are digitized, they will be stored in the AX document management system. If an inactive case becomes active, the electronic case documents will be moved from AX into MNCIS Odyssey. Generally, only public documents are available for view by government agency.
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[bookmark: WhoCanSubscribe]Who can subscribe to view AX documents? 
Only government agencies located within Hennepin County that have a legitimate business need for access may subscribe through this service to view electronic case documents contained in AX. Applications are subject to approval and may be rejected for any reason.  
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[bookmark: HowDoISubscribe]How do I subscribe to AX access?
Your agency must submit a Request Form for AX access along with a copy of a previously executed Master Subscriber Agreement or a new pending Master Subscriber Agreement.Upon approval, your agency will receive an AX account to be shared by individuals within your agency or business unit/department/division. Forms and detailed instructions are available at http://www.mncourts.gov/district/0/?page=4504 or by contacting the 4th Judicial District IT Help Desk at 4thITSupport-Helpdesk@courts.state.mn.us.
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[bookmark: DoIHaveToChangePW]Do I have to change my AX account password periodically?
No, not at this time.  Your password does not expire and users are not able to change their own passwords.  Because AX accounts are intended to be shared by multiple individuals within a business unit/department/division, if an agency wants to change a password, then a Change Request Form must be submitted. Forms and instructions are available at http://www.mncourts.gov/district/0/?page=4504 or by contacting the 4th Judicial District IT Help Desk at 4thITSupport-Helpdesk@courts.state.mn.us.
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[bookmark: WhatIfIForgetIDPW]What if I forget my User ID or password?
Contact others in your business unit/department/division that share your AX account or contact your agency IT help desk. If no one in your office has a record of your ID/password, contact the Minnesota Judicial Branch ITD Service Desk by submitting the form available at http://www.mncourts.gov/?page=contactForm&contact=28146. 
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[bookmark: DoesSoftwareNeedInstalled]Does software need to be installed on my computer?
No. The AX application is web based and designed to work with IE7 and higher. Other browsers may work but are not supported. Depending on the age of the original paper document, electronic case documents will be available in either PDF or TIFF image formats.
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[bookmark: IsThereAFeeForUsing]Is there a fee for using the client software or AX?
At this time, there is no fee for the AX client software license or for using AX. There are a limited number of concurrent licenses available for government agency access. Therefore, users are asked to close the AX browser session as soon as they have completed their work in AX.
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[bookmark: HowDoIGetTechAssist]How do I get technical assistance?
First, contact your agency’s IT support group to make sure there are no problems with your computer or your agency’s network. If your computer and agency network are operating properly, contact the Minnesota Judicial Branch ITD Service Desk by submitting the form available at http://www.mncourts.gov/?page=contactForm&contact=28146. 
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[bookmark: WhatTrainingIsProvided]What training is provided?
No training is provided.  Help is available in AX under Help|ApplicationXtender Web Access.NET Help.
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[bookmark: WhoContactIfQ]Who do I contact if I have questions about the content of AX records?
Contact the 4th District business unit that controls the case record (i.e., civil, family criminal, etc.). 
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[bookmark: WhoContactIfErrors]Who do I contact to report errors in AX records?
Contact the 4th District business unit relating to the record (i.e., civil, family criminal, etc.).
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