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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.

i? If you have not already registered for
eFS, go to www.mncourts.gov/efile

and click on the eFile and eServe
Training tab for additional
information.

Find the case and start a new filing:

1. Enter the MNCIS case number in the search
field and click Go.

2. Click the Start a New Subsequent Filing
icon.

Add additional parties, if necessary:

Only do this if the party name is
A NOT listed as a party. If you are

unsure, contact your local court or
look up the case on the Minnesota
Public Access (MPA) site. Click Add
Party. Do not use the Add Additional
Attorneys field or add additional
attorneys.

1. 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

G 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.

2. Click Filings to continue.

eFiling and eServing in an Existing Case

Quick Reference Guide

|
eFiling and eServing in an Existing Case

= =) @ https://minnesota.tylerhost.net/ I
emai Adoress [ NG

Password

B Keep me logged in &

82fa152533

Location  Description Case Actions
Washington | In re the Marnage of Donald Duck andDaisy Duck Dissolf m ﬂ

Enter the Details for the Parties Involved in this Case n

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

Party Type Name Attorney(s)
Petitioner Donald Duck

Riﬁdant Daisy Duck

ADD PARTY

Party Type™* Lead Attorney
- |1 Person |_| Business -
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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Enter Filings Details:

1. Check the E-File and/or Service boxes
as applicable.

2. Enter all required information. Enter Filing Details B orees
& Bankruptcy Document
Filing Fee $0.00
a. Filing Code:Select from dropdown Seectriling code® = Toneting 51000
Bankruptcy Document ~ ll [V E-File [¥] Service e
H H Filing Description® Envelope Total $10.00
menu. If you are only eServing, this 0 o S B| orayment
Reference Number*
will default to Service Only. To narrow IS CT T (2] e g
Optional Services Selected Optional Services Party Responsible for Fees*
Annulment/Legal Separation/Child St/ Plain Copy (1 x $10.00)

your list down, type a word inthe filing

;Z::?;;ﬁr(\?sﬂwz 00) @ Filing Attorney
code and then select the filing code. ey et Fee ;
[RA¢ J v
b. Filing Description: May be the e ]
purpose for the filing or supplemental g
details related to the selected filing ey ot il v b s o e oty g
code to more easily distinguish like [Seric |
events on the Register of Actions. The
descriptions are reviewed by the court
clerk and may become part of the
official court record.
The Filing Description field is required,
however, if no comment adds value e -
nter Filing Details [2] o Fecs
please, enter a period. Do not add a BankupiyDoment
Select Filing Code* Plain CPW §10.00
duplication of the filing code name. s <] e s e -—
Filing Description™ Envelope Total $10.00
Bank Statement [ 2] & Payment
c. Reference Number: Used to help you Roterencs Number” a ayment account*
aSSOC|ate a ﬁ||ng W|th your |nterna| Ar\nulmenuL;!ga\ Separation/Child St Plain Copy (1 % $10.00) ety fesponsible fur Feec -
E-srllﬁed- DUDY. ($16.00)
reco rdS Eis;m:ﬂz:fy:;(ﬁf)z o @ Filing Attorney
’ Paternity/Custody/Family Other Fee ( Fi‘ﬂ':;“;:;: =
. . o . [ 3
3. As applicable, click on an Optional Service
| Click to Browse
from the list and click Add. Repeat for each o
. . 12
optional service. Cortey civs
“Courtesy Copies will not be sent on Service Only filings™
See page 3 of the eFS Standard "
Configuration Quick Reference Guide for

External Filers for detailed information re-

: 2 Open =
garding fees. @Qv| <« USB20FD (D) » Case, TestA « [ 42 ][ Search Case, Test A o
4. Click in the Click to Browse field. B kclokicy =~ 0 @
% Favorites i MName : Date modified Type
5' Locate yOUr document and dOUbIe CIICk tO Bl Desktop '@ Case, Test A, Statement 1.pdf 2/23/2016 1:46 PM Adobe Acro
attach it 4. Downloads

*Continued on the next page
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Entering Filing Details (Continued):

Your document should be in PDF

Documents
A format. Visit www.mncourts.gov/ Document* | Fake eFS Document pdf B
91.5 kb
efile and see QRG: Creating a o

Filing Comments*

Searchable PDF Document for Confidentis - Documet ncluds a Restricted Identifer 2]

more information.

6. In the Filling Comment field, type in the
document’s security as Public, Confiden-
tial or Sealed. A brief description of why
Confidential or Sealed was designated
should also be included (e.g. Confidential
Information Form 11.1 or case is Sealed,
etc).

The Filing Comments field is a
@ mandatory field. Pursuant to Minn.
Gen. R. Prac. 14.06, filers are responsi-

ble for designating if a document is
Public, Confidential or Sealed when fil-

Enter Filing Details n
. o Fees
Ing documents' Bankruptcy Docu[ﬂem
o e
. . lect Filing Code’ Total this Filing $10.00
@ Courtesy Copies: Enter email addresses (o Do o] Eene W s i
. . ST P Bank Statement n -~
for electronic copies of filing. This is not Referenco humber” - @rament
Case, Test A. Statement 1 2 yment Account -
the same as service. [ oy 1151000 party Beponsibefs s
i ;Z:::;u:‘{ir(\zfﬂum 00) @ Filing Attorney
7. Select the appropriate Payment Account semwesco 0 g e ;
and Party Responsible for Fees from the —E
dropdown menus. pl j
Filing Comments
7]
i If you are se If-represented : yo u e ceee "Courtesy Copies will not be sent on Service Only filings™
are responsible for fees. == [ Servic |

e If you are a firm filing on behalf
of a party: the party you are
representing is responsible for
fees.
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Entering Filing Details (Continued):

7z

You may only choose Waiver Account
if you represent a government agency
or have an approved IFP. If your IFP
application is pending:

Do not select any optional service fees.

