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Any party to a Workers’ Compensation case at the Office of Administrative Hearings (OAH)
can eFile. Using OAH’s new eFiling system is voluntary at this time.

When you register, you'll get all of the benefits of the new system — including these:

a. Faster filing and service with associated savings of time and cost;
b. Electronic, immediate service to and from other registered users;
C. Immediate up-to-date access to all documents in any of your cases from

any computer or mobile device;
d. Intuitive, easy-to-use system; and
e. Saves trees!

Once you have a registered eFiling account, you will automatically receive eService from
other parties on your cases who are registered eFilers. If you do not register for eFiling,
however, other registered parties will not be able to serve you electronically through the
new system. Your decision not to register will force all other parties to serve you in paper,
unless you have authorized other forms of service as allowed by Minn. R. 1415.0700,
subp. 2 (2016). Whether you register for eFiling or not, most filers will not continue to
receive paper service from OAH. Whether you sign up for eFiling or not, beginning on
March 26, 2018, OAH started electronically serving all attorneys, insurers, self-
insured employers, third party administrators and rehabilitation providers, as now
allowed by Minn. Stat. § 176.285, subd. 2 (2016).

Under current law, beginning June 1, 2018, the following documents are the only
ones that must be filed with DLI and not OAH:

. Requests for .106 administrative conferences (and related documents
including motions to intervene in pending conferences at DLI), regardless
of the amount in dispute, unless primary liability is disputed;

. Claim Petitions that only identify medical or rehabilitation disputes, unless
primary liability is disputed;

o Requests for med/rehab dispute certification under Minn. Stat. § 176.081,
subd. 1(c) (and related documents); and

o Objections to penalties assessed by DLI;

o Any other documents that OAH does not take action on (NOPLDS, NOBPs,
FROIs, Rehab Plans/amendments, other required compliance forms, etc.).

Any documents not listed above should be filed directly with OAH, not DLI. Dual
filing is NO LONGER REQUIRED.




We've worked hard to design the eFiling system to be easy to understand and simple to
use. We hope you'll give it a try, and that you'll find that it meets your clients’ needs for
faster, cheaper and more reliable processing of contested Workers’ Compensation claims.

A. Pre-Registration Account Confirmation

Prior to go-live, OAH set up eFiling accounts for all known Workers’ Compensation
attorneys and their legal assistants. Attorneys’ accounts have already been linked to all
open, pending Workers’ Compensation disputes.

Pre-registered attorneys should complete the following instructions in order
to opt in to eService and eFiling. If attorneys don’t want to opt in, they do
not need to do anything.

How do you know if you are a pre-registered attorney? You got an
email from Chief Judge Pust on March 25 or 26 informing you of your
username and temporary password. If you didn’t get an email, you can
register as described beginning on page 7 of this guide.

Pre-registered legal assistants should complete the following instructions if
they want to use their own separate eFiling account. Legal assistants who
plan to use their attorneys’ eFiling accounts to access the system do not
need to do anything (other than make sure that their attorney(s) complete
the steps below to confirm their account(s).)

How do you know if you are a pre-registered legal assistant? You got
an email from Chief Judge Pust on March 25 or 26 informing you of your
username and temporary password. If you didn’t get an email, you can
register as described beginning on page 7 of this guide.

Click on the Workers’ Compensation eFiling link on OAH’s
website: http://mn.gov/oah

Enter the Username and Password provided in the email from Chief
Judge Pust.

Click Login.
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http://mn.gov/oah

M OAH eFiunG
[Login

Login

Username Welcome to the Office of Administrative Hearing's new eFiling system! User guides,
helpiul videos and easy-to-read cheat sheets are available at mn.gov/oah.

Password Please verify the accuracy of your email and contact information every time
you file to ensure that you receive eService. Failure to keep your contact
information up-to-date will not be considered a sufficient defense to a claim of
proper service.

Login
Forgot Password?
Register as an E-Filer
E-Filing Terms & Conditions
C-Track™ E-Filing, developed by Thomson Reuters Court Management Solutions
Image: Login screen
4. Click the down arrow next to your name in the upper-right corner of the

screen.

5. Click My Account.

O wreamass User Account
Image: My Account link
6. Click Resend Approval E-mail. Note that the email will be sent to the

address listed in the Primary E-Mail box.

Updated 8/14/2018



C-Track E-Fuung

Fast Hisma L Hepitacatin Type & Ll
hoan Heme o Pasawond®
Sufti LE At
Amainey Bar I Corilem Pasiniesid®
A
Primary E.mail mulstinfioTad com I

Addiess Type  Madng +
Adehiens Ling 1° 1734 Paimer Ln

mm—n-n [ remva T ] et pccoust | v |
Image: User Administration screen
7. Log into your email account (the one listed in the Primary E-Mail box of the
User Administration screen).
8. Open the eFiling account confirmation email from OAH. If you do not receive

the account confirmation email, check your spam box. The email will appear
similar to the image below.

C-Track E-Filing

This is a notice to inform you that your E-File User account has been created, accepted, and now
pending E-Mail confirmation. Please click here to confirm this as your primary e-mail.

If you have any further questions please use the main URL to navigate for help:
https://efile.oah. mn.gov

Do not respond to this system-generated e-mail notification. For help with technical problems, please contact the system
administrator.

Image: Example email confirmation

9. Click the link provided in the email.

What happens next? A browser window opens and navigates to the eFiling
Login screen. The green Success notification is displayed.
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M OAH EFiLne

Success X
o

» “You are now officially approved to use the E-File system. Flease proceed to log in below.

Username ‘Welcome to the Office of Administrative Hearing's new eFiling system! User guides,
helpful videos and easy-to-read cheat sheets are available at mn.gov/oah.

Flease verify the accuracy of your email and contact information every fime
you file to ensure that you receive eService. Failure to keep your contact
information up-to-date will not be considered a sufficient defense to a claim of
proper service.

Password

Forgot Password?
Register as an E-Filer
E-Filing Terms & Conditions

C-Track™ E-Filing, developed by Thomson Reuters Court Management Solutions

Image: eFiling Login screen

ili. Log In and Switch to Legal Organization

Account
1. Enter your Username.
2. Enter your Password.

3. Click Login.

What happens next? The eFiling Home screen appears. Your first and last
name display in the top right corner of the page.

o S C-Track E-FiLnG Kendra Schmit » @, 1
reate Filing
Filings b
o
C-Track™ E-Filing, developed by Thomson Reuters Court Management Solutions
Image: eFiling Home screen
4. You are reqgistered as part of a legal organization (law firm, etc.), so you
should switch to your legal organization view to view your cases or submit
a filing.
5. Click the down arrow next to your name.
6. Click Switch Association.
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Case Search
Create Filing
Filings

7.

C-TRACK E-FILING Kendra Schmit » @ 1

r User Account

My Account Cirl+\_ A
My Organizations Cirl+1,0
C-Track™ E-Filing, developed by Thomson 8 Switch Association Cirl +\,
My Subscriptions Cirl +\ |
Logout Cirl + 1\,

Image: Switch Association link

Select your legal organization from the Legal Organization dropdown
menu.

Select Association

ASSOCIATIONS

Legal Organization Personal Account
Aafedt, Ford, Gray, Monson & Hager PA
[ save

Image: Legal Organization Association dropdown menu
Click Save.
ilit. Change Your Password

Click the down arrow next to your name in the upper-right corner of the
screen.

Click My Account.

User Account

Image: My Account link

Type the temporary password provided by OAH in the Old Password box.

Enter your chosen password in both the New Password and Confirm
Password boxes.
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User Admmstration 7 ﬂ

USER INFORMATION

Last Name* Lin Prefix
First Name* Miles Notification Type All A
Middle Name Old Password»
Suffix New Password
Attorney Bar ID 856888 Confirm Passwords |sessssserases
CONTACT
Primary E-mail* mileslin@gmail.com

Add Contact

ADDRESS

Address Type Mailing ~
Address Line 1* 500 N Robert St
Address Line 2

Address Line 3

Address Line 4

Country United States v
City» Staten Zip Code

St. Paul v 55164
Add Address

Associated Legal Organizations

Image: User Administration screen — Change Password

5. Click Save.

B. Register as an eFiler

Individuals who are not pre-registered should follow these instructions to create an
account.

1. Click the Workers’ Compensation eFiling link on OAH’s
website: http://mn.gov/oah.

2. Review the eFiling Terms and Conditions.

3. Click Register as an eFiler.
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http://mn.gov/oah

M OAH eFiLNG

Username Welcome to the Office of Administrative Hearing's new eFiling system! User guides,
helpiul videos and easy-to-read cheat sheets are available at mn.gov/oah.

Password Please verify the accuracy of your email and contact information every time
you file to ensure that you receive eService. Failure to keep your contact

information up-to-date will not be considered a sufficient defense to a claim of
proper service.

Forgot Password?
Register as an E-Filer
E-Filing Terms & Conditions

C-Track™ E-Filing, developed by Thomson Reuters Court Management Solutions

Image: eFile Registration / Log In screen

What happens next? The eFile Registration screen appears.

|

Elsle Registration’

USER INFORMATION
Prefix Usermname*
Last Name* Password*
First Name* Confirm Password*
Middle Name Attorney Bar ID
Suffix

CONTACT
Primary E-mail*

Add Contact

ADDRESS
Address Type  Mailing
Address Line 1+
Address Line 2
Address Line 3
Address Line 4

Country United Stales
City* State*  Zip Code
N[
Add Address
COMMENTS

Image: eFile Registration screen
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Enter a Username. Your username must be unique. If your username is
already taken, the system will prompt you to choose another.

Enter your Last Name.
Enter your First Name.
Enter a Password.

Confirm Password.

Enter a Primary email. This is the email at which you will receive
eService notifications and system notifications.

Click Add Contact to enter additional email addresses as needed.

Enter your mailing address using Address Line 1 through Address Line
4.,

Enter your City.
Select your State.

Enter your Zip Code.

If you are part of a Legal Organization, such as a registered law firm or government
agency, you should associate your eFiling account with your organization so that you can
share cases with your colleagues and support staff.

Click Add Legal Organization.

The Legal Organization Search window appears.
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llegal Organization Search

LEGAL ORGANIZATION SEARCH ~

Name Contains i Show Inactive ]

LEGAL ORGANIZATIONS
Name Address Active

!Nﬂr&curdswefuu'u:l_ |

Csearcn | ol

Image: Legal Organization Search window
2. Enter the name, or part of the name, of your legal organization.

