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GETTING STARTED: LOGGING ON

Open the Web page by usitige linkon the Ramsey County Probate Court Webfsited at
www.mncourts.gov/district/Zpage=524

The following Web page will display. Type your username and password in the appropriate
boxes, and click on Alogin. o
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MK Courts Home >

2ND DISTRICT PROBATE COURT

Conservator Login

Enter your login information into the form below to access this application. Access to this web based application is restricted to those who have been given a user name and
password by the 2nd District Probate Court.

User Name: | ‘

Password: | |

_—

GETTING STARTED: UPDATINGCOS ERVATORG6S PROFI LE

After you log on, the following Web page will appear. You can update your address and
telephone information by clicking on the AiMy
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Harne »
* My Profile
. CONSERVATOR HOME
Sign Qut
Logged in as
o - -
m Protected Persons [ My Profile
Below is a list of all protected persons you have been granted access to. Click Manage your contact information here. Your profile is used to
on the name of the protected person you wish to manage to access auto-complete forms, so make sure to keep it up to date.

functionality to file Inventory, Annual, and Well Being Reports. - Edit My Profile

Listed by Last Name, FirstName [Case Number]

= Doe, Jane [62-PR-06-DEMO . . .
Exit Application

= Doe, John [62-PR-06-GAMPLE

[62-PR-07-xx] . _—
=+ Sith, John [62-PR-07-4x wWhen you are done using this application, you can logout by
clicking on the link below.

+ Logout of application
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Enter any changes
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changes, you can c
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+ My Profile

Home »

MY PROFILE

¥ Sign Out
“ou can update your profile by making changes in the form below, and clicking the Update button. Make sure to keep
your profile up to date so that forms you submit have the correct contact information.
Properties
* Indicates Required Field
First Mame: |J0hn |*
Last Mame: |Doe |*
Ermail Address: |J0hn.Doe@ema|I.com |*
Company Mame: |F'r|vale Conservator |*
Phone 1: [B51-555-5665 | =
FPhone 2: | |
Address: |15 Kellogy Boulevard YWWest |>'<
Address 2: |ESD Courthouse |
City: |St. Paul |*
State: |MN |*
zZip: [55102-1612 | =
action:

REPORTS

From the Conservator home pagboose a conservatorshipm the list of protected persdor
which you want to work on a report.

= MINNESOTA
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e CONSERVATOR HOM
Logged in as

m Protected Persons

@ My Profile

Manage your contact information here. Your profile is used to
auto-complete forms, so make sure to keep it up to date.

Below is a list of all protected persongf you have been granted access to. Click
on the name of the protected persoff you wish to manage to access

functionality to file Inventory, Annugl, and Well Being Reports. - Edit My Profile

ﬁ Exit Application

wWhen you are done using this application, you can logout by
clicking on the link below.

Listed by Last Name, FirstName JCase Number]
= Doe, Jane [62-PR-06-DEMO

= Doe, John [62-PR-06-GAMPLE

= Smith, John [62-PR-07-rx%

+ Logout of application
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You will then see page similar to the following. From this page you can choose to work on a
number of tasks:
e Review and update the protected personods a
e Start a new repart
Inventory
Annual Account
Well Being Report
Annual Notice of Rights
Continwe working on an existing report
Delete a Report That is in Progress
Submit a report
Uploada File of Supporting Bcumentatiorio a Submitted Report
Download and Review a Previously Submitted Report

== MINNESOT
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= Home
Home » 62-PR-06-SAMPLE, [Doe, John]

PROTECTED PERSON

This page displays the personal information and a list of reparts far this person,

GONTACT INFORMATION
First Nome: nddress:
Losthame: Do | address 2

< My Profile

~ Sign Out

Case Number:

1
[

START A NEW REPORT

Select a Report v
Select a Report
Inventory Report
annual Account
Final Account

Well-Being Report Select an Action v
g

Home » 62-PR-YY-Train1, [Train, John)

PROTECTED PERSON
This page displays the personal information and a list of reports for this person

Propertics

CONTACT INFORMATION

“+ My Profile

~* Sign Out

First Name: |John | Address: 123 First Street
Last Name: [Train Address 2:  Agt. 101
Phone Number: |555-565-2222 City: St Paul
Case Number: State: MM
Save Zip: 55102

START A NEW REPORT
| Selact a Repon ~
REPORTS LIST

Type: Annual Account Selact an Action |

Status: Open Salect an Action

Description: 1st Dalete |
Submitted By: Submitted Date: NJA

Continue Working oran Existing Report frorilere
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INVENTORY

After selecting the I nventory f ryouwilindeeto n St ar t
complete each step within the form.

