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QRG - Creating and Using a Template

Create a new template

1. Click Use a Template.

Filer Dashboard

My Filing Activity New Filing 1
Accepted

Need help getting started?

Returned

Drafts

served

View All

2. Click New Template.

Templates

Searct 2 @® New Template
Favorite Name Type
Affidanit of Service Existing Case Actions ~
Civil Gther Complaint New Case Actions v
Proposed Order Existing Case Actions +
Support New Case Actions ~

3. Enter a Template Name. Click the star icon to add as a favorite.

New Template

Template Information

Template Name 3 Favorite
| Civil Fake Template| |

New Case Existing Case

Undo Save Changes

4. Select New Case to add a new case template. Click Save Changes.

New Template

Template Information

Template Name Favorite
éke Template| |

New Case Existing Case

Undo I Save Changes
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5. Select a Location, Category, and Case Type in the Case Information section drop-down lists. Click
Save Changes.

Case Information Z -
Location

Ramsey Civil
Category Case Type

Civil Default Judgment |

Undo Save Changes

6. Select the information from the remaining sections if applicable:

Party Information

a.
b. Filings
c. Service Contacts
d

Fees

Case Information -
Location
Ramsey Civil

Category Case Type

Civil Default Judgment

Party Information

©

Filings ‘D
[C

d)

4k
il s

Service Contacts

e
-

Fees

Ay
ar

7. Click Continue.

Party Information
Filings +

Service Contacts aL

Fees o +

@ Template information (template name and new or existing case) and case location are the only
required fields.

The Minnesota State Court Administrator’s Office wrote and published this document. Page 2
5/13/2022



=] MINNESOTA
Jif' JUDICIAL BRANCH

QRG - Creating and Using a Template

8. Review each section for accuracy. Click Back to make edits to the template if necessary.

Confirm Template Details

Template Information

Template Name
Ciil Fake Template

Favorite Template Type
e

Case Information

o
i
‘
i
I

Location Category

Ramsey Cii Civil Default Judgment

Party Information

‘

Party Type Party Name Lead Attorney
Plaintf

Defendant

Filings

Filing Details
Filing Type Filing Code
Filing Status

Service Contacts

Serve Name Email

» Party: - Plaintiff

» Party: - Defendant

» Other Service Contacts

Fees

Party Responsible far
Fees

[T Save Template

9. Click Save Template.

n
@
2
&

Party Responsible for
Fees

X save Template 9

saves to the eFile and eServe template library.

Templates

@® New Template

Favorite Name Type
Civil Fake Template New Case

Adoption Initiation New Case

Affidavit - test New Case

10. The Success notification will display on the upper right side of the template screen. The template
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Use a template on a new case

1. Click Use a Template.

Filer Dashboard
My Filing Activity New Filing 1
Accepted

Returned
Need help getting started?
Drafts

served

View Al

2. Locate the template on the list or type the Name of the template in the search field. If the name of
the template is unknown, search “new case” to narrow options.

Templates

Favorite Name Type
Civil Fake Template New Case Actions ¥
Civil CNT bg New Case Actions ~
Civil Fake New Case Actions ¥
Name Chnage Hennepin County Civil New Case Actions ¥

3. Click Actions and choose Use Template from the drop-down list.

Templates

Civil @ New Template
Favorite Name Type
Civil Fake Template New Case Actions ¥
Civil CNT bg New Case
Use Templale
Civil Fake New Case
Delete Template
Name Chnage Hennepin County Civil New Case Acuons ~

4. A new case fling draft envelope will be created and pre-filled with the selected template
information. Complete all the remaining filing information and file the new case.

Case Information —

Location

Ramsey Civi
category Case Type

civil Defautt Judgment

Party Information| [r S
Party Type Party Name Lead Attorney
Defendant Required Party

@ Add Another Party
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Use a template on an existing case

1. Locate the case from one of the folders on the Filer Dashboard.

Filer Dashboard

My Filing Activity New Filing

Pending Start a New Case Use a Template

Accepted
Returned
Need help getting started?
Drafts
Served

View All

2. Click Actions then File into Case With Template.

Filing Status Filing Code Filing Type Filing Description

Envelope # 23248 filed Friday, May 6, 2022 at 1:34 PM CST by Kimb

Accepted Joint Petition-Dissolu EFile

4

Case # 02-FA-22-4 - In re the Marriage of Michael At Train and Jess TrainA Fake (Street,

~ Case # 01-FA-22-2 - In re the Marriage of k k andD D {Actions =

View Envelope Details

View Service Contacts

|
Envelope # 23063 filed Wednesday, February 16, 2022 at 12:56 PM CST by Kimb
File Into Case With Template
Accepted Summens EFile . . |

3. Type the Name of the template in the search field. If the name of the template is unknown, search

“Existing case” to narrow options. Across from the template click Actions then Use Template.

File Into Case With Template

Search |
Favorite Name Type
Certificate of Rep Existing Case 0
KB Fake template Existing Case A
- Use Template
Paper Filing Existing Case

ctions ~

ctions ~

4. An Existing case filing envelope will be created and pre-filled with the selected template
information. Complete all the remaining filing information and file the new case.

Case # 01-FA- In re the Marriage of k k andD D

Case Information

Location Category Case Type

Ajtkin County Family Dissolution without Child
Case Initiation Date Cases #

/62022 O1FA-

Party Information -—
Party Type Party Name Lead Attomey

Peditioner kk

Respondent pD

@ Add Anther Party
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