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Minnesota Judicial Branch m

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

Log in to the eFS website:

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

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

If you have not already registered for eFS, go
A to www.mncourts.gov/efile and click on the

eFile and eServe Training tab for additional
information.

Enter case details:
1. Click New Case.

2. Select the appropriate case details from
the dropdown menus.

You may only choose Waiver Account if

G you represent a government agency or
have an approved IFP. If your IFP
application is pending:

e Do not select any optional service
fees.

e Select a credit card account for the
payment method (there will be no
charge applied to the account) and
complete the filing process.

If/when your application is approved:

e Submit a subsequent filing including

the appropriate filing fees, and choose

Waiver Account.
If/when your application is denied:

e Submit a subsequent filing including

the appropriate filing fees, and select
a credit card account for the payment

method.

3. Click Parties to continue.

eFiling a New Case

Quick Reference Guide

eFiling a New Case

¢ i,
| | |:_| ) @ https://minnesota.tylerhost.net/ I

emai Address [ NG
rasvor:

B Keep me logged in &

MY ACCOUNT HELP ABOUT LOGOUT /

[ Cas
Enter the Details for the New Case n
Required fields are bold and have an asterisk () o
Select Location®
Blue Earth County -
Select Category™
Civil -
Select Case Type*®
Civil Gther/Misc. -
Filing Attorney
Andrea Brown *
Payment Account™®
Credit Card (SCAO Testing) - o
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Enter party details:

1. Click on the Party Type you represent, or
click Add Party.

@ If the party type you expect to see isn’t

listed, verify that you’ve selected the right
case type.

2. Enter all required information. If you file
frequently, use your Filer ID to autofill
your party information. Call the local court
to get your Filer ID number, which is the
same as your MNCIS Person number.

When selected, the Business Name field is
limited to 80 characters. Although
address, city, and state are not required
fields, it is strongly recommended that
you enter this information.

3. Click Filings to continue.

Enter filing details:

1. Enter all required information (the eFile
box will be checked by default).

e Filing Code: Select from dropdown
menu.

e Filing Description: May be the
purpose for the filing or supplemental
details related to the selected filing
code. Will be reviewed by the court
clerk and may become part of the
official court record.

e Reference Number: Used to help you
associate a filing with your internal
records.

*Continued on next page
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eFiling a New Case
Enter the Details for the Parties Involved in this Case n
LParty Tvpe  Name Attorney(s)
Plaintiff
Defendant

First Name*

Country
United States of Ame¢ ~
Address Line 1

Address Line 2

ADD PARTY
Party Type* Lead Attorney
Plaintiff - |+ Person |_| Business =

Middle

“Address must be 50 Characters or less.”

Last Name* Suffix

City
State Zip Code
-
Phone Filer ID
Case Information Filings
Enter Filing Details
ﬂ @ Fees
‘Add Another Filing Bankruptcy Document
Filing Fee $0.00
Plain Copy $10.00
el Total this Filing $10.00
h Case Initation Fes 5000
n Payment Service Fee $5.00
Envelope Total $15.00
- E @ Payment
Optional Services Selected Optional Services Payment Account*
Certified Copy ($16.00) Plain Copy (1 x $10.00) Credit Card (SCAO Testing) -
Civil Filing Fee ($319.00) ‘Add "
Exemplified Copy ($16.00) — Party Responsible for Fees
Jury Fee ($102.00)
Law Libr Civil ($7.00) T
2w Loran GV §7.60) @ Filing Attorney
Fiing Attorney
Documents ‘Andrea Brown -
Document { Chck to Bro | ‘
Filing Comment
I 2]
Courtesy Copi
“Courtesy Copies will not be sent on Service Only filings™
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Enter filing details (continued):
2. As applicable, click on an Optional Service
from the list and click Add. Repeat for
each optional service.

See page 3 of the eFS Standard
Configuration Quick Reference Guide for

Z

External Filers for detailed information
regarding fees.

3. Click in the Click to Browse field.

4. Locate your document and double click to
attach it.

Your document should be in PDF format.
Visit www.mncourts.gov/efile and see
QRG: Creating a Searchable PDF
Document for more information.

5. Select the appropriate security level from
the Security dropdown menu. To add
additional documents, click Add Another
Filing at the top of the screen.

6. Complete the optional fields.

e Filing Comments: Filing instructions
for the courts. Will not become part of
the official court record.

e Courtesy Copies: Enter email
addresses for electronic copies of
filing. This is not the same as service.

7. Select the appropriate Payment Account
and Party Responsible for Fees.

e Ifyou are self-represented: you are
responsible for fees.

e If you are a firm filing on behalf of a
party: the party you are representing
is responsible for fees.