Complete Stepl Real Estate, by entering the description of each parcel of retd,estang
with the county and value information. I f th
check the Homestead box. When the informatio

NOTE:
e A separate entry should be made for each parcel oé seztle.
e | f there is no real estate, enter ANONEO i

= MINNESOTA

222 JUDICIAL BRANCH

= Gl Home » 62-PR-06-SAMPLE [Doe, John] * Reports
< My Profile
e 2 INVENTORY FORM

gn Out

You are on step 1 of the inventory submission process. Use this screen to enter in all the items for the inventory form, When you are done, click the
Continue button at the top of the form, to process to the next step, Previewing the inventory form.

Please note, all your data entry is saved to our database until you Submit the form on Step 4, so you may leave this form and come back at a later date to
finish/submit.,

Step 1 - Real Estate ] Step 2 - Personal Property ] Step 3 - Preview ] Step 4 - Submit

1. county

File Mo,

Class | - Real Estate
Specify plat or survey description. Specify encumbrances, liens, ete., and respective sums for each.

Homestead Description County Net Value Action

O Add

Mo properties on record.

Total Real Estate Met Value:

When you haved entered all the Real Estate items for this file, then click the Continue Button.

If you have no inventory to add, then you must enter an item with the value of None for the Description and County, and O for the Met Walue,

After completing Stepl Re a | Estate, click on t hiePerBo@a nt i nue
Property (See diagram on the next page of these ingngt Complete each sectimf the
personal property page.

NOTE:
e A separate entry should be made for each item, or group of items, of personal property.

e | f there is no personal property in a part
andenten00 for the value.
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MINNESOTA
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+ Home
Home » 62-PR-06-SAMPLE [Doe, John] * Reports

e [ INVENTORY FORM

You are on step 2 of the inventory submission process. Use this screen to enter in all the items for the inventory form. When you are done, click the
Continue button at the bottom of the form, to process to the next step, Previewing the inventory form.

Please note, all your data entry is saved to our database until you Submit the form on Step 4, so you may leave this form and come back at a later date to
finish/submit.

Step 1-Resl Estate l Step 2 - Personal Property [ Step 3 - Preview [ Step 4 - Submit

Class Il - Personal Property

To quickly access the different areas of the personal property inventory, use the links below.

- A - Furniture & Household Goods - D - Back Accounts, Receivables
- B - Wearing Apparel = E - all other Personal Property

- C -Corporation Stocks

A - Furniture & Household Goods

Specify encumbrances, liens, etc., and respective amounts thereof.

Description Net Value Action

J| | || [Ase ]

No items on record.
Total Net Value:

& Go to Top

B- Wearing Apparel

Specify encurnbrances, liens, etc,, and respective amounts thereof,

Description Met Value Action

| || [aee ]

Mo items on record,
Total Net Value:

& Go to Top

C - Corporation Stocks

Identify by certificate number. Specify encumbrances, liens, etc., and respective amounts thereof,

Description Met Value Action
|| | A

Mo items on record,
Tatal Net Value:

A Goto Ton

D - Bank Accounts, Certificates of Deposit, Receivables

Specify the institution and account number in the description for each account.

Description Met Value Action

| || [2ee ]

Mo items on record.
Total Net Value:

M Goto Top
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E - All other Personal Property

Identify accurately.

Description Net Yalue Action

I | || [ade ]

No items on record.
Total Net Value:

A Go to Top

Summary

Total Real Estate Met Value: $100,000.00

Total Personal Property Net Value: $0.00
(This total will be listed on line 1{a) of the First Annual Account)

Total Inventory Met Value: $100,000.00

Click the Continue button when you are done on this page.

You must enter an item for each section, if you have no inventory to add for a section, then you must enter an item with the value of Mone for the
Description and 0 for the Net Value.

When you are finishedntering allperson@ r operty, c¢click on the fACont
take you to Step B Preview. From this page, you can preview your report in a PDF fprmat

using Adobe Acrobat Reader. If you dot have Acrobat Reader, a link is provided to down

load it for free.

NOTE:

e Your attorneyds information wil/l not be av
information about your attorney in Step Submit.

To Preview clickhere To download Acrbat Reader clickere
[l
% Home
Home » 6-PR-06-SAMPLE [Doe, Iohn] » Reports
* My Profile
" 2 INVENTORY FORM

Below is gpreview of the report as it will look when submitted. After you have reviewed the rgport, you can click the Continue button to move to the final
step, repgrt submission page.

Step 1 - Rfal Estate l Step 2 - Personal Property ] Step 3 - Preview l Step 4 - Subrmit

Mote, yiou must have free adobe acrobat reader for the preview to work correctly. Click here to download it

y
Click here to view this report in a new window,

If the report looks satisfactory, then click the Continue button below,

Web Filing Instructions
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When you are ready to submit your report to the Court, you will complete $t&oldmit.