3. Click Search.

What happens next? The Legal Organization Search results appear.

llegal Organization Search

LEGAL ORGANIZATION SEARCH

Name Contains aafedt Show Inactive L]
LEGAL ORGANIZATIONS
Name Address Active
Aafedt, Ford, Gray, Monson & Hager PA ¥

1 to 1 of 1 records

Ssoaron | Carce

Image: Legal Organization Search results

> NOTE: If your Legal Organization is not returned in a search, OAH
must add your Legal Organization to its database. Please
email OAH.WCeFiling@state.mn.us to request that OAH add your
legal organization. Then you will be able to add the Legal
Organization through the User Administration screen after your
account is set up. Please see section I, part E of this User Guide for
more information about the User Administration screen.

10
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4.

What happens next? The User-Legal Organization Details window appears.

Click the name of the Legal Organization to which you are associating
your eFiling account.

lleqgal Organization Search

USER-LEGAL ORGANIZATION DETAILS ~

Role*

Service E-Mail*
Add Another

Image: User-Legal Organization Details Window

Select a Role: Attorney, Law Firm Administrator, or Legal Assistant.

Enter a Service Email.

Click Add Another to enter additional email addresses to receive eService

notifications (such as your support staff), as needed.

NOTE: Additional service emails will not automatically receive
copies of OAH Notices and Orders. Adding additional email
addresses in the eFiling system does not also update your
contact information in OAH's files. Please notify OAH which email
addresses should receive copies of OAH Notices and Orders via
email to OAH.WCeFiling@state.mn.us.

10.

Click Save.
Click the | agree check box in the Terms and Conditions section.

Click Next.

NOTE: OAH must approve your association to your Legal
Organization. Once your registration is complete, please
email OAH.WCeFiling@state.mn.us to request that OAH add you to
your legal organization.

11
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What happens next? The User Pending Approval screen appears.

C-TRACK E-FILING Kendra Schmit

© Information

= You are currently pending user approval. Please check the primary e-mail you entered during registration for further instructions.

C-Track™ E-Filing, developed by Thomseon Reuters Court Management Solutions

Image: User Pending Approval screen
i Confirm and Finalize

1. Log into the email account that you entered as your Primary Email on the
Registration form.

2. Open the eFiling account confirmation email from OAH. If you do not receive
the account confirmation email immediately, wait a few minutes and check
your spam folder.

3. Click the link provided in the email. The email will appear similar to the figure
below.

C-Track E-Filing

This is a notice to inform you that your E-File User account has been created, accepted, and now pending
E-Mail confirmation. Please click here to confirm this as your primary e-mail.

If you have any further questions please use the main URL to navigate for help: http://10.216.23.4

respond to this system-generated e-mail notification. For help with technical problems, please contact the systemn

strator.

Image: eFiling Email Confirmation example

What happens next? A browser window opens and navigates to the eFiling
Login screen.

12
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M OAH eFiunG
[Login

Login

Username Welcome to the Office of Administrative Hearing's new eFiling system! User guides,
helpiul videos and easy-to-read cheat sheets are available at mn.gov/oah.

Please verify the accuracy of your email and contact information every time
you file to ensure that you receive eService. Failure to keep your contact
information up-to-date will not be considered a sufficient defense to a claim of
proper service.

Password

Login

Forgot Password?
Register as an E-Filer
E-Filing Terms & Conditions

C-Track™ E-Filing, developed by Thomson Reuters Court Management Solutions

Image: eFiling Login screen
C. Log In and Switch to Legal Organization Account
1. Enter Username.
2. Enter Password.

3. Click Login.

What happens next? The eFiling Home screen appears and your registered
first and last name display in the top right header of the Home screen banner.

et C-Track E-FiLinG Kendra Schmit » @ 1
Create Filing
Félings
<
C-Track™ E-Filing, developed by Thomson Reuters Court Management Solutions
Image: eFiling Home screen
4. If you registered as part of a legal organization, such as a law firm, you

should always switch to the legal organization view before filing. Click the
down arrow next to your name.

5. Click Switch Association.
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Case Search

C-TRACK E-FILING Kendra Schmit - g 1=

Create Filing
Filings 4 User Account
My Account Cirl+\_ A
My Organizations Cirl+1,0
C-Track™ E-Filing, developed by Thomson 8 Switch Association cil+\, U
My Subscriptions Cil+\, 5
Logout Cirl+\, L
Image: Switch Association link
6. Select your legal organization from the Legal Organization dropdown

menu.

Select Association

ASSOCIATIONS

Legal Organization Personal Account
Aafedt, Ford, Gray, Monson & Hager PA
[ save

Image: Legal Organization Association dropdown menu
7. Click Save.

> NOTE: If you use Google Chrome as your browser and cookies are
enabled, the eFiling system will remember that you switched to your
legal organization view and you will not need to switch every time
you log in.

D. User Administration Screen

User Administration lets you update your contact information and change your eFiling
password.

> NOTE: Please remember that updating your contact information in
the eFiling system does not update your contact information in OAH’s
Files. So whenever you update your contact information in eFiling,
please remember to send an email to OAH
(OAH.WCeFiling@state.mn.us) with that same update so we can
change our files. Thanks!

14
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1. To access the User Administration screen, click the down arrow icon u
to the right of your username in the top right corner from any screen in
eFiling.

What happens next? The User Account menu appears.

Kendra Schmit

Asfedt, Ford, Gray, Monson & Hager PA

User Account

My Account Ctrl+%, A
My Organizations Cl+1, 0
Switch Association Cirl+%, U
My Subscriptions Ctrl+4, 5
Logout Cirl+4, L

ota Office of Claim Petition - Claim
itrative Petition

Image: User Account menu

2. Click My Account link.

What happens next? The User Administration screen appears.

Case Search

C-TRACK E-FILING ffgg::i\g,hg:ty Monson s agarra ¥ P8

Create Filing

Filings
My Matters

UsersAdmmistration: 28

USER INFORMATION

Last Name* Schmit Prefix
First Name* Kendra Notification Type Al
Middle Name 0Old Password*
Suffix New Password
Attorney Bar ID 1234567 Confirm Password*
CONTACT
Primary E-mail* kendra.schmit@state. mn.us
Add Contact
ADDRESS

Address Type  Mailing
Address Line 1* 600 Robert StN
Address Line 2

Address Line 3

Address Line 4

Country United States
City» Stater  Zip Code
St Paul MN 55101
Add Address
Associated Legal Organizations Deactivate Account m

Image: User Administration screen
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The User Administration screen has six sections. You can update your User
Information, change your Password, add and edit Email and Address contact
information.

i. Associate with a Law Firm or Other
Organization

If you did not add your legal organization at registration, you can add it in the User
Administration screen.

1. Click Add Legal Organization.

What happens next? The Legal Organization Search window appears.

llegal Organization Search

LEGAL ORGANIZATION SEARCH ~

Name Contains i Show Inactive ]

LEGAL ORGANIZATIONS
Name Address Active

|Nn records were found.

e | “Cncer |

Image: Legal Organization Search window
2. Enter the name, or part of the name, of your legal organization.

3. Click Search.

What happens next? The Legal Organization Search results appear.

16
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LlegallOrganization| Search

LEGAL ORGANIZATION SEARCH ~

Name Contains aafedt Show Inactive [l
LEGAL ORGANIZATIONS
Name Address Active
Aafedt, Ford, Gray, Monson & Hager PA ¥

1to 1 of 1 records

Image: Legal Organization Search results

4. Click the name of the Legal Organization to which you are associating
your eFiling account.

What happens next? The User-Legal Organization Details window appears.

Legal Organization Search

USER-LEGAL ORGANIZATION DETAILS ~

Role*

Service E-Mail*
Add Another

Image: User-Legal Organization Details window
5. Select a Role: Attorney, Law Firm Administrator, or Legal Assistant.

6. Enter a Service Email.

17
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7. Click Add Another to enter additional email addresses to receive eService
notifications (such as your support staff), as needed.

NOTE: Additional service emails will not automatically receive copies of
OAH Notices and Orders. Adding additional email addresses in the
eFiling system does not also update your contact information in
OAH’s files. Please notify OAH which email addresses should receive
copies of OAH Notices and Orders via email
to OAH.WCeFiling@state.mn.us.

8. Click Save.

9. Upon adding your legal organization, you should immediately Switch
Association as described in section Il, part C of this guide.

m

Set Up Your Personalized Home Screen

The eFiling logo in the top banner of every screen is a link to your Home screen.

Create Filing

C-TRACK E-FILING R MonsonZHagarpa ™ %

Filings »
My Matters

T, T TISS—S—— o
Image: Home screen — Home link

eFiling offers a variety of information for preview on your home screen through widgets.
You control which widgets appear in your personal Home screen. No widgets display
until you choose which widgets you want to display. To choose widgets:

1. From the eFiling Home screen, click the grey gear icon 0 at the far
right of the screen.

What happens next? The Edit Dashboard window appears.

18
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Edit Dashboard

WIDGETS
Name Description

Approved Filings Dizplays all filings the current user submitted and have been approved by the
court

Cart Activity Dizplays all filings the current user has added to their Cart

Drraft Filings Dizplays all filings the current user created but has not yet submitted

Emor Filings Dizplays all filings the current user has submitted but failed to be received by
the court

Recently Filed Cases Dizplays all cases the current user has filed on

Rejected Filings Dizplays all filings the current user submitted and have been rejected by the
court

Service Received Displays all filings the current user has received Electronic Service

RO O& OO0 &

Submitted Filings Dizplays all filings the current user has submitted and are pending review by

the court

Image: Edit Dashboard window

2. Click the checkboxes for the widgets you wish to see. To select all of the
widgets, click the check box in the header of the Widgets box.

3. Click Save.

What happens next? The selected widgets are added to your Home screen.

19
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Approved Filings Submitted Filings o
Court Case Number Filing Type Court Case Number Filing Type
Minnesota Office of  5678910-CP-4611  Claim Petition - Claim Minnesota Office of Answer - Answer
Administrative Petition Administrative
Hearings - Workers Hearings - Workers
Compensation Compensation
Minnesota Office of 1234567-CP-4597  Claim Pefition - Claim Minnesota Office of Claim Petition - Claim
Administrative Petition Administrative Petition
Hearings - Workers Hearings - Workers
Compensation Compensation
Minnesota Office of 1234567-CP-4597  Motion - Motion for
Administrative Consolidation
Hearings - Workers Proposed Order -
Compensation Proposed Order
1to 2 of 2 records 1to 3 of 3 records
Recently Filed Cases
Court Case Number Case Short Title
Minnesota Office of 5673910-CP-4611  Ivy Schmit,
Administrative Employee. ~
Hearings - Workers
Compensation V.
PETCO,
Employer.
and
Travelers,
Insurer.
and
) v
Mntervenarl
1to 3 of 3 records
Image: Home screen — Widgets added
4. To rearrange your widgets, click and drag the header of any widget to a
new location on the screen.
5. To remove widgets from your home screen, again click the Configure
icon.
6. Uncheck the boxes for widgets that you want to remove from the Home
screen.

