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Administrators must set up a MyCourtMN account before adding employees.

1. Onthe MyMNGuardian (MMG)
Dashboard, select the Employees tab. 9ilf MyMNGuardian O company Adminv
2. Add or Edit an employee profile: Status Key: No Action Neaded - Pact e
a. Select Add Employee to add an MY DASHEOARD 1
employee proﬁle to your compa ny. Reports Due Reports History Cases Notifications Employees
a
b. Select Edit to update profile or case
information for an existing employee. Name s ::;:;::’:"““ Status Is Admin
Fictional Guardian 1 Active No Edit Q
Test Guardian 0 Active No Edit
Showing 1 to 2 of 2 entries <l <ff1f>]>»
. -
3. Enter or edit the employee’s First and Last Name. |11{;1}] EMPLOYEE
4. Enter or edit the employee’s Login Email address
they also use to receive notifications. eFirst Name * Last Name *
Fictional Guardian
5. Unassigned Cases & Assigned Cases:
Login Email (also used to receive notifications) *
6. Select anindividual case and then use the single-o Fictional.Guardian@email.com
arrow bUttons tomove it to the a pproprlate IISt' Note: Employees who are added to MMG for the first time will receive an email with instructions
on how to set up an MMG account and a link to confirm their email address.
7. Use the double-arrow buttons to move all listed
Unassigned Cases » ssigned Cases
cases.
=>€d ) 2egLefl...
8. Select or edit the Employee Role. Fictional Case - ‘ a
9. Select or edit the Employee Status. “
10. Select Save. - -
4 » 4 »
If a message indicating that the email already
) 3 L. . Employee Role * Employee Status *
0 exists displays, contact court administration _
] . @® Company Employee ® Active
for assistance. Go to MyMNGuardian page O Company Admin O Inactive
and select the Contact Us tab to reach the
support team. 3 Save
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https://www.mncourts.gov/mncourtsgov/media/scao_library/MMG/QRG-Creating-a-MyCourtMN-User-Account-with-Mutli-Factor-Verification.pdf
https://mmg.courts.state.mn.us/
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