eCourtMN ﬁl Quick Reference Guide

Minnesota Judicial Branch
Adding and Removing Payment Accounts

skills, tools, and knowledge on our way to a paperless court

Log in to the eFile and eServe website:

1. Go to https://minnesota.tylerhost.net.

) | @ https://minnesota.tylerhost.net/ Password _

B Keep me logged in @&

2. Enter your email address and password,
and click LOGIN.

To add a credit card account: WORKSPACE MY Acco FIRM ADMIN  HELP  ABOUT  LOGOUT Welcome
o _ == MINNESOTA
1. Click Firm Admin. m JUDICIAL BRANCH

Case Mumber

2. Click Payment Accounts, then click Add

Payment Account. Approve New Users Y Firm Users Y Attorneys | Payment Accounts
Payment Accounts
3. Enter a Payment Account Name and select Y
. Payment Account Name P count Type Active
Credit Card for the Payment Account
Type.
The payment account name is visible to (R roymentccout | oo |
A court staff. Do not use a credit card
number as the account name. Payment Account Name™

Firm Credit Card Account

Payment Account Type*®

4. Click Enter Credit Card Information. A new Enter Credit Card Information

internet browser window will open. ] Available at alllocstians
5- C“Ck continue to prOCGEd ..... tyler Empowering people who serve the public”
L)

Odyssey File & Serve uses TOGA for secure payment processing. You are now leaving the Odyssey File & Serve site temporarily to complete

6. Enter all required information. Y payment sccount by roviding cradt card formtion ta TOGA
When you return, you'll be able to use your payment account for electronic filings ang.service.
7. Click Continue. é

8. Select Available at all locations if you

Payment Information

would like this payment account available Cardholder Tformation
Enter the information as it appears on the Cardholder Account. The fields marked with a red asterisk (%) are required
. . fields
in all county locations. coratpe [+
Cardnumber [ "
9. Click Save Changes. Expmontn 1+ e vear [ o
cweode | |* cwieb

Address Type @ us O Foreign

Address Line 1

s, P.0. box, company name, c/o

Address Line 2 ‘ |
Apartment, sute, urit, building, floor, ete,

city | |-
state [ V"
Zipeode [ -

Continue

Firm Credit Card Account

Payment Account Type*
Credit Card - Enter Credit Card Information

|+ Available at all locations

Cancel Changes Save Changes
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In addition to a credit card account, set up a
waiver account for fees that are waived by
order of the court.

To add a waiver account:
1. Click Firm Admin.

2. Click Payment Accounts, then click Add
Payment Account.

3. Enter a Payment Account Name and select
Waiver for the Payment Account Type.

@ The options for “Active” and “Available at
all locations” will be checked by default.

4, Click Save Changes.

To remove a payment account:
1. Click Firm Admin.
2. Click Payment Accounts.

3. Click the Delete icon next to the payment
account you would like to remove.

4. Click Save Changes.
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‘\ WORKSPACE MY Acco FIRM ADMIN HELP ABOUT LOGOUT Welcome

a5 MINNESOTA
m JUDICIAL BRANCH

Case Number

Approve New Users Attorneys J Payment Accounts

Firm Information

Payment Accounts

Payment Account Name Paocnunt Type Active

Add Payment Account

Refresh

Payment Account Name®
Waiver

Payment Account Type*
Waiver o

[+ Active

[+/] available at all locations

Cancel Changes Save Changes

Y WORKSPACE MY Aco FIRM ADMIN HELP ABOUT LOGOUT Welcome Kari K

avo MINNESOTA
m JUDICIAL BRANCH

Case Number

Approve New Users Firm Users

Fayment Accounts

Payment Account Name Payment Account Type Active
Firm Credit Card Account Credit Card No

Waiver Waiver Yes

Add Payment Account

Save Changes
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