7. Click Save.

What happens next? The selected widgets are removed from your Home

screen.

F. Notifications

OAH Notices and Orders are always sent via email regardless of the notification

preference chosen in the eFiling system. System notifications only relate to your own
filing submissions and electronic service from other parties. You receive notifications
from the eFiling system when:

o You receive electronic service from other parties;

° You submit a filing;

Updated 8/14/2018
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o OAH accepts your filing.
You can choose between three ways to receive notifications:
o Via email sent to the email address(es) listed in your registration;

o In the eFiling application only (not recommended unless you will log in
at least once per day to check for new notifications);

. Both via email and in the eFiling application (selected by default upon
registration).

If you choose to receive notifications via email, you will receive an email from OAH with
a direct link to the filed document. When other parties serve you electronically, you must
log in to the eFiling system to view the document.

C-Track E-Filing

This is a notice to inform you that you have been served with the following:

Filing: Motion - Motion for Consolidation

Case Number: 1234567-CP-4597

Case Title: John Smith, Employee. v. Walmart, Employer. and Travelers, Insurer. and
[[Intervenor]], Intervencr.

Filing Party: DLI; Joe's Chiropractor

Reference 221519843746747

Number:

You can view this filing here.

Image: Example email notification

If you choose to receive eFiling application notifications only, you will not receive an email
notice from OAH. You will only be notified of new filings via the Notifications icon in the
eFiling system. For_this reason, OAH does not recommend selecting this option
unless the user will log in at least once per day to check for new notifications. To
view notifications in eFiling:

Click the Notification icon.
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C-TRACK E-FILING et o O Momeon & Hager FA

Home |
Approved Filings Submitted Filings o
Court Case Number Filing Type Court Case Number Filing Type
Minnesota Office of S678910-CP-4611 Claim Petition - Claim Minnesota Office of Answer - Answer

Image: Home screen - Notifications

What happens next? The Notifications quick view window is exposed.

Case Search

C-Track E-FiLinG Kendra Schmit » @ =

Create Filing
Filings » Unread Notifications Display All

Matter No. 3456789 filing(s) [REF: 221520620257796] have been = ﬁ
submitted on 03-09-2018 12:30 PM

C-Track™ E-Filing, developed 4
(s) [REF: 221520619785095] have been submitted on 03-09-
201812:23 PM

2 days ago

Matter No. 3456789 filing(s) [REF: 221520612429658] have been
submitted on 03-09-2018 10:20 AM
2 days ago

Filing(s) [REF: 221520612041819] have been submitted on 03-09-
2018 10:14 AM
2 days ago

Case No. 4545454-MR-725 filing(s) [REF: 211520608366342] have
been accepted by the Clerk on 03-09-2018 09:14 AM.

2 days ago

Filing(s) [REF: 211520608366342] have been submitted on 03-09-
2018 09:12 AN

AM

Case No. 4545454-CP-4612 filing(s) [REF: 211520606293972] have
been accepted by the Clerk on 03-09-2018 08:39 AM.

3 days ago

Case No. 4545454-CP-4612 filing(s) [REF: 2115206062935972] have
I8 bonitbecd 02 N0 IN49 0 =] ¥

Show More View All

Image: Home screen - Notifications quick view window

2. Click on any notification in the list to view it in detail. Click View All to view
all your notifications on a new page.

What happens next? The Notifications screen appears.
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Case Search

C-TRACK E-FILING e oo Momcon & Heger PA

Create Filing

Filings
My Maiters

Nofifications ? ¥

NOTIFICATION INFORMATION

E[o{:l'_r:t:ﬂtion Date E To m Subject

Status* Al v Sender
NOTIFICATIONS

W Date ~ From Subject

D 03-08-2018 Migration Filing Submission

] 03-07-2018 Migration Filing Submission

[0 03-06-2018 Migration Filing Approval - Case No. 6464648-239-356

] 03-08-2018 Migration Filing Submission - Case MNo. 6464648-239-356

] 03-08-2018 Migration Filing Approval - Case No. 5678910-CP-4611

D 03-06-2015 Migration Filing Submission

D 03-05-2018 Migration Filing Approval - Case No. 3535353-CP-4607

D 03-05-2018 Migration Filing Submission - Case No. 3535353-CP-4607

D 03-01-2018 Migration Mew Legal Organization User Approved

D 02-28-2018 Migration Filing Submission - Case MNo. 739876-CP-45090

D 02-28-2018 Migration Filing Submission - Case Mo. 24680-CP-4602

D 02-28-2018 Migration Filing Submission - Case No. 1234567-CP-4597

Image: Notifications screen

By default, the screen displays all notifications with a status of Unread. You can search
notifications by Date, Subject, Status and From.

3. Click any header in the Notifications table to sort the information in
ascending / descending order:

J Date column —the date the system sent the notification to you
o From column —the name of the sender
o Subject column — a description of the notification; includes a case

number if one exists for the filing

4. Click any notification to view more details. Click on the details to open the
relevant Filing Summary.

o Use the Checkbox Column to select specific notifications to mark
as read or unread. Use the checkbox in the table header to select
all notifications to mark as read or unread

o Mark Read button — marks the selected notifications as Read and
reduces the Notification icon number displayed at the top of all
eFiling screens.
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. Mark Unread button — marks the selected notifications as Unread
and increases the Notification icon number displayed at the top of
all eFiling screens

iii. Select Notification Preference
1. Click your name in the upper-right corner of the eFiling application.
2. Click My Account.
3. Make your selection from the Notification Type dropdown menu.

4. If you opt to receive notifications in the eFiling application only, you
should log in at least once per day to check for new notifications.
OAH recommends selecting both email and eFiling notifications to ensure
that no service is missed.

5. Click save.

G. Reset Password

1. Should you forget your password, click the Forgot Password? link on the
eFiling Login screen.

C-TRACK E-FILING

Username
Password

Forgot Password?

COSer o an Criler
E-Filing Terms & Conditions

C-Track™ E-Filing, developed by Thomson Reuters Court
Management Solutions

Image: Login screen — Forgot Password Link

What happens next? The Forgot Password Information message and
Password Reset Request page appear.

24
Updated 8/14/2018



C-TRACK E-FILING

o Forgot Password?

Please enter your e-mail address used to sign up for the account and an e-mail will be sent to you containing further instructions to reset your password.

Password Reset Request

E-mail

Request New Password|

C-Track™ E-Filing, developed by Thomson Reuters Court Management Solutions

Image: Password Reset Request page

2. Enter the email address you provided on the Registration form.
3. Click Request New Password.
4. An email is sent to the email account on file. Follow the instructions in the

email to reset your password.

1. Update Contact Information and Service Email
Address

Contact information can be updated in the eFiling system. Each user controls the email
address(es) that receive electronic service.

A. Notify OAH (for Notices and Orders)

If your contact information changes at any time, you must notify OAH of the change in
addition to taking the steps shown below. Updating your information in the eFiling

system does not also update your contact information in OAH’s files — so please
remember to tell us directly via email to OAH.WCeFiling@state.mn.us. Thanks!

B. Update Name or Mailing Address
1. Notify OAH of the changed information as described above.
2. Click your name in the upper-right corner of the eFiling application.
3. Click My Account.
4, Update information as necessary.

5. Click Save.
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C. Change or Add a Service Email Address (for eService
from other parties)

Adding additional email addresses in the eFiling system does not also update your
email addresses in_ OAH'’s files. Please notify OAH which email addresses should
receive copies of OAH Notices and Orders, via email to OAH.WCeFiling@state.mn.us.

Click your name in the upper-right corner of the eFiling application.
Click My Account. The User Administration screen appears.

To change your email address, edit the information in the Primary Email
box.

To add an additional service email, click Add Contact. Select email from
the dropdown menu that appears, and type the additional email address.

CONTACT
Primary E-mail* kendra.schmit@state.mn.us
Email ﬂ support@state. mn.us
Email v | eservice@state mn.ug| x

Add Contact

Image: Additional Email Address in My Account screen

Click Save.

If you are part of a legal organization (such as a law firm or government agency), your
service email address must also be updated on the legal organization level.

From the My Account/User Administration screen, click Associated
Legal Organizations.

Click on your email address in the “Legal Organization Association”
section of the page.
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Manage Associated Legal Orgamzations 78

USER DETAILS

User Name kschmit Name Kendra Schmit
Primary E-mail kendra_ schmit@state. mn.us Attorney Bar ID

LEGAL ORGANIZATION ASSOCIATION
Legal Organization Name Support Staff

Schmit Law Attorney kendra.schmit@state. mn.us jApproved View/Edit

Add Legal Organization

Image: Manage Associated Legal Organizations screen

What happens next? The User-Legal Organization Details screen appears.

User-Legal Organization Details

USER-LEGAL ORGANIZATION DETAILS

Active v
Role Attormey v

Service E-Mail* I kendra schmit@state mn.us

Add Another

" sove ] emove | “Concel

Image: User-Legal Organization Details Screen

3. To change your service email address, edit the email address in the
Service Email box.

4. To add an additional email to receive service, click Add Another. Type
the additional email address into the box that appears. To remove the
additional email, click the grey X.

5. Click Save.
V. Case Numbers and Case Search

A. Case Numbers = WID + Dispute Codes + Random#

The design of the new system requires that OAH assign a case number to all filings.
Building upon the WID, OAH has tried to make the case number identifier as intuitive as
possible. Each case number is made up of three components:
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Dispute Random

Type Code Number

Example: Case No. 12345678-CP-98765
WID = 12345678 + Dispute Type Code (CP = Claim Petition) + Random Number

The system will generate the random number. You will need to know the employee’s
WID and the dispute type to which your filing relates in order to eFile a new case.
Below is a list of the dispute types and their associated dispute type codes:

Dispute Type Dispute Type Code
239 Request 239
Asbestos ASB
Claim Petition CP
Mediation MDT
Medical/Rehabilitation request MR
Objection to Penalty Assessment OPA
Other OTH
Petition for Contribution or PCR
Reimbursement

Petition for Temporary Order TO
Wage Benefits Discontinuance DISC

> NOTE: Because the new system has to assign a case number to
each filed matter, every dispute type involving the same
employee, employer and date(s) of injury is a different case with
a different case number. For example, a 239 dispute and a Claim
Petition involving the same parties and date(s) of injury will constitute
two cases: 1234567-239-98765 and 1234567-CP-43210. You will
know they are related because they share the same WID. You
can find both cases by searching with the WID.

