Quick Reference Guide

Requesting Contact Information Changes

Request contact information change for the MyMNGuardian (O mbestysacks
guardian 0 8 Guardian Details
f— @ coto MyMNConservator
1- CI|Ck Guardian DEtails Reports History My Cases Notifications " LogiSetngs
If a guardian has multlple prOﬁleS in the @ PERSONAL WELL-BEING REPORT DATE SUBMITTED: & signout
0 Minnesota Case Management System
and they are listed here, make sure to
request a contact information change on
each profile.
> Click Edit. e SALLY GUARDIAN
3. Make all necessary change requests:
Address: 123 Anywhere 5t
* Address1 St. Paul, MN 55438
e Address Line 2 Phone Numbers: Home: 123-123-1234

e Address Line 3 Cell: Mone

Work: None
o City

Email Address: Mone
° State 9
. Edit
e ZipCode ;
e Phone (Home, Cell, Work)
e Email EDIT GUARDIAN DETAILS - SALLY GUARDIAN

Enter any information you wish to add or update, and click the "Request Changes" button.)

4. Click Request Changes.

Please note that any changes to your contact information will need to be approved by the court. These chal

If you are a conservator and have requested changes te your contact informatien in the MyMNCenservator

5. A message that the request was successfully

sent will display, and Pending will display on Address

Address Line 1*

the guardian profile page.

123 Anywhere St

Address Line2

@ Request Changes Cancel
DASHBOARD | GUARDIAN DETAILS | EDIT 6

Request sent sucessfully.
Your request to update your contact information has been sent to the court. This information
You can track the status of this request in the Guardian Details page, under Settings.
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6. When the request is accepted, the Pending

. . DASHBOARD | GUARDIAN DETAILS
message is removed and the details are |
. . . GUARDIAN DETAILS
updated. Click Guardian Details to go back to
. 9 SALLY GUARDIAN
the details.
. . . pe . Address: 123 Anywhere Street Pending
7. If the request is rejected, click Notification to St. Paul, MN 55438 S
o i be: 5 -123-
see the reason why the request was rejected. Phone Numbers: pome
Work: None
Email Address: Mone
Edit
MY DASHBOARD
Reports Due Reports History My Cases
Sent Date + CaseNumber ~ Person Subject to Guardianship Message
s ore e e
questions, please contact court administration.
Showing 1to 1 of 1 entries
MyMNGuardian
Request a contact information change for the ¢/ 0
Person Subject to Guardianship MY DASHBOAKD _
Reports Due Reports History Notifications
1. Click My Cases.
. Person Subject to Guardianship 4 CaseNumber Next Report Due Date
2. Click the Case Number. 9
Alice 10-PR- 5/14/2020
3. Click Person Subject to Guardianship Infor- Janetoe — snspo
ti MMGUAT 25-PR- . 7/15/2020
mation.
Showing 1 to 3 of 3 entries
4. Click Edit Person Subject to Guardianship Info.
CASE DASHBOARD
Case Number
Y ;|
Person Subject to Guardianship's Information Guardian Information

Person Subject to Guardianship's Name
Alice T

Person Subject to Guardianship's Address

555 Somewhere Blvd
Minneapolis, MN 55444

Person Subject to Guardianship's Phone Number
612-455- 1

Edit Person Subject to Guardianship's Info
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5. Make all necessary changes for the request. EDIT PERSON SUBJECT TO GUARDIANSHIP'S ADDRESS

Y Addr‘ess 1 Address Line 1*
555 Somewhere Blvd
e Address Line 2
Address Line 2
e Address Line 3
. Address Line 3
o C(City
o State City* State*
Minneapolis MN
e Zip Code
Zip Code*
e Phone (Home, Cell, Work) 55444
Then click Request Changes. Phone Number
(612) 455 I
6. A message that the request was successfully 5
. . . . Ry it Ch Cancel
sent will display. Click the MyMNGuardian logo ——
to go back the Dashboard. CASE DASHBOARD
Case Number Case Status
10-Pr-10- Active

7. When the request is accepted, check to see the

The Contact Information change request§as been sent to the court and is pending approval.

Pending message is removed and the details are

updated. — %
jiifk MyMNGuardian

8. If the request is rejected, click Notification to

see the reason why. CASE DASHEOARD

Case Number
10-PR- IR

Person Subject to Guardianship's Information Guardian Information

Person Subject to Guardianship's Name

Alice'
Person Subject to Guardianship's Address
555 Somewhere Street ( 'Pending\‘
p g
Minneapolis, MN 55444

Person Subject to Guardianship's Phone Number

612-455-]

Edit Person Subject to Guardianship's Info ]

MY DASHBOARD

. CaseNumber = Person SubjecttoGuardianship Message

Sent Date
Vour request in MyMNGuardian (MMG) to change contact information for Alme-
9/11/2019 10-PR- AU- -was not approved because We will need a valid zip code.. Ifyou have any

questions, please contact court administration.

Showing 1to 1of 1 entries
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