& MINNESOTA Quick Reference Guide
AL JUDICIAL BRANCH —
Creating and Modifying a

Inform @ Instruct @  Inspire Provider Profile in PASS

The link to PASS is available on the Minnesota Judicial
Branch public website. Go to http://mncourts.gov/

Help-Topics/ENE-ECM.aspx#tab05Provider. T AT T e

Provider Availability Scheduling System

For Providers Only ~ Roster

Create a MyCourtMN account

1. Click Log in in the upper-right corner of the HyCourt Log In

S o o S with the Judicial Branch. Creating 3 MyCourtMN account provides you with one |

n then u: i any B h application.
screen. - o
[ ] ifshinis your frst v, click on “Craate Account’ Fyou sveady have s MyCeuntI sceaunt,fogin

2nd get right to the application you nee

Password

2. Click Create Account in the upper-right of
the screen. =

Eorgot vour password?
Questions regarding your case or court service contact your local court or Proarams snd Services.

3. Enter all required information.

MyCourtMN New Account

4. Click Save.

Who are you?

@ Follow the instructions provided in the email T . e o

from MyCourtMN to activate the account. How can we costact you?

Email Address (required - this will be your user name). Important alerts vill be sent to the email address provided.

jane sample@somelawfimcony

Street Address city County
123 Main Street St Paul Ramsey
sState zip

Minnesota V| 155155

Phone Number
651-555-5555

Security questions

These questions will be used to verify your identity in the event you forget your password. In order to reset your password you m
hard for others to guess. Please note that your answer is case-sensitive and will require an exact match to reset your password.

Question 1 What is your dog’s name?

Answer Bingo

Question 2 What is your favorite flavor of ice cream?
Answer Chocolate

Specify your password

A password strength of good or strong is required. When this requirement is met the bars below will be green. For your password
(~1@,#,5,%,8, +). Multiples of each add to the strength.
New Password

Password Strength: Strong
-------- - — — —
Confirm Password

ersscene v

Confirm your changes

1 have read and understood the Terms of Service.

O ===
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Add profile information

1. Click Log in in the upper-right corner of the
screen.

2. Enter the email and password for the
MyCourtMN account and click Log In.

3. Click View/Maintain Provider Profile.

4. Read the Acknowledgements and click |
Agree.

5. Click the blue tabs to open each section.

6. Click + Add... to enter information.
Complete all required and applicable
fields.

The Personal Information section is pre-

@ populated with first and last name. To
enter preferences for domestic violence
cases and travel for non-SENE sessions,
click Edit.

7. Click Save after completing each section.
To add additional information (e.g., a
second address or professional license)
click + Add... after saving.

8. Click Cancel/Close.

At least one primary address, email address,
A and phone number are required to receive
communication from the court.
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MyCourtMN Log In

Login Welcome to MyCourtMN! MyCourtMN is a gateway|
Login to your State of MN Courts account. use for any Branch application.

Email If this is your first visit, click on "Create Account”.
[iane.sample@: com |

Password

Minnesota Judicial Branch
Provider Availability Scheduling System

For Providers Only
Account Roster Membership

Availabilit
p Y Reset Service Gender

To request 1o reset your gender selection for a gender enabled senice
Ll otay a link
By voluntarily providing information in PASS (or through email toPASS@courts.state. mn.us) your are giving
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permission for the MinnesotaJudicial Branch (MJB) to share this information with the general public, litigants,
program committees, other serviceproviders, and MJB personnel for the purposes of reviewing your application for
membership to specific ENE programrosters; for viewing program rosters and comparing and selecting providers;
and for appointing and scheduling providers.If your application is approved your information will be published
through PASS on the Minnesota Judicial Branch's publicwebsite for the public to review, this includes your licenses,
degrees, training, contact information, languages, andother information collected through PASS. Additionally, all of
the information collected through PASS is subject topublic disclosure, including contact information, unless there is
a statute, law, rule, or court order making theinformation inaccessible. By submitting an application, users

understand and agr: erms of the MJB PrivacyPolicy found on the MJB public webpage.

Maintain Provider Profile

r Personal Information

First Name* Jane Last Name* Sample:
Middle Name Former Last Name

Will Work On Cases Involving
Domestic Violence

For Non-SENE Services | Am Willing To Travel  [J

Last Updated 101212017 Last Updated By Sample, Jane

o < Reset | Cancel

Address(es)

+ Add An Address ||

Email Addres.
Phone Number(s)
Educational Degree(s)
Professional License(s)

Training

Language(s)

\ ADR Qualification(s)

8 Cancel/Close
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