B. Case View
After you have been identified as a party or attorney to a specific case, you can see:

. A list of parties and attorneys
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o A list of docket entries and related documents filed at OAH
. Any Notices or Orders issued by OAH
o The name of the block assigned judge

o The date, time and location of the next scheduled proceeding before a
Workers’ Compensation Judge

o The case number, case title, and case type

All existing disputes that were open and pending at OAH as of March 26, 2018 are
available to view in the eFiling system. If a dispute was closed prior to March 26, 2018,
it is not available to view in eFiling.

If no party has identified you as a party to the case, you will not have access to view the
case or find the case number in eFiling. In this circumstance, you should contact the
other parties to obtain the case number.

C. Prepareto Search

Before searching for a case, always ensure that the following steps have been
completed:
1. Log into the attorney’s or authorized support staff’'s eFiling account (see
page 61 of the user guide for instructions on authorizing support staff)

2. If the attorney’s firm name is not displayed below their name, complete
these steps to switch to the law firm view:
a. Click Switch Association.
.
o e B = =
User Account

My Account Cirl+\_ A

My Organizations Ctrl+1, 0

C-Track™ E-Filing, developed by Thomson B Switch Association Cid+\,U
My Subscriptions Cirl+\ 5
Logout Cirl+\, L

Image: Switch Association link

b. Select the legal organization from the Legal Organization
dropdown menu.
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Select Association

ASSOCIATIONS ~

Legal Organization Personal Account
Aafedt, Ford, Gray, Monson & Hager PA

Image: Legal Organization Association dropdown menu
C. Click Save.

3. Click Case Search in the left navigation.
D. Get aComplete List of Your Cases

1. On the Case Search screen, select Minnesota Office of Administrative
Hearings — Workers’ Compensation from the Court dropdown.

2. Leave the rest of the page blank.

3. Click Search.
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M OAH eFLNG

E-Filing Case Search

COURT SELECTION

Court* Minnesota Office of Adminisirative He. ..

CASE INFORMATION
Case Number
Case Category
Case Type v
Filed Date From

PARTY/ATTORNEY INFORMATION

Name Contains
First Name
Middle Name

Last Name

ADDITIONAL INFORMATION
Proposed
Mediation Dates

Requested Hearing
Location

Date of Injury

m

1. Enter the WID in the Case Number field.

@to

2. Click Search.
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Case Title
Case Status
Case Subtype
Exclude Closed

Type

Role

Proposed
Mediation Judge

Date of NOID

C-Track™ E-Filing, developed by Thomson Reuters Court Management Sclutions

Image: Search for a list of all your own cases
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Search for a specific case with the WID number:
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M OAH eFiLnG Efie User v gn Jm

E-Riling|Case Search |

COURT SELECTION

Court* Minnesota Office of Administrative He... w

CASE INFORMATION

Case Number 1234567 Case Title

Case Category v Case Status v
Case Type v Case Subtype v

Filed Date From E to @ Exclude Closed

PARTY/ATTORNEY INFORMATION

MName Contains

First Name Type v
Middle Name Role v
Last Name

ADDITIONAL INFORMATION

Proposed Proposed

Mediation Dates Mediation Judge

Requested Date of NOID E
Hearing Location

Date of Injury E

C-Track™ E-Filing, developed by Thomson Reuters Court Management Solutions

Image: Search for a case by WID

F. Search for a specific case with a party or attorney’s
name:

1. Enter the party or attorney’s last name in the Name Contains field.

2. Click Search.
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E-Filing Case Search

COURT SELECTION

L
.

Court* Minnesota Office of Administrative He...  w

CASE INFORMATION
Case Number
Case Category
Case Type v
Filed Date From

PARTYI/ATTORNEY INFORMATION

Name Contains Johnson

First Name
Middle Name

Last Name

ADDITIONAL INFORMATION
Proposed
Mediation Dates

Requested Hearing
Location

Date of Injury

Case Title
v Case Status v

Case Subtype v

Elto = Exclude Closed

Type v

Role v

Proposed
Mediation Judge

Date of NOID

C-Track™ E-Filing, developed by Thomson Reuters Court Management Solutions

Image: Search by party or attorney name

V. eFile a New Case

Before you begin to eFile a new case, make sure you have the following information

handy:

. Names, addresses and contact information for the employee, employer
and insurer and any attorneys

. The employee’s WID

o] Call DLI to obtain the WID if you do not have it. DLI's workers’
compensation file review office can be reached at 651-284-5200;
toll-free: 800-342-5354; and TTY: 651-297-4198.

. The relevant Dispute Type

. The relevant Date(s) of Injury

. The document(s) you wish to eFile, in Microsoft Word or PDF format

Updated 8/14/2018
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A. Enter Case and Filing Information

1. From the home screen, click Create Filing from the left menu.

What happens next? The Create Filing screen appears.

Case Search

C-TRACK E-FILING f:f:g:.-?:o%z,hga'; Monson & Hager PA = '2 !

Filings
My Matters

CreatelFiling k|

COURT SELECTION
Court* Select a Court 7

Filing Category*

C-Track™ E-Filing, developed by Thomson Reuters Court Management Solutions

Image: Create Filing button and screen

2. Select a Court. For now, the only option is Minnesota Office of
Administrative Hearings — Workers’ Compensation.

3. Select New Case from the Filing Category dropdown.
What happens next? A second section, New Case, is added to the screen.

:
—— C-TRACK E-FILING A, o, G e e

i~ -
Create Filing Asafedt, Ford, Gray, Monson & Hager PA

Filings »
Create Eling ? 8

My Matters
COURT SELECTION

Court* Minnesota Office of Administrative He...
Filing Category* New Case
NEW CASE

Law Firm Number

Case Category* Worker's Compensation| v |
Case Type*
239 Request
Case Subtype* Mbes‘gs
Claim Petition
Document Type* Mediation
Document Subtype* Medical/Rehabilitation Request
Objection to Penalty Assessment
Other
Petition for Contribution or Reimbursement
Petition for Temporary Order m

‘Wage Benefits Discontinuance

C-Track™ E-Filing, developed by Thomson Reuters Court Management Solutions

Image: New Case section — Case Type dropdown exposed
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If you are associated with an organization and want to be able to search
your cases by your internal file numbers, enter a Law Firm Number. This
field is optional and only for internal use within your Legal Organization.

The Case Category field will prefill with Workers” Compensation. As
OAH adds other divisions to the eFiling system over time, you may need
to make a selection here.

Select a Case Type. This field represents the type of dispute you are
creating.

If necessary, select a Case Subtype. Some Case Types only have one
option for Case Subtype. If you choose one of those Case Types, the
Case Subtype field will prefill. If the field prefills, you do not have to do
anything.

Select Document Type. This field represents the specific type of
document you are filing with OAH. This field may prefill based on the Case
Type you select. If the field prefills, you do not have to do anything.

If necessary, select Document Subtype. Some Document Types only
have one option for Document Subtype. If you choose one of those
Document Types, the Document Subtype field will prefill. If the field
prefills, you do not have to do anything.

Click Next.

> NOTE: Once you leave the Create Filing screen, the filing is
automatically saved in Draft status. If you navigate to any other
screen in the eFile application before you complete this filing, the
filing can be found in Filings > Draft in the left navigation.

The Filing Information section appears below the left

navigation menu and the Filing Progress Indicator appears below the top
eFiling banner. The Party Information indicator is highlighted and the Party
Information screen appears.
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Case Search Kendra Schmit

Create Filing C'TRACK E'F"—I NG Asfedt, Ford, Gray, Monson & Hager PA T

Filings
My Matters FILING PROGRESS

= Filing Information

Party Information Filing Information Upload Document Service Information

Filing Summary

Court Minnesota Office of Baniyinormation

Administrative

Hearings - Workers PARTIES
Compensation Name Type WID Role Attorney(s) Address Interpreter Security or ADA
Class Worker's Mo records were found.
Compensation - Claim Add Party
Petition - Claim
Petition m

Type Agreement -
Agreement to IME

- ™ E_Fili .
Extension C-Track™ E-Filing, developed by Thomson Reuters Court Management Solutions

e v

Image: Filing Progress— Party Information screen

> NOTE: Each element of the Filing Progress Indicator is a link to the
corresponding screen. You are not required to complete the screens
in any particular order, but the Filing Progress is organized logically
to help you enter all required information for a filing.

B. Enter Parties and Attorneys

When eFiling a new case, you must enter at least 3 parties: the employee, employer,
and insurer. If you don’t know the names and addresses of the employer, employee and
insurer, you must locate that information prior to filing. It is the filer’s responsibility to notify
OAH of all known parties to the case.

> NOTE: Because you have to enter information for three parties when
filing a new case, you will need to take the following steps three
times — once for each party. If there are more than three parties,
please do the steps whatever number of times is necessary to enter
all parties of which you are aware.

I Add Parties
1. Click Add Party at the bottom left of the screen.

What happens next? The Party Information window appears. This window

expands with additional information based upon your selections in the Role and
Type dropdowns.
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ADD PARTY
Role* Type*
Attorney
ADDITIONAL PARTY INFORMATION
Interpreter Security or ADA [
ADDRESS INFORMATION
Address 1= City
Address 2 Country* United States
Address 3 States Minnesota
Zip

Add Contact

Image: Party Information window
2. Select the Role for the party you are adding.

3. From the Type dropdown, select Person if the party is an individual, or
Organization if the party is a business or agency.

4. From the Attorney dropdown, select Attorney if the party you just
selected above is represented by an attorney and you know the identity of
the attorney. If you know that the party does not have an attorney, select
Self-Represented. If you do not know, do not make a selection.

> NOTE: Itis critical that you identify each party’s attorney if you can.
As soon as an attorney is identified in the system, that attorney will
have electronic access to the case and be able to eFile and eServe.
If you don’t identify the attorney, the system will not know that
information and so access cannot be granted. In that case, you
won’t receive eService from that attorney but will instead continue
to receive mailed or other types of service. So — please include all
attorneys representing parties that you've identifed in your filings —
just as soon as you have that information.

5. Complete the required fields:

a. Name. If you selected Person from the Type dropdown, you must provide
a first and last name. Middle name or initial is optional. If you selected
Organization from the Type dropdown, you must provide an organization
name.
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b. WID. If you selected Employee from the Role dropdown, you must
provide the Employee’s Workers’ ID (WID) number. If you do not have the
WID number, call the Department of Labor and Industry at 651-284-5200

to get it.
C. Address. You must provide a mailing address.
6. If necessary, complete the optional Additional Party Information fields:
a. If the party requires an Interpreter, choose the requested language from

the Interpreter dropdown.

b. If the party requires security or a reasonable accessibility accommodation,
check the Security or ADA checkbox.

