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To create a new template:
1. Click Templates.

2. Click New Template.

@ Aside from the template name and location,
you are not required to make selections for
the remaining fields. Select as few or as many
template elements as you would like to meet
your needs.
In the Case Information screen:

1. Enter a Template Name.

@ Check the box if you would like to add this
template to your favorites.

2. Select a location from the dropdown
menu.

3. Make selections from the remaining
dropdown menus as desired.

4. Click Parties to continue.

In the Parties screen:

1. Enter information in the fields of your
choice.

2. Click Filings to continue.

é If you’re creating a template for a case,
complete information on the default parties
first. Then add parties as needed.
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My Favorites - | |AII Locations - ‘ ‘AII Case Types - | |A\I Filing Codes - |

@Case Information

Enter the Details for the New Template n

Required fields are bold and have an asterisk (*).

Template Name* o

|| Add as Favorite

Select Location® o
-

Select Category

Select Case Type

-

. |

Filing Attorney

Payment Account o
-

E3

@ Case Information @Pames

Enter the Details for the Parties Involved in this Case n
Party Type Name Attorney(s)
ADD PARTY 0
Party Type Lead Attorney
First Name Middle Last Name Suffix
Country
United States of America -
Address Line 1
"Address must be 50 Characters or less.”
Address Line 2
City
State Zip Code
Phone Filer ID
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In the Filings screen:

1. Enter information in the fields of your
choice.

2. Click Service to continue.

In the Service Contacts screen:

1. Add yourself as a service contact if you'd
like to receive service when using this
template in future filings.

2. Click Summary to continue.

In the Summary screen:

1. Review the information in the Envelope
and Filing Summary.

2. If you need to make a change or
correction, click Edit within the section
you need to change.

3. Click Complete Template.
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@ Case Information

@ Parties @Filings

Enter Filing Details

Add Another Filing

Select Filing Code

Filing Description

Reference Number

Documents n

Filing Comments

Courtesy Copies i

"Courtesy Copies will not be sent on Service Only filings™

@ Fees

@ Payment

@ Filing Attorney

Case Initiation Fee
Party Fees

E-File Fee

Court Transaction Fee
Payment Service Fee
Provider Service Fee

Provider Tax Fee

Envelope Total

Payment Account

Party Responsible for Fees

Filing Attorney

@ Case Information @ Parties @ Filings @sti

ce Contacts

Select Contacts to Receive Service for this Envelope

Select All Service Contacts
Unknown:

Other Service Contacts

O

Name {Email) Service Type

Mailing Ad@iress

9
@ Case Information @ Parties @ Filings @ Service Contacts @Summarv
Envelope and Filing Summary
n @ Fees
Case Information m < Case Initiation Fee $0.00
Location: Aitkin County Filing Attorney:
Case Category: Payment Account: Envelope Total $0.00
Case Type:
Date Filed: @ Payment
Payment Account
Parties m = M
Party Type Name Address Phone sttorney Party Responsible for Fees
Filings B @ Filing Attorney
Filing Attorney
Filing Code Filing Description Reference M Filing Tibe -
EFile
Service Contacts |~

Unknown:
Other Service Contact

Parties with no Contacts for eService

Name Address

‘Complete Template
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To use a template that you’ve created:
1. Click Templates.

2. To narrow your results, select filter
options from the dropdown menus and
click Filter.

3. Click on an action icon next to your de-
sired template:

a. Add template to favorites
b. View template details

c. File using this template

d. Edit this template

e. Delete this template
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Quick Reference Guide

Creating and Using Templates in eFS
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2 J | 4 case Types ~ | [ AnFiling Codes -

My Favorites - All Locations

Template 378 - Test

Template created June 24, 2016 at 1:45 PM by Ten Train

Location Case Type Filing Code
Benton County NiA NIA
Template 346 - Establishement [E=|E]x|

Template created February 26, 2016 at 11:16 AM by Ten Train

Location Case Type Filing Code
Chisago County Support NIA
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