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District you want to file in 

Division you want to file in 
Select Case Type of Civil-
Other. 

When typing in party names and addresses: 
• Spell names correctly.   
• Do NOT use punctuation such as 

periods or commas.  Use ‘ or – if 
part of name.  

• Include middle name if known 
• Do NOT include doing business as 

(dba) or alias names (nka, fka, aka) 
• Use legal business name 
• Use upper and lower case  
• Fully spell out entire address 
 
 

NOTE: all fields in red are required fields 
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Select the code that best describes 
the document (s) you are filing. 
For 5 week redemptions – it would be 
just the complaint.   

An e-mail address for the filer as 
to where the summons should be 
sent to.  

WARNING:  IF FEE AMOUNT IS INCORRECT-
YOUR FILING WILL BE REJECTED.  If uncertain, 
call Civil Filing at 612-348-3164 to determine 
appropriate amount.   

“Sticky note”  - add 
• Desired court date. 

If the court date does not fall within the 
allowed time frame by statute at the time of 
case entry, the date could be changed by the 
clerk 

For use to identify the case within your 
firm   
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• Attach with same process 
commonly used for e-mail 
attachments. 

• Make sure your documents are 
signed and notarized. 

• Check to ensure the document 
is for the correct case. 

Select Public unless there is a 
Statute or Rule that allows the 
document to be confidential or an 
order sealing the particular 
document is also being filed.  

Select when you are 
ready to “File” and send 
to the Court, to “Serve” 
or to “Serve and File”. 

This can be used to send a copy 
to your client or anyone else you 
would like to receive a copy. 
 
Note:  This is delivered upon 
acceptance  by the court unless 
using “Serve” only option 
where it is sent when you 
submit envelope. 
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Timelines  
Absent technical problems, Civil Filing will process subsequent documents within 4 business hours of 
filing and accept new judge assigned cases within 1 business day of filing.  TRO an emergency 
documents will be processed within one business hour of being submitted up until 3:00 p.m. each day. 
 
Rejecting documents 
Submissions will only be rejected for the following reasons: 

• Insufficient fees  
• Incorrect venue (including division) 
• E-filed in wrong case number 
• Until otherwise notified, e-filed in non-electronic case 

Civil Filing will no longer be responsible for finding and notifying any one of any deficiency as to form.   
 
 
 
Updated information, including revisions to this and other 4th District specific training and e-Filing user 
materials can be found on our website at:  http://www.mncourts.gov/district/4/?page=3953 . 
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