7. Enter a primary phone number for the party.

8. Enter an email address for the party.

Party Information

Address 1* City

Address 2 Country* United States
Address 3 States Minnesota
Zip

fCONTACT INFORMATION

Type* Primary Phone Contact*

CONTACT INFORMATION

Type* Email Contact*

Add Alias

Image: Contact Information section of Party Information screen

> NOTE: The system indicates (red asterisk) that the email and primary
phone fields are required. While OAH urges you to include an email
address if you have it so that notice to parties can be accomplished
electronically rather than by mail, we recognize that you will not
always have contact information for all parties. To avoid the system
requiring you to supply information you do not have, you can click
the grey X on the far right corner of the Contact Information box to
remove the box altogether.
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Party Information

Address 1% City -
Address 2 Country* United States
Address 3 State~ Minnesota
Zip

fCONTACT INFORMATION ~ )
Type* Primary Phone Contact* b4

CONTACT INFORMATION ~
Type* Email Contact ¥

Add Alias

Image: Grey X to Remove Contact Information

9. If you want to add other contact information (secondary email, cell phone
number, etc.), click Add Contact.

Party Information X

ADD PARTY ~

Role®

Attorney v

ADDITIONAL PARTY INFORMATION ~

Interpreter

ADDRESS INFORMATION ~

Address 1+

Address 2

Address 3

Zip

CONTACT INFORMATION ~

Type* Email v Contact

CONTACT INFORMATION ~

Type* Primary Phone v Contact

Add Contact

Type* v

Security or ADA ||

City»
Country= United States v
Stater Minnesota r

Image: Add Contact link
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10.  Click Add Alias if the party is a company doing business under another
name or has another type of alias. Select the appropriate Alias Type from
the dropdown menu and enter the party’s alias in the Name/Organization
box.

CONTACT INFORMATION ~

Type* Email v Contact*

CONTACT INFORMATION ~

Type* Primary Phone v Contact

Add Contact

ALIAS INFORMATION ~

Alias Type* MName/Crganization*

Add Alias

Image: Alias Information added
ii. Add Attorneys

When filing a new case, you should add all attorneys for (at least) the three parties
identified. You must also add yourself, if you are a party’s attorney. Do_not _enter
attorneys as separate parties.

1. If you selected Attorney from the Attorney dropdown described above, an
Attorney section was added to the bottom of the Party Information
screen. To add an attorney for the party, click the Add Attorney/Law
Firm link.

What happens next? The Attorney Search window appears.
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Attorney Search

TYPE

Attorney or Law Firm

NAME

First Name Middle Name
Last Name#~ Bar ID~

Image: Attorney Search window

2. Clicking the Add Self button adds the logged-in user as the selected

party’s attorney (if a support staff user is filing on behalf of an attorney, the
attorney’s name will populate).

3. Click Add Self.

> NOTE: The Add Self button will only appear on the Attorney Search
window if the user has a Bar ID number associated with his or her
account. If the Add Self button does not appear, search for your own
name. If no results appear, click Add Attorney/Law Firm and
complete the Add New Attorney form that appears. After your filing
is completed, go to the User Administration screen and add your Bar
ID number.

Attorney Search x

TYPE

Attorney or Law Firm Attorney

NAME

First Name Middle Name
Last Name» | Bar ID~

Csearcn- ] oo

Image: Add Self button on Attorney Search window
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4. To add an attorney other than the logged-in user, use the Attorney
Search window to search for a specific attorney or a law firm. Select the
type of search you wish to perform from the Type dropdown menu. Enter
the last name of the attorney or the law firm name. Click Search.

What happens next? The search will return a list of attorneys that match the
name you typed.

Attorney Search

TYPE

Attorney or Law Firm Attorney

NAME

First Name Middle Name

Last Name*  5mith % Bar DA

Add Self m Add Attorney/Law Firm

SEARCH RESULTS
Name = BariD  Address Role E-File Registered User

GOLDSMITH, NEIL 5 0391906 Representer

SMITH, ALICIA 0395672 Representer

SMITH, ANDREA C 0387923 Representer

Image: Attorney Search — Search Results window

5. If the search returns the attorney or law firm you want, click on the name
of the attorney or law firm you want.

What happens next? The system adds the selected attorney or law firm to
the case as representing the party you entered at the top of the screen.
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Party Information

ADDITIONAL PARTY INFORMATION
Interpreter Security or ADA [ ]

ADDRESS INFORMATION

Address 1* City
Address 2 Country=* United States
Address 3 State~ Minnesota
Zip

ATTORNEY

Attorney(s)* SMITH, ALICIA I
irm

Image: Party Information screen — attorney added

> NOTE: If the search brings up the attorney or law firm and you add
it, the system automatically adds the attorney’s email and contact
information into the case (from the existing system database). The
filer does not need to add any contact information; it will already be
added though you will not see it on this screen.

6. If necessary, you can remove the selected attorney by clicking the grey X
to the right of the attorney’s name.

7. If the search does not return the attorney or law firm you want, click on
Add Attorney/Law Firm in the Attorney Search screen.

What happens next? The Add New Attorney screen appears.
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AddlNew Attorney

ATTORNEY OR LAW FIRM

Attorney or Law Firm Attorney
Bar ID

ATTORNEY/LAW FIRM NAME
Last Name=*

First Name

Middle Name

ATTORNEY/LAW FIRM ADDRESS
Address Line 1*
Address Line 2
Address Line 3

Image: Add New Attorney window

If necessary, you can remove the attorney by clicking the grey X to the right of the
attorney’s name.

8. Click Save.

What happens next? The party and attorney, if applicable, appears on the
Party Information screen.

Case Search

C-Track E-FiLnG Kendra Schmit » @
Create Filing
Filings » FILING PROGRESS Party Information Filing Information Upload Document Service Information Filing Summary
* Filing Information =
Party Information ? B
Court Minnesota Office of
Adml_nlstratlve PARTIES
Hearings - Workers -
Compensation Name Type WwID Role Attorney(s) Address Interpreter Security or ADA
Class Worker's Doe Jane Person 1234567 Employee ALICIA SMITH 18 %3Frgzlmh 1Sr~}
Compensation - -
Petition for Temporary 1101 of 1 records
Order - Petition for Add Party
Temporary Order
Type Other - Health Care m
Provider IME

C-Track™ E-Filing, developed by Themson Reuters Court Management Sclutions

Image: Party Information screen — Party added

> NOTE: You must repeat all the Add Party and Attorney steps for
each party you are adding to the case.

9. Click Next.
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C. Complete Filing Information

The Filing Information indicator is highlighted and the Filing Information screen
appears.

Case Search

Kendra Schmit
Create Filing C_T RACK E_FI LING Asfedt, Ford, Gray, Monson & Hager PA  ~
Filings
e FILING PROGRESS Party Information Filing Information Upload Document Service Information Filing Summary
ly Matters

> Eiling Information saling I tormation |
Court MInn_e@la Qfﬁce of DETAILS

Administrative

Hearings - Workers Comments

Compensation
Class Worker's

Compensation - Claim Statutorily O

Petition - Claim Expedited

Petition
Type Claim Petition - Claim ADDITIONAL INFORMATION

Petition .

Requested St Paul Date of Injury* 01-08-2016 EI X

Hearing Location® Add Another

FILER INFORMATION

Filed on Behalfof

[  Target
[l vy Schmit
[0  Travelers
Other Filed on
Behalf of~

C-Track™ E-Filing, developed by Thomson Reuters Court Management Solutions

Image: Filing Information screen

1. Check Statutorily Expedited if applicable law requires that the matter be
expedited.

2. Add the Date of Injury, by either selecting a date from the adjacent
calendar or by typing the date in this format: MM-DD-YYYY. Click Add
Another to enter multiple dates of injury.

> NOTE: Date of Injury is a required field. You must add it in order to
proceed.

3. Add a Requested Hearing Location. Most often you will type in St. Paul
or Duluth, but you may also request other locations. (The issued notice will
inform you of the location set for any scheduled proceeding.)

4. Additional fields may appear under Additional Information depending on
the selected Case Type selected. Complete any fields that are marked
with a red asterisk.
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5. Under Filer Information, click the checkbox(es) next to the party(ies) for
whom you are filing.

6. Click Next.
D. Upload Documents
The Upload Document screen has a single section. It will allow you to upload Microsoft

Word and PDF files (25 megabyte limit) as well as audio and video files (1 gigabyte
limit) when used as exhibits.

> NOTE: OAH prefers that documents be submitted in Word format. If
you upload PDF files, OAH prefers that documents be created in a
word processing application, and then saved as a PDF file before
eFiling. This process allows OAH to annotate filed documents. You
should not print documents on paper and scan them as PDF files
unless doing so is necessary to prepare the documents for eFiling,
as this process does not allow for annotation. Most word processing
programs can convert documents to PDF files through a “save as”
functionality, and free PDF conversion software is available online.

C-TRACK E_FI LING f:f:g:?:osvg,hga'i Monson & Hager PA Y '2 H

Create Filing
Filings »

e FILING PROGRESS Party Information Filing Information Upload Document Service Information Filing Summary
_ atters
Vel Lusunznt 2 8
Court Mlnn_egola Qfﬁce of DOCUMENT

Administrative

Hearings - Workers Name Claim Petition - Claim Pefition File* Claim Petition.pdf Replace

Compensation

Comments

Class Worker's

Compensation - Claim

Petition - Claim

Petition Add Another
Type Claim Petition - Claim

C-Track™ E-Filing, developed by Thomson Reuters Court Management Solutions

Image: Upload Document screen

1. Click Browse or Choose File. (This button language changes based on
the Internet browser used). The name of the document to be uploaded is
pre-populated based on the Filing Type and Filing Subtype you selected.

2. A browser window opens to allow you to navigate to a file on your
personal computer that you want to upload.

3. Select the file you want to upload.
4. Click Open.
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What happens next? You return to the Upload Document screen. The
document title appears to the right of the Browse/Choose File button.

5. If necessary due to the file size limits, click Add Another to upload
multiple parts of the same document. Do not use Add Another to submit
multiple filings at once.

6. Click Next.
E. Review Filing Summary

The Filing Summary screen shows all information entered on the previous eFiling
screens.