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 denied:

Submit a subsequent filing including
the appropriate filing fees, and select a
credit card account for the payment
method.

8. Click Service (if eServing) or Submit (if not
eServing) to continue.

Select Contacts to Receive Service for this
Envelope, if applicable:

1. Click on the party name for whom you
would like to add a service contact.

2. Click Add From Master List.

3. Click on the name of contact in the
Firm Service Contacts box and click Add.
Repeat for each service contact.

Don’t see your name on the list? For
information on adding yourself to the
master list, visit www.mncourts.gov/
efile and see QRG: Adding Yourself as a

Service Contact in eFS.

4. Click Save.
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eFiling and eServing in an Existing Case

Enter Filing Details

Add Another Filing

E @ Fees

Bankruptcy Document
Filing Fee $0.00

Select Filing Code™
v| WIEFie

Refere u
Case, Test A. Statement 1
Optional Services

Annuiment/Legal Separation/Child St| Plain Copy (1 x $10.00)

Selected Optional Services

Plain Copy. $10.00
Total this Fiing __$10.00

eeeee

Envelope Total $10.00

ﬂ @ Payment

n Payment Account*

Party Responsible for Fees*

Certified Copy (§16.00)
Dissolution Filing Fes (§402.00) m @ Filing Attorney
Exemplified Copy ($16.00)
Patemity/Custody/Family Other Fee | Filing Attorney
Andrea Brown -
[l | v
Documents n
""““"‘““‘* v {Click o srowse : ‘
Filing Comments
Courtesy Copies
“Courtesy Copies will not be sent on Service Only filings™
[ |
Select Contacts to Receive Service for this Envelope H
Select All Service Contacts
Defendant: Jane Doe
Plaintiff: John Doe
Other Service Contacts
Add From Master List
Firm Service Contacts Case Service Contacts
Name Email Name Email
Daisy Duck daisy123@smail.net E Daffy Duck Daffy123@smail.net E
Donald Duck «donald1234@smail net E o
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5.

Only case participants not listed in
the case party record (e.g., probation
officers or guardians ad litem) should
be listed under Other Service
Contacts. If service contacts that
should be connected to a party
appear under Other Service Contacts
by mistake, see QRG: Linking an Oth-
er Service Contact to a Party for

instructions on how to correct this.

Click Summary to continue.

Review, edit, and submit your filing:

1.

2.

Review the filing summary.

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

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

Read the Submission Agreements
disclaimer regarding your Notice of
Responsibility to Designate Confidential
and Sealed Documents and check the
box.

Using the scroll bar on the right side of
the box, move to the second Submission
Agreement regarding your Notice of
Redaction Responsibility and check

the box.

To proceed with eFiling you must click
Agree.

Click View Receipt to see the detailed
envelope information, or click OK.
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I
eFiling and eServing i

n an Existing Case

Petitioner Donald Duck
Respondent  Daisy Duck

Select Contacts to Receive Service for this Envelope n 3
|+ select All Service Contacts
4[] Defendant: Jane Doe
|| Daffy Duck (Daffy123@smail.net) aog
Plaintiff: John Doe L
Other Service Contacts
Add From Master List
i
[
Envelope and Filing Summary
@ Fees
Case Information Service Only
Location: Washington Filing Attorney: Andrea [r Filing Fee $0.00
Case Category: Family Payment Account: Total this Filing  $0.00
Case Type: Dissolution without.
Date Filed: 12172015 Envelope Total $0.00
Parties Eap @ Payment
Party Type Name Address Phone ttorney

@ Filing Attorney

Filing Attorney
Andrea Brown -

Filings m r
Filing Code Filing Description Reference Nu [filing Typ|
Service Only Bank Statement Case, Test... JBerve

File Name Status ‘ ecurity
Service..

stA. Statement 2 pdf ok

Service Contacts

Mailing Auur&—r

Name (Email} Service Type

servce

Disclaimer

Submission Agreements

o “

I
|1 I IMPORTANT NOTICE OF RESPONSIBILITY TO DESIGNAT) =
b CONFIDENTIAL AND SEALED DOCUMENTS: |
Al filers are responsible for designating confidential or
sealed documents prior to transmitting the documents

for filing to the court, in compliance with Minn. Gen. R. Disclai
Prac. 14.06. The designation is made in the Comment Sub
(R o T et 2 s £ ) AT u
submitted for filing, including attachments. I understan
that, when I file, 1 must comply with court rules requirin
filers to designate confidential or sealed documents, or
face sanctions. I may also need to request permission
from the court to file a document as confidential or I

sofled) T D coed) Ol ootfon -

Envelope 24494 is submitting.

Confirmation

oo B o |

Page 5

'sealed. I have read this notice.

IMPORTANT NOTICE OF REDACTION RESPONSIBILITY:

All filers must redact full and partial Sogigl Security or |
taxpayer identification numbers and, the last

four digits of finanial account num pliance

with Minn. Gen. R. Prac. 11. This r applies to

all documents including attachments. Erstand that,

if 1file, T must comply with the redaction rules or face
possible sanctions. I have geadibis colice

ission Agreements

lieis L0 UESIGALE CONNUENILE Ul SESITY UUGLINENLS, U .
ace sanctions. I may also need to request permission
m the court to file a document as confidential or

Disagree
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