
2023 ANNUAL 
CONFERENCE

MINNESOTA FAMILY SUPPORT & RECOVERY COUNCIL

Pushing the Envelope
Everything you need to know about eFiling 

but you didn’t know to ask!

9/13/2023 MFSRC Annual Conference 1



9/13/2023 MFSRC Annual Conference 2
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 Court Operations Analyst, Child Support Program
 State Court Administrator’s Office

Gina McDonough
 Support Enforcement Agent 3
 Ramsey County Attorney’s Office

Autumn L. Nelson
 Assistant Ramsey County Attorney
 Ramsey County Attorney’s Office



Agenda

• Prepare your Documents for eFiling
• TylerHost eFiling Templates 
• Event Codes
• After You Click “Submit”…
• Filing Tips
• Stay in the Loop
• eService
• Questions
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Prepare your Documents

• PDF format
• Sequence of the documents in the efiling packet
• Page numbers on all documents
• Any missing documents?
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Prepare your Documents

• REDACTIONS!! 
General Rules of Practice, Rule 11.01 and 11.02

• Confidential Addresses/Safety Concern case?
See DHS-SIR for guidance: CSD Safety Concerns topic

• Cover Sheet for Non-Public Documents/Form 11.2
Rule 11.03
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https://www.dhssir.cty.dhs.state.mn.us/PRISM/CSPPM/WikiPage/Safety_Concerns-Home.aspx


Refer for eFiling

• Every hand-off needs a good Referral Form, or
• If you’re the drafter + efiler, this is a double-check.
• Referral Form:

o includes reminders on the commonly missed items, 
redactions, confidential addresses, important tips and 
next steps

9/13/2023 MFSRC Annual Conference 6



Refer for eFiling

• Example: 
Efiling Referral Form
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https://ramseyco.sharepoint.com/:w:/r/sites/RCAONET/CSI/_layouts/15/Doc.aspx?sourcedoc=%7BBE1D675F-7B92-4CC5-9793-DC055F66A4D5%7D&file=E-filing%20Referral%20OS-RAM.docx&action=default&mobileredirect=true


TylerHost eFiling Templates

What is a TylerHost eFiling Template?
• It’s a pre-programmed “structure” that guides the efiler 

through the steps of “commonly filed” legal actions.
• Saves time
• Prevents errors and missed documents
• More efficient, especially with staff turnover
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How do I create a template?
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How do I create a template?
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Using templates on new case
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Using templates on new case

9/13/2023 MFSRC Annual Conference 14



Use template on existing case

9/13/2023 MFSRC Annual Conference 15



Use template on existing case
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Event Codes – Court Admin

• What is an event code?
o A descriptive name for a line item in MNCIS
o Can be a document or an event
o Also known as a filing code

• Why is it important?
o Event codes determine workflows for staff actions
o Gets your stuff to the right people

• How do I know which code to use?
o There’s a guide for that!
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Ramsey County’s example

Tomato or Tomahto?
• We call it XYX but the Court calls it XYZ…
• Ramsey County’s Thesaurus:

• Efiling Code Lists:
Establishment of CS actions
Paternity actions
Motions to Modify or Set
Enforcement actions
Out of state registration, Non-disclosure order actions
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Ramsey County’s example

• Example: 
Establishment CS action Code List
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https://ramseyco.sharepoint.com/:w:/r/sites/RCAONET/CSI/_layouts/15/Doc.aspx?sourcedoc=%7BB107ADDA-B760-4788-AAC4-A9E33FF3F891%7D&file=E-File%20Case%20Codes%20-%20Initial%20Establishment.docx&action=default&mobileredirect=true


After you click “Submit”

• Document acceptance vs. case processing
o Document acceptance: accepting a filing out of the 

filing queue into MNCIS
o Case processing: everything else
o Most locations use “two-touch” processing which uses 

two separate teams for these functions
• Expedited Process case processing is different from 

other types of case processing due to federal 
reporting needs
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Document Acceptance

Is it ok to pass into MNCIS?
File number
Security level
New/existing case
Case event
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Rejection Reasons

• Discovery submission not authorized by court
• Incorrect venue
• Missing or incorrect fees
• Wrong or existing case

o Incorrect county, division, or case number
• Non-Public information or document

o Very limited scope
o SSN/EIN/TIN, financial account #, government billing #
o Image of DL, state ID, passport
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Rejection Reasons (cont)

Staff cannot reject
• Typos
• Incorrect forms
• Documents containing a confidential address

[Rules of Civil Procedure, Rule 5.04(c)]
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Case Processing

All cases
• Data entry
• Notices
• Routing to Judicial Officer or staff

Expedited Process cases
• Issue sets
• Specific event codes
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Filing Tips/Reminders

• There is a Filing Guide on the Courts website
• Don’t file Combination Documents! 
• If you are requesting case consolidation, file 

pleadings into ALL cases
• Missing documents/order of filing matter for case 

processing
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https://mncourts.gov/mncourtsgov/media/scao_library/documents/eFile%20Support/Best-Practices-eFS-for-Minnesota-Filers.pdf


Filing Tips/Reminders (cont)

• Stipulations in a new court file
oMust still serve and efile a Summons and Complaint in order to 

open the new court file! 
oGeneral Rules of Practice, Rule 362.04, last paragraph

• When efiled, ALL county actions must either:
1. Set for Hearing with a date/time in the motion/complaint or via 

a Notice of Hearing by the county, OR
2. Include Affidavits of Default with proposed default order.
• General Rules of Practice, Rules 363.02, 364.04, 371.02.
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eService Reminders

• To get your office eserved:
o Register under PARTY tab!

• To eserve other parties/counsel:
o If efiling at exact same time as eserving, don’t need an 

Affidavit of eService. Rules of Civil Procedure, Rule 
5.04(b).
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Stay in the Loop

• Intervention, when county did not initiate 
court file
o Expedited Process actions - effective upon 

service/efiling
o District Court actions – effective 30 days after 

service/efiling
• Intervention + “a pleading” per Civ Pro Rule 24.03
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Stay in the Loop

• Register for eService
• Initiating the legal action or Intervening as a 

Party must come first.
• Then, register for eService under the PARTY tab. 
• Do not use the OTHER tab = Your office will not 

get a copy of the order!
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Efiling vs. MNDES

Efiling into Court File
• Pleadings, including 

Affidavits of CSO and CS 
worksheet

• Responsive motions
• Amended pleadings
• Post-hearing submissions

Exhibits go to MNDES
• Exhibits only
• Evidentiary hearings and 

Trials
• Updated Child Support 

Guidelines worksheet(s) or 
updated DEED for use at 
the Ex Pro hearing
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Questions?
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Resources

• Filing Guide
• Filing Code Index
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https://mncourts.gov/mncourtsgov/media/scao_library/documents/eFile%20Support/Best-Practices-eFS-for-Minnesota-Filers.pdf
https://mncourts.gov/mncourtsgov/media/scao_library/documents/eFile%20Support/Handout-Expedited-Process-Child-Support-Filing-Codes-Index.pdf


Contact info
Anya Pavlov-Shapiro
Anya.Pavlov-Shapiro@courts.state.mn.us
651-297-1409

Gina McDonough
Gina.McDonough@co.ramsey.mn.us
651-266-3358

Autumn L. Nelson
autumn.nelson@co.ramsey.mn.us
651-266-3245
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