Filings >
FILING PROGRESS Party Information Filing Information Upload Document Service Information Filing Summary

My Matters
“inginiommeson WFgsmmay . 2y]
e b i CASE DETAILS

Ad ve

2 Court Minnesota Office of Administrative Hearings - Workers Compensation
Case Category Worker's Compensation

Class Workers Case Type Claim Pefition

Compensatian - Cisim Case Subtype Claim Pefition

Pefition - Claim

Pefition
Type (Cisim Peiton - Claim FILING INFORMATION
Petition Tracking Number 10072 Type Claim Petition - Claim Petition
Filed on Behalf of Iy Schmit DOther Filed on Behalf of
Statutorily Expedited

ADDITIONAL INFORMATION
Requested Hearing St Paul Date of Injury M-08-2018
Location

PARTY INFORMATION

Name Type wiD Role Address Attorney|s) Interpreter “?f;'f:f‘;"

Targst Organization Empioyer 123 Main St Katie J. Lin
Minneapolls MN 55101

vy Schmit Person 451582638 Empioyee 234 First 5t Kendra schmit
Minneapolis MN 55101
Travelers Crganization mEwrer 345 Second St Katie J. Lin
Minneapolis MN 55101
DOCUMENTS
Name Request Confidential Confidential Reason Exclude from eService

Ciaim Petition - Clalm Peiian

]

ELECTRONIC SERVICE RECIPIENTS
Name Role Representing Address Service Method
NG records Were faund.

CONVENTIONAL SERVICE RECIFIENTS

Name Role Representing Address Service Method Service Date
Kate J. Lin Attomey Target (Emgpioyer) 600 N Robert 5t Conventional 03-08-2013
Travelers (Insurer) Salnt Paul 55164

Kendra Schmit Attorney vy Schmit (Empioyee) 600 Robert StN Conventianal 03-08-2013
St Paul MN 55104

Image: Filing Summary screen
1. Review all the information on the screen in detail before proceeding.
2. If necessary, you can edit information in two ways:

a. Click the relevant link in the Filing Progress bar at the top of the screen
to navigate back to that particular screen

OR
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b. Click Edit Filing at the bottom of the Filing Summary screen to navigate
back to the beginning of the Filing Progress — the Party Information
screen.

If necessary, click Add Additional Filing to add a separate filing that
belongs to the same case. Additional filings appear as separate Docket
Entries on the case.

If you wish to remove the filing, click Delete This Filing at the bottom of
the screen to move the filing to the Draft queue. You can completely
delete the filing from the Draft Filings Queue by clicking Filings > Draft in
the left navigation.

If necessary, review the information in the Errors section at the top of the
screen. You must resolve any errors before proceeding.

> NOTE: The Case Number will be blank for initiating filings, as the
case number is not assigned until OAH accepts your filing. When
OAH accepts your filing, you will receive email confirmation,
including the case number.

F. Add Additional Filing (Optional)

An additional filing is a separate document that belongs to the same case and is related
to your primary filing. Additional filings appear as separate Docket Entries on the case. If
you are submitting a Proposed Order with your filing, it should be uploaded in Word
format (not PDF) as an Additional Filing using the Proposed Order document type.
Do not combine a Proposed Order or Award on Stipulation as part of the underlying
Motion or Stipulation. You may file any document type as an Additional Filing. This
example shows how to file a Proposed Order as an Additional Filing.

From the Filing Summary screen, click Add Additional Filing.
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Filing Surmenaty N
ASE DETARLS

Case Category Vi Cenmpaatior
Cann Type Clmm Padited
Cate Subtyps ) Pty

FRLING BN OHMEA T IO

Filed on Baha of Adsmssnal o Updaied
ComtacLParty indormaton
Cithuer Filed on Bishalf of Statutorsy Expedited

& as Sercunify
WD e AorTee ) [Pl P o ALA,

Represembng Spevicn Method

Representing

Addires [ Service Clate

e 4L OPOH i Bl

Image: Filing Summary screen — Add Additional Filing button

2. The system automatically pre-fills the case information from your primary
filing. Choose the type of document you are filing from the Document Type
and Document Subtype dropdowns. Proposed Order — Award on
Stipulation is selected in this example. Note that the associated filing is
listed on the left side of the screen.

M OAH eFiLnG
[ Add AssociatedFifng

Case Search

Create Filing

Filings

Add Associated Filing
My Matters
~ Associated Filings (ERSHUEIICS
. ) i
Stipulation - Stipulation for Court Level Office of Administrative Hearings Case Category Workers' Compensation
Settlement Court Minnesota Office of Administrative Hearings - Workers' Case Type Claim Petition
Compensation
Case Number TTTTTT-CP-4737 Case Subtype Claim Petition

FILING INFORMATION

Filing Category Existing Case
Document Type* Proposed Order v
Document Subtype® Award on Stipulation v

Image: Add Associated Filing screen
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3. Complete the required information on the Filing Information, Upload
Document and Service Information screens for your associated filing, as
described in steps VI A-C above.

G. Add Filing to Cart and Submit

1. When you reach the Filing Summary screen, click Ready to File. If you

are submitting associated filings, clicking Ready to File will add all
associated filings to your cart.

What happens next? The Cart screen appears.

Case Search

C—TRACK E—FI LING Kendra Schmit

il - |_]
Create Filing Asfedt, Ford, Gray, Monson & Hager PA '2 w1

Filings
My Matters o Information

+ |f fees are owed, you will be directed to a page to make your payment.

Cart

]

SUMMARY

Number of Filings 1 Total $0.00
FILINGS
Court Case Law Firm Number Filing ltem(s) Documents Fees

Number
Minnesota Office of Administrative Hearings - Workers Claim Pefition - Claim 1 50.00 b 4
Compensation Petition
1to 1 of 1 records
By submitting the filing(s), you are agreeing to the E-Filing Terms & Conditions
Image: Cart screen
2. Review the information in the Filings section.

To remove a filing from the Cart, click the X at the far right of any line item. When you
remove a filing from the Cart, a Confirm window requires that you OK the removal. The

filing is moved to the Draft queue, found through Filings > Draft in the left navigation
menu.

3. Click Submit Filings.

What happens next? The Submission Confirmation screen appears. This

information can be accessed at any time from the left navigation menu via Filings >
Submitted.
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Case Search

Kendra Schmit
Create Filing C_TRACK E'FI LING Asfedt, Ford, Gray, Monson & HagerPA ¥ " -
Filings
My Matters o Information

+ Your electronic filings have been submitted for review and processing

Submission (Confinmation (aa |

DETAILS

E-File
Confirmation #

221520565074241 Submitted Date 03-08-2018 0911 PM

FILINGS

Case Law Firm Filing -

Number  Number Number ing )
Minnesota Office of Administrative Hearings - Workers 10072 Claim Petition - Claim 1
Compensafion Petition

C-Track™ E-Filing, developed by Thomson Reuters Court Management Scolutions

Image: Submission Confirmation screen

> NOTE: The Print button opens a separate browser window to save
or print a PDF of the Submission Confirmation.

Give yourself a gold star! You have successfully eFiled a new case.

What happens next? OAH processes the filing. You will be notified when the

filing has been accepted via email or in the eFiling application, based on the
Notification preference you selected in section Il, part G of this guide.

C-Track E-Filing

This is a notice to inform you that the filings filed in 1234567-CP-4557 have been accepted by the Clerk on
02-28-2018 09:10 AM. You can view this filing here.

Clerk's Comments:
REF: 221519830494080

Do not rezpond to this system-generated e-mail notification. For help with technical problems, p

adminiztrator.

o

aze contact the systemn

Image: Email Acceptance Notification
G. Electronic Service
Once your filing is accepted, any party that has opted in to the new OAH system will be

served electronically with the filing you submitted. When the filing is electronically
distributed, the party receives an email similar to the notification shown below, and can
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access the filed document(s) by clicking on the provided link. At this point, OAH staff will
send you an email notifying you which parties were eServed. You are responsible for
serving the remaining parties conventionally.

C-Track E-Filing

This is a notice to inform you that you have been served with the following:

Filing: Motion - Motion for Consolidation
Case Number: 1234567-CP-4597

John Smith, Employee. v. Walmart, Employer. and Travelers, Insurer. and

= [[Intervenor]], Intervenor.
Filing Party: DLI; Joe's Chircpractor
Reference

. 221519843748747
Number:

You can view this filing here.

Image: eService Notification Email to Served Party

Before you begin to create an eFiling on an existing case, make sure you have the
following information:

. Names, addresses and emails for all parties and their attorneys (if
applicable)
o The case number. (For information about the components that make up

the case number, please review section 1V, part A of this guide.)
o The document(s) you wish to eFile, in Microsoft Word or PDF format
A. Enter Case and Filing Information
From the home screen, click Create Filing from the left menu.

The Create Filing screen appears.
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Case Search

Kendra Schmit
C-TRACK E-FlLING A:fgd:?ﬁxg, g:ay Monson & Hager PA - '2' !

Filings

(createtk=limg
My Matters

COURT SELECTION
Court* Select a Court o

Filing Category* [+]

C-Track™ E-Filing, developed by Thomson Reuters Court Management Solutions

Image: Create Filing screen

2. Select a Court. For now, there is only one option (Minnesota Office of
Administrative Hearings — Workers Compensation).Select Existing Case
from the Filing Category dropdown.

3. Enter the Case Number.

4. Select the Document Type. This field represents the specific type of
document you are uploading.

5. Select Document Subtype. Some Document Types only have one option
for Document Subtype. If you choose one of those Document Types, the
Document Subtype field will prefill.

6. Click Next.

What happens next? The Filing Information screen appears.

B. Enter Filing Information and Updated or New Party Contact
Information

7. Check Statutorily Expedited if applicable law requires that your filing be

expedited.
8. Check a Filed on Behalf of check box in the Filer Information section.
a. If the party you are filing for is not listed, leave the check boxes blank and

type the party’s name in the Other Filed on Behalf of box.

9. If you are aware of any parties to the case that are not listed in the Filed
on Behalf of section of the page, type the party’s name, mailing address
and email address in the Additional or Updated Contact/Party
Information box. Additionally, type any updated contact information in this
box.
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FILING PROGRESS Filing Information Upload Document Service Information Filing Summary

Filing|Information ? 8
DETAILS
Additional or Updated New |ntervenar
Contact/Party Smith Chiropractor
Information jones{@joneschiropractor.com .

123 First St
Statutorily Expedited

FILER INFORMATION

Dougie Jones

White Lodge LLC

Health Partners Twin Peaks
MAYO CLINIC

DLI

Other Filed on Behalf  Smith Chiropractor
ofa

Image: Filing Information screen
10.  Click Next.

What happens next? The Upload Document screen appears. The name of

the document to be uploaded is pre-populated based on the Filing Type and
Filing Subtype you selected.