In this step you will sign your repolty typing your name in thieox located in the affirmation
statement. By typing your name, and sitting the report to the Court, you are declaring under
penalty of perjury that, to the best of your knowledge, the report is true and correct.

If you have an attorney, you will also enter the attorney information in this step.

Type your signaturbere Enter attorney informatiohere

= MINNESOTA

ﬁ__[ﬁ JUDICIAL BRANCH

dlore Home » 62-PR-J6-SAMPLE, [John Doe] > Reports
-+ My Profile
e 2 INVENTORY FORM

gn Qut

mote, once you have submitted the report to the state, you can not re-file for this individual. Plg/ase check your work prior to submitting. Once you have
submitted the inventory repaort, you will be able to download a printable PDF file of it.

Step 1 - Real Estae [ Step Z - Personal Property [ Step 3 - Preview l Step 4 - Submit

Report Sufnmary

Case Number [Protected Person Mame]: 62-PR-06-SAMPLE, [John Doe]
Total Real Esfate Met Value %100,000/00
Total Persondl Property Net Value
Total Inventofy Met value $100/000.00
\ 4
1 , the court apphinted conservator, under penalties for perjury for deliberate falsification, declare

or affirm that I have read the foregoing Inventory and know its congents and that the Inventory is a true and correct Inventory of the protected person's

estate that has come into the conservator's possession.

Enter your attorney's contact information {optional):

First Mame:

Last Mame:
License Number:
Address:
Address 2:

City:

State:

Zip:

Phaone;

Click the button below to finalize and submit this repaort:

Finalize and Subrit

Important: the report submission process may take a while, please click only the button only once.

When all the information is complete, and you are ready to submit your report, click on the
AFinalize and Submito button.

NOTE:
e Once you submit your report, you can no longer edit or delete the report.
e Only submitONE inventory. If you make a mistake, or discover additional assets, that
information must be submitted by completing an Annual Account form.
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ANNUAL ACCOUNT

After selecting the Annual Account from the
needto complete each step within the form.

Complete Stepl Personal, by entering appropriate information in the boxes.

NOTE:

e Each item must have an entry. If there was no personal property disposed, or if there is
no bond, enter ANONEO in these boxes

MINNE

)TA
UDICIAL BRANCH

* Home
Home > 62-PR-06-52MPLE, [Daoe, John] » Reports
- My Profile

e —— i ANNUAL ACCOUNT

You are on step 1 of the annual account submission process. Use this screen to enter in all the items for the account farm. When you are done, click the
Continue button at the bottom of the form, to proceed to the nest step, Previewing the form.

Step 1 - Personal [ Step 2 - Financial [ Step 3 - Preview ] Step 4 - Submit

Instructions: Enter information in sections 1-7 and click the Continue button,

1. REPORT INFORMATION:

Report No. 2nd (Example: 1st, 2nd, 3rd, ete)

Period End Date | 2/22/2007 (mm/dd/fyyyy)

2. PERSONAL PROPERTY DISPOSED OF THIS YEAR:
The following items of clothing, furniture, vehicles or other personal effects of the protected person
were sold or otherwise disposed of during this accounting period. (If NONE, write "Mone")

none

3. PROTECTED PERSON ADDRESS:
The conservator represents that the present address of the protected person is:

Address: 123 First Street

Address 2 | Apartment 101

City: St. Paul
State: i (2 letter format)
Zip: a5102

and the present phone number is: |555-655-6555

4. BONDS:

The conservator represents that there is/are on file and in foree the following bond(s)
{list the name and address of each bonding company and the amount of each bond): (If HONE, write “Hone"}
MNone

The conservator represents that the estate of the protected person has been properly administered and files this account.
6. The conservator © doss @ does not request 3 hearing to examine, settle, and allow this Account.

[ This is a Final Account and the conservator requests to be discharged from its duties and that the conservator's surety, if any, be
discharged. (CHECK BOX 7 OMLY IF THIS IS A FINAL ACCOUNT.)

Check the appropriate boxes for requesting a hearing, or declaring a Final Account.
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In Step 20 Financial, you will need to enter information for each income and expense item
throughout the accounting period. You may add multiple bank or investoemtints, and edit
the transactions for each account.

MINNESOTA

i

JUDICIAL BRANCH

Home » 62-PR-06-SAMPLE, [Doe, John] » Reports

3 ANNUAL ACCOUNT

You are on step 1 of the annual account submission process. Use this screen to enter in all the items for the account form. When you are done, click the Save
and Continue button at the bottom of the form, to proceed to the next step, adding the financial data.