8. Click Service to continue.

eFiling a New Case

Quick Reference Guide

eFiling a New Case

Enter Filing Details

Select Filing Code*

Filing Description*
Bank Statement

Reference Number*
Case, Test A. Statement 1

‘Optional Senices

Certified Copy ($16.00)

Cwil Filing Fee (8319.00)

Selected Optional Services.
Plain Copy (1x $10.00)

Exemplified Copy (516.00) Add =
Jury Fee (5102.00)
Law Library Civil (87.00)

Bankrupicy Document =

a @ Fees
Bankruptcy Document
Filing Fee 50.00
Plain Copy $10.00
! Total this Filing $10.00
Efile
Case Initiation Fee $0.00
n Payment Service Fee $5.00
Envelope Total $15.00
@ Payment
Payment Account*
Credit Card (SCAO Testing) A

Party Responsible for Fees*

@ Filing Attorney

Filing Attorney

Documents

Andrea Brown =

Document* ok e

Filing Comments.

I 2]
Courtesy Copi
"Courtesy Copies will not be sent on Service Only filings™
© Open ==
@uv| <« USB20FD (D) » Case, TestA « [ 42 ||| Search Case, Test A )
Organize « Mew folder B= « [ l@l
= MName : Date modified Type

[ Favorites
Bl Desktop
4 Downloads

@ Case, Test A, Statement 1.pdf

2/23/2016 1:46 PM  Adobe Acrol

Documents u
Document*® . Case, Test A. Statement 1_pdf m
79.6 kb
Security*®
5] "
Confidential I
Filing Comments Public

Sealed | ﬂ

Case, Test A. Statement 1

Optional Services

Selected Optional Services
Certified Copy ($16.00) Plain Copy (1 x$10.00)

Chil Filing Fee (8318.00)

Exemplified Copy ($16.00)
Jury Fee (8102.00)
Law Library Civi (§7.00)

Documents

Enter Filing Details
2] @ Fees
‘Add Another Filing Bankruptcy Document
Filing Fee $0.00
il - Plain Copy $10.00
Select Filing Code | Total this Filing $10.00
7| ¥ eFie
Sankn Case Intiation Fee 50.00
n Payment Service Fee $5.00
Reference Number* Envelope Total $15.00

Add — . <
—Remove
=== @ Filing Attorney
Fling Attorney

n @ Payment

Payment Account*

Credit Card (SCAO Testing) -
Party Responsible for Fees*

Andrea Brown =

Document* &

Filing Comments

Courtesy Copies

“Courtesy Copies will not be sent on Service Only filings™
B
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Select party contacts to receive service: Select Contacts to Receive Service for this Envelope 2]
. Select All Service Contacts
1. Click on a party name for whom you o e —
. . Plaintiff: John Doe
would like to add a service contact. Other Service Contacts

2. Click Add From Master List.

3. Click on the name of contact in the

Firm Service Contacts box and click Add. o
Repeat for each service contact.
Don’t see your name on the list? For { ]
Save Contact in My Firm Master Service List
G information on adding yourself to the
master list, visit www.mncourts.gov/efile
. . Firm Service Contacts Case Service Contacts
and see QRG: Adding Yourself as a Service Namo Emai Name Email
Daisy Duck daisy123@smail net E Daffy Duck Daffy123@smailnet E
Contact in eFS. Donald Duck donald1234@smail net @

4. Click Save. The service contact(s) will
appear under the chosen party.

Only case participants not listed in the
A case party record (e.g., probation officers q
Ex

or guardians ad litem), should be listed

under Other Service Contacts. If service

Select Contacts to Receive Service for this Envelope H 3
contacts that should be connected to a
. |+ Select All Service Contacts
party appear under Other Service Contacts + ] Defendant: 3ane Do
by mistake, see QRG: Linking an Other e E[x]x]
. . . Plaintiff: John Doe
Service Contact to a Party for instructions Other Service Contacts
on how to correct this.
5. Click Summary to continue.
o
x|
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Review, edit, and submit your filing:
1. Review the filing summary.

2. Click Edit in any section to make
corrections before submitting,
if necessary.

3. Click Submit on the lower right of the
screen to continue.

4. Read the Submission Agreements, check
the box, and click Agree.

5. Click View Receipt to see the detailed
envelope information, or click OK.
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Envelope and Filing Summary

n © Fees

Case Information

B Service Only

Location: Washington Filing Attorney: Andrea [brr Filing Fee $0.00
Case Category: Family Payment Account: Total this Filing __§0.00
Case Type: Dissolution without.

Date Filed: 1212015 Envelope Total $0.00

. ~
Parties m I'; @ Payment

Party Type Name Address Phone ttorney

Petitioner Donald Duck
Respondent  Daisy Duck

>

@ Filing Attorney

Filing Attorney
Andrea Brown -

Filings -
Filing Code Filing Description Reference Nu fFiling Typ
Service Only Bank Statement Case, Test. . JServe

File Name Status |}ecurity
Service..
e el Ck Fonfidentid

Service Contacts

Name (Email) Service Type

Mailing AddrEng

123

servce

Disclaimer ®

Submission Agreements

vl IMPORTANT NOTICE OF REDACTION RESPONSIBILITY:
Al filers must redact full and partial Social Security or
taxpayer-identification numbers and all except the last
four digits of finandial account numbers in compliance
with Minn. Gen. R. Prac. 11. This requirement applies to
all including 1 that,
if 1 file, T must comply with the redaction rules or face

possible sanctions. I have read this nutla
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Confirmation

Envelope 24494 is submitting.

View Receipt
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