C. Upload Document(s)

The Upload Document screen has a single section. It will allow you to upload Microsoft
Word and PDF files (25 megabyte limit) as well as audio and video files (1 gigabyte
limit) when used as exhibits.

> NOTE: OAH prefers that documents be submitted in Word format. If
you upload PDF files, OAH prefers that documents be created in a
word processing application, and then saved as a PDF file before
eFiling. This process allows OAH to annotate filed documents. You
should not print documents on paper and scan them as PDF files
unless doing so is necessary to prepare the documents for eFiling,
as this process does not allow for annotation. Most word processing
programs can convert documents to PDF files through a “save as”
functionality, and free PDF conversion software is available online.
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Case Search

C-TRACK E-FILING f:gg:?:os'ghgﬂr; Monson & Hager PA ™ L

Create Filing

Filings
FILING PROGRESS Party Information Filing Information Upload Document Service Information Filing Summary
My Matters
Yot Lt 2 8
i ta Offi f
Court Inn_eso ! ce 0 DOCUMENT
Administrative
Hearings - Workers Name Claim Petition - Claim Petition File* Claim Pelition.pdf Replace
Compensation
Comments
Class Worker's
Compensation - Claim
Petition - Claim
Petition Add Another
Type Claim Petition - Claim
et RTEVIDSEY R

C-Track™ E-Filing, developed by Thomson Reulers Cour Management Solutions

Image: Upload Document screen

1. Click Browse or Choose File. (This button language changes based on
the Internet browser used). The name of the document to be uploaded is
pre-populated based on the Filing Type and Filing Subtype you selected.

2. A browser window opens to allow you to navigate to a file on your
personal computer that you want to upload.

3. Select the file you want to upload.
4. Click Open.

What happens next? You return to the Upload Document screen. The
document title appears to the right of the Browse/Choose File button.

5. If necessary due to the file size limits, click Add Another to upload
multiple parts of the same document. Do not use Add Another to submit
multiple filings at once.

0. Click Next.
D. Enter Service Information

The Service Information screen organizes parties based on their service method:

a. Electronic Service Recipients lists parties that have opted in to receive
eService. All Electronic Service Recipients will receive service via the
eFiling application. You do not need to serve Electronic Service Recipients.
The eFiling system will serve these recipients.

b. Conventional Service Recipients lists parties that have not opted in to
receive eService, and so must be served by mail, fax, personal service or
other means authorized by law. You are responsible for serving all
Conventional Service Recipients.
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o
> NOTE: Click the Apply to All icon ¥ that appears to the right of the
Service Method and Service Date fields to apply the data in those

fields to all recipients.

»  Click the [ Date Picker icon to access a calendar which lets you
select a month and day to populate the field.

1. Select Service Method for each party.

2. Enter a Service Date for Conventional Service Recipients.

3. Click Next.

FILING PROGRESS Filing Information Upload Document Service Information Filing Summary

Service Information ki |

ELECTRONIC SERVICE RECIPIENTS
Name Role Representing Address Service Method

Pogue, Kim Attorney Black Lodge LLC (Employer) Kim.poguei@state.mn.us Electronic v =

CONVENTIONAL SERVICE RECIPIENTS
Name Role Representing Address Service Method Service Date

Blue Cross Blue Shield Insurer Self-Represented 2000 Emerson Ave S Conventional v * 03222018 m:
Minneapolis 554058

DLl ou Self-Represented 443 Lafayetie Rd Conventional v 273
St Paul 55155 03-23-2013 m
OTHER SERVICE RECIPIENTS
Name Role Address Service Method Service Date
Mo records were found.

Add Other Recipients

Previous

C-Track™ E-Filing, developed by Thomson Reuters Court Management Scolufions

Image: Service Information screen
E. Review Filing Summary

What happens next? The Filing Summary screen appears. The Filing
Summary screen shows all information entered on the previous screens.
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Eiling Summary’ ?2 8

CASE DETAILS

Court Minnesota Office of Administrative Hearings - Workers' Compensation
Case Category Workers' Compensation

Case Type Claim Pefition

Case Subtype Claim Pefifion

FILING INFORMATION

Tracking Number 10038 Type Agreement - Agreement to IME Extension
Filed on Behalf of Additional or Updated

Contact/Party Information
Other Filed on Behalf of Statutorily Expedited

PARTY INFORMATION

Name Type WID Role Address Attorney(s) Interpreter Sxsliy
or ADA

Dougie Jones Person 838888 Employee 6000 Chicag Katie Lin

Minneapolis
Black Lodge LLC Organization Employer 7000 Dupont Ave Kim Pogue

Minneapolis MN
Blue Cross Blue Shield Organization insurer 5000 Emers: 5

Minneapolis MN 55408
DL Organization 443 Lafayette Rd

5t Paul 55155
DOCUMENTS
Agreement - Agreement to IME Extension
ELECTRONIC SERVICE RECIPIENTS
Name Role Representing Address Service Method
Kim Pogue Attorney Black Lodge LLC (Employer) kim.pogue@state.mn.us Electronic
CONVENTIONAL SERVICE RECIPIENTS
Name Role Representing Address Service Method Service Date
Blue Cross Blue Shield nsurer Self-Represented Gonventicnal 03-24-2018

A0G
DL Self-Represented Gonventicnal 03-24-2018
St Pau \I 55155

OTHER SERVICE RECIPIENTS
Name Role Address Service Method Service Date

Ma records were found

EditFiling || Add Additional Filing | Readyto File | Delete This Filing

Image: Filing Summary screen
1. Review all the information on the screen in detail before proceeding. If
necessary, you can edit information in two ways:

a. Click the relevant link in the Filing Progress bar at the top of the screen
to navigate to that particular screen

OR

b. Click Edit Filing at the bottom of the screen to navigate back to beginning
of the Filing Progress — the Party Information screen.

2. If you wish to remove the filing, click Delete This Filing at the bottom of the
screen to move the filing to the Draft queue. You can completely delete the
filing from the Draft Filings Queue by clicking Filings > Draft in the left

navigation.
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F. Add Additional Filing (Optional)

An additional filing is a separate document that belongs to the same case and is related
to your primary filing. Additional filings appear as separate Docket Entries on the case. If
you are submitting a Proposed Order with your filing, it should be uploaded in Word
format (not PDF) as an Additional Filing using the Proposed Order document type.
Do not combine a Proposed Order or Award on Stipulation as part of the underlying
Motion or Stipulation. You may file any document type as an Additional Filing. This
example shows how to file a Proposed Order as an Additional Filing.

1. From the Filing Summary screen, click Add Additional Filing.

Court

Cobé Caligarny
Casa Ty
Cate Subtyps
FRLING BT CHRMATION
Traciing Humbes X Type
Fibed on Bahad of Agsmsnal of Updales
Cege L Pty indidinaten
CHhat Fibed on Bishaltl of Statutoriy Expedited

HRMATION
Lecurily

WD Hole Aftornes(s) Inbepreter o aria

Addirss

Image: Filing Summary screen — Add Additional Filing button

2. The system automatically pre-fills the case information from your primary
filing. Choose the type of document you are filing from the Document Type
and Document Subtype dropdowns. Proposed Order — Award on
Stipulation is selected in this example. Note that the associated filing is
listed on the left side of the screen.
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Case Search

Creats Filing MY OAH eFiLnG

Filings
My Matters

Add Associated Filing

= Court Level Office of Administrative Hearings Case Category Workers' Compensation
Stipulation - Stipulation for
Settlement Court Minnesota Office of Administrative Hearings - Workers' Case Type Claim Petition
Compensation
Case Number TTTTT7-CP-4737 Case Subtype Claim Petition

FILING INFORMATION
Filing Category Existing Case
Document Type® Proposed Order ¥
Document Subtype® Award on Stipulation T

Image: Add Associated Filing screen

3. Complete the required information on the Filing Information, Upload
Document and Service Information screens for your associated filing, as
described in steps VI A-C above.

G. Add Filing to Cart and Submit
1. When you reach the Filing Summary screen, click Ready to File. If you
are submitting associated filings, clicking Ready to File will add all
associated filings to your cart.

What happens next? The Cart screen appears.

Case Search

RA Kendra Schmit
Create Filing C_T CK E_FI LI NG Asfedt, Ford, Gray, Monson & Hager FA ¥ 'z !1
Filings
My Matters o Information
+ [f fees are owed, you will be directed to a page to make your payment.
Cart |
SUMMARY
Mumber of Filings 1 Total $0.00
FILINGS
Case . -
Court Number Law Firm Number Filing ltem(s) Documents Fees
Minnesota Office of Administrative Hearings - Workers Claim Pefition - Claim 1 50.00 »
Compensation Petition

1to 1 of 1 records

By submitting the filing(s), you are agreeing to the E-Filing Terms & Conditions

Image: Cart screen
2. Review the information in the Filings section.

To remove a filing from the Cart, click the X at the far right of any line item. When you
remove a filing from the Cart, a Confirm window requires that you OK the removal. The
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filing is moved to the Draft queue, found through Filings > Draft in the left navigation
menu.

3. Click Submit Filings.

What happens next? The Submission Confirmation screen appears. This

information can be accessed at any time from the left navigation menu via Filings >
Submitted.

Case Search

Kendra Schmit
Create Filing C—TRACK E'FILING endra Schm '3 ,g

Asfed, Ford, Gray, Monson & HagerPA ¥

Filings
My Matters o Information

= Your electronic filings have been submitied for review and processing.

Submission Confinmation

DETAILS

E-File

Confirmation # 221520565074241 Submitted Date 03-08-2013 0911 PM

FILINGS
Filing
Number

Minnesota Office of Administrative Hearings - Workers 10072
Compensafion

Filing Item(s)

Claim Petition - Claim 1
Petition

C-Track™ E-Filing, developed by Thomson Reuters Court Management Sclutions

Image: Submission Confirmation screen

> NOTE: The Print button opens a separate browser window to save
or print a PDF of the Submission Confirmation.

You have successfully eFiled a document on an existing case. Yay you!!!

What happens next? OAH processes the filing. You will be notified that the

filing has been accepted via email or in the eFiling application, based on the
Notification preference you selected in section Il, part G of this guide.

C-Track E-Filing

This is a notice to inform you that the filings filed in 1234567-CP-4597 have been accepted by the Clerk on
02-25-2015 09:10 AM. You can view this filing here.

Clerk's Comments:

REF: 221519830494080

Image: Filing Acceptance Confirmation Email
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H. Electronic Service

Once your filing is submitted, any party that was listed as an electronic service recipient
is served electronically with your filing immediately. When the filing is eServed, the party
receives an email similar to the notification shown below, and can access the filed
document(s) by clicking on the provided link:

C-Track E-Filing

This is a notice to inform you that you have been served with the following:

Filing: Mation - Motion for Consolidation
Case Number: 1234567-CP-4597

John Smith, Employee. v. Walmart, Employer. and Travelers, Insurer. and

E I [[Intervencr]], Intervencr.
Filing Party: DLI; Joe's Chiropractor
s 221519843748747
Number:

You can view this filing here.