Step 1 - Personal Step 2 - Financial ] Step 3 - Preview [ Step 4 - Submit

Instructions: Enter information in sections 1 to 5 and then dick the Continue button to preview your work.

=+ mMy Profile

—+ Sign Out

Only when there is data for every section can you preview and submit this report.

1. ASSETS AND INCOME:

A. Personal Property Total from Inventory (if this is the first Annual Account): £ I:I

QR
B. Balance Per I:l Annual Account (Line 3 of prior annual account): £ I:l
C. Income

Instructions: First add a description for the income account, When the page reloads, you will need to add transactions for this income by clicking on
the Edit Transactions link next to the income account, The amount (total) will be computed from the transactions you createfimport.,

Description {Do not list account numbers) Amount Action
| \
US Bank [Edit Transactions $0.00 Delete

D. Total Assets & Income (4 or B plus C): $80,500.00

2. EXPENSES:

A. Expenditures (describe and list amount)

Instructions: First add a description for the expense account, When the page reloads, you will need to add transactions for this expense account by
clicking on the Edit Transactions link next to the expense account, The amount (total) will be computed from the transactions you createfimport,

Description (Do not list account numbers) Amount Action
| |
US Bank [Edit Transactions £0.00 Delete

B. Total Expenses: $0.00
3. BALANCE OF PROTECTED PERSON ASSETS:

(Subtract "Total Expenses" from "Total Assets & Income" ) l:l

4. PERSONAL PROPERTY:

List bank accounts and account numbers, and all other property.

Account Information Amount Action

I | Add

A. Total Assets on Hand: $0.00

* Figure must agree with Balance of Protected Person Assets Shown in step 2.

5. REAL ESTATE:

(describe real estate and list inventory value or purchase price)

Legal Description Value Action

Web Filing Instructions
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You must ent er infor mation on
there is no

as wel | as real estat e. | f

I of the

You can enter individual transactions either manually, or import them from a csv file.

g’} Check Register Wizard Account#154  Case # 62-PR-06-SAMPLE

Select a Import Method

‘Welcome to the check register wizard, this application allows you to add supplementary details to checking accounts used by the
conservatee. If you are using a financial management software package that supports CSV data export, you can use our import feature,
‘which means you don't have to manually enter in the checks. Otherwise, choose the manual entry option to proceed

Please choose one of the following options and click the Next button.

® E lanage transactions manually

(@ % Import transactions from CSY file

:;‘) Check Register Wizard Account#53  Case # 62-PR-OG-SAMPLE

Manage Transactions

Add transactions in the farm below. YWhen you are done, click the Finish button

Type Num Category (MMI;::I';yyy) Name Memo Amount Action
Check V| I:l ‘Se\ectacategury Vl | | | | | | | | Add
2 | 8

Total Transactions: 0
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When you are finished entering all transactio
which will take you to Step B Preview. From this page, yourcpreview your report in a PDF

format, using Adobe Acrobat Reader. If you do not have Acrobat Reader, a link is provided to

down load it for free.

NOTE:
e Your attorneyo6s information will not be av
information abat your attorney in Step 4 Submit.

To Preview clickhere To download Acrobat Reader clitiere

== MINNESOTA

@ JUDICIAL BRANCH

*+ Home
Home p 62-PR-08-SAMPLE, [John Doe] » Reports

vt I ANNUAL ACCOUNT FORM

—* Sign Out

Below is a preview of the report as it will look when submitted. After you have reviewed the report, you can click the Continue button to proceed to the
reporf submission page.

St*l - Personal I Step 2 - Financial I Step 3 - Preview ] Step 4 - Submit I

Click here to view this report in a new window.

If the report looks satisfactory, then click the Continue button below.
Please note, some of the fields on the preview will be blank, these fields are filled in thygnext step.

Mote, you must have free adobe acrobat reader for the preview to work correctly. Click here to download it.
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When you are ready to submit your report to the Court, you will complete $t&oldmit.

In this step you will sign your report by typing your r&am the box located in the affirmation
statement. By typing your name, and submitting the report to the Court, you are declaring under
penalty of perjury that, to the best of your knowledge, the report is true and correct.

If you have an attorney, youilalso enter the attorney information in this step.

Type your signaturbere Enter attorney informatiohere

When all the information is complete, and you are ready to submit your report, click on the
AFinalize and Submito button.

NOTE:

e Onceyou submit your report, you can no longer edit or delete the report.

e If you make a mistake, that information must be submitted by completing an Amended
Annual Account form. On the Amended Annual Account form, you will begin with the
balance from the mosecently submitted Annual Account, and you shalidw only
adjustmentson the Amended Annual Account.
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