Image: eService Notification to served party

If your filing gets rejected, you don’t need to start over! Here’s how to resubmit your filing
without losing all your work:

From the Filings menu in eFiling, click Rejected.
Click the Arrow button in the Resubmit column.

You will receive the following message: “Are you sure you want to resubmit
this Filing? Clicking OK will save a copy of this filing to your Draft Filings
Queue.”

Click OK.
The original filing will be displayed.

Use the gray arrows near the top of the screen to jump to the Filing
Information, Party Information or Upload Document screen.

Edit the information that caused your filing to be rejected.
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8. Click Next.
9. Click Ready to File at the bottom of the screen.

10.  Click Submit Filings.

VIIl.Law Firm Matter Numbers and Matter Sharing

The My Matters feature allows members of a legal organization to enter their own
internal file number into the eFiling system. The matter number may be entered on new
cases or existing case filings, as long as the user files while associated to their Legal
Organization. Filers may share the Law Firm Number, and filings related to that Law
Firm Number, with other eFilers in the same Legal Organization.

A. Legal Organization “Switch Association” Function
eFilers associated to a Legal Organization can easily share matters and filings among
attorneys and staff within the organization, delegate file access so other attorneys in the

firm can file on their behalf, and input their own firm’s file number for each case.

To switch from your personal account to your Legal Organization account:

1. Click the down arrow next to your name in the top-right corner of the
screen.

2. Click Switch Association.

3. Select your legal organization from the dropdown menu.

4. Click Save.

Case Search

C-TRACK E-FILING Aot v oo Monzon & Hagera ¥ B

Create Filing
Filings
My Matters

Approved Filings Submitted Filings
Court Case Number Filing Type Court Case Number Filing Type

Minnesota Office of ~ 5678910-CP-4611  Claim Petition - Claim Minnesota Office of Claim Petition - Claim
Administrative Petition Administrative Petition
Hearings - Workers Hearings - Workers

~ i

Foamnanestion | famnancatinn

Image: Home screen and My Matters link

Once you switch to the legal organization, My Matters appears in the left navigation
menu, and your Legal Organization name appears below your name.

B. Add a Law Firm Matter Number to a Case

1. Click My Matters in the left navigation menu.
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Case Search

Create Filing C_TRACK E_F"—ING f:gg:?:os'ghgali Monson & Hager PA  © ” -
Filings My Law Fi ”
My Matters sl > 8
SEARCH
Law Firm Number Court Select a Court -
Case Number
RESULTS
Law Firm Number = Case Number Court Shared By
Minnesota Office of Administrative
Hearings - Workers Compensation
Minnesota Office of Administrative
Hearings - Workers Compensation
Minnesota Office of Administrative
Hearings - Workers Compensation
Minnesota Office of Administrative
Hearings - Workers Compensation
Minnesota Office of Administrative
Hearings - Workers Compensation
1234567 1234567-CP-4597 Minnesota Office of Administrative
Hearings - Workers Compensation
Image: My Law Firm Matters screen
2. Click the case for which you want to add a Law Firm Number.
What happens next? The Law Firm Matter View screen appears.
The Law Firm Matter View screen has three sections.
J The Case Information section provides summary information about the
case and is not editable.
J The Law Firm Details section shows the Legal Organization to which
the matter is associated and the Law Firm Number.
o The Law Firm Sharing display table shows the Name, Email, Address

and Active status of colleagues with whom you have shared a Matter. The
Add Colleague link lets you share your Matters with other members of
your Legal Organization.

3. Click the Edit link in the Law Firm Details section.
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(Case Search

C_TRACK E_FILI NG f:f:gtnii:osrg,hg:ali Monson & HagerPA ¥ '3 g

[Create Filing

Filings
My Matters

LCaw Firm View 78

CASE INFORMATION ~

Court Level Office of Administrative Hearings Case Type Worker's Compensation - Claim Petition -
Claim Petition

Court Minnesota Office of Adminisirative Hearings - Workers C

LAW FIRM DETAILS ~

Legal Organization Aafedt, Ford, Gray, Monson & Hager PA Law Firm Number Edit

LAW FIRM FILING S
Filing Type Status Submitted # Submitted By Approved Date
Mo records were found.

LAW FIRM SHARING
Name E-mail Address Active
Mo records were found.

Add Colleague

Create E-Rling

C-Track™ E-Filing, developed by Thomson Reuters Court Management Solutions

Image: Law Firm Matter View screen

What happens next? The Edit Law Firm window appears.

Edit Law Firm

LAW FIRM DETAILS ~

Law Firm Number*

Image: Edit Law Firm Number window

4, Enter a Law Firm Number.

5. Click Save.

What happens next? The Law Firm Number you entered appears in the Law

Firm Details section and your user information displays in the Law Firm
Sharing section.

C. Associate and Share with Authorized Support Staff
There are two ways to share cases with support staff:
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Attorneys can share their passwords with support staff, allowing staff to log
in and file directly from the attorney’s account.

Support staff users can create separate accounts and link their account to
an attorney’s account. Once this is set up, support staff can view the
attorney’s cases and submit a filing on behalf of the attorney.

On the User Administration screen, the Authorized Support Staff section lets you add
support staff who are registered eFilers in your Legal Organization. Authorized Support
Staff may view your filings and submit filings on your behalf on any of your cases. If you
associate your support staff, there is no need to share specific matters with them.

> NOTE: Authorizing support staff to file on your behalf will not ensure
that support staff receive copies of your electronic service. See
section III of this user guide for detailed instructions to ensure your
support staff receives copies of your electronic service.

1. Before beginning, ensure that your support staff have registered for an
eFiling account, and that their account is associated with your legal
organization.

2. Click the arrow next to your name in the top eFiling banner.

3. Click My Organizations.

4, Click View/Edit under Support Staff.

C T E F Kendra Schmit ' -
- RACK E-FILING Aafedt, Ford, Gray, Monson & Hager PA =]
anageAssociated [legal Orgamzations ?
USER DETAILS
User Name kendraschmit MName Kendra Schmit
Primary E-mail kendra schmit@state. mn.us Attorney Bar ID 1234567
LEGAL ORGANIZATION ASSOCIATION
Legal Organization Name Role E-mail Status Support Staff
Aafedt, Ford, Gray, Monson & Hager PA Attorney kendra.schmit@@state mn.us Approved View/Edit

Add Legal Organization

C-Track™ E-Filing, developed by Thomson Reuters Court Management Solutions

Image: View/Edit Support Staff link

The Authorized Support Staff window appears.
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Authorized Support Staff

SUPPORT STAFF SEARCH ~

Name Contains

Image: Authorized Support Staff window
6. Click Search.
7. Click Add Support Staff.

Authorized Support Staff

SUPPORT STAFF SEARCH ~

Name Contains

SUPPORT STAFF RESULTS

Address E-mail Status

0 records

Mo records were foune
Add Support Staff

Image: Add Support Staff link
8. Enter at least three letters of the staff's first or last name.
9. Click Search.
10.  Click the individual you want to add.

a. If the user does not appear in search results, try using fewer search
terms. Contact the individual to ensure that they have registered for
eFiling and that both of your accounts are linked to the same legal
organization.

11.  Repeat the process for any additional support staff users.

12, To remove staff, click the X at the far right of Authorized Support Staff
line item. A Confirm window appears to confirm the removal of Authorized
Support Staff.
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AddfSupport Staft

SUPPORT STAFF SEARCH
Name Contains  smith Status

SUPPORT STAFF RESULTS
Name Address E-mail Status

Smith, Joe 333 Fourth 5t oah_efiling supporti@state. mn_us Approved
Minneapolis MN 55101

1to 1 of 1 records

Image: Add Support Staff window — support staff added
D. Switch Accounts

If someone in your legal organization has associated you as Authorized Staff as described
in the previous section of this guide, you can access their account to view and complete
filings on their behalf. To switch to that filer's account:

1. Click the down arrow to the right of your username in the top banner
navigation.

What happens next? The User Account menu appears.

Case Search

C-TRACK E-FILING

Create Filing

Filings

User Account

My Account Cild+\, A
My Organizations Cirl+\, 0
C-Track™ E-Filing, developed by Thomson Reuters Coull Switch Association Ctl+1, U
My Subscriptions Cil+\,5

Logout Cirl+1, L

Image: User Account menu

2. Click Switch Association.

What happens next? The Select Authorizing eFile User window appears.

3. Select your law firm from the Legal Organization dropdown.

4. From the Authorizing eFile User drop down, select the eFiler for whom
you will be filing.
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Select Association

ASSOCIATIONS

Legal Organization Aafedt, Ford, Gray, Monson & Hager PA| V|

Authorizing User Jane Doe
Kendra Schmit

Image: Select Authorizing eFile User window

5. Click Save.

What happens next? You return to the Home screen. The authorized eFile

user's name appears below your name, and the Legal Organization appears
below your authorized eFile user in the upper-right banner.

Case Search Joe Smith

Create Filing C-TRACK E-FILING Jane Doe

r
Asfedt, Ford, Gray, Monson & Hager PA

Filings

My Matters

C-Track™ E-Filing, developed by Thomson Reuters Court Management Solutions

Image: Home screen with Authorizing eFiler displayed

6. You can now submit filings on behalf of the Authorizing eFiler. You can
view the eFiler’s filings, including draft filings. If the Authorizing eFiler
was logged into the eFile application, the system would display identical
information. However, staff are currently not permitted to use the Case
Search function or view the attorney’s Case View. Staff should log into the
attorney’s account in order to search for case numbers or locate
information about a particular case.

7. Proceed with the filing instructions above just like with any other filing.
E. Share a Case with a Colleague
When a case is shared, other authorized eFilers in the Legal Organization may view the
case. However, sharing a matter with a colleague will not add them to OAH’s service

list. In order to be served with case documents, your colleague should file a document
on the case or file a request to be added to the list. If you have associated a member of
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your legal organization as Authorized Support Staff as described in the previous section
of this guide, they are automatically granted access to all of your cases and it is not
necessary to share specific matters with them.

1. From the matter view, click the Add Colleague link at the bottom left of
the Law Firm Sharing display table.

What happens next? The Add Colleague window appears.

Add Colleague

SEARCH ~

Name Contains

Image: Add Colleague search window

2. Enter at least 3 letters of the colleague’s name in the Name Contains
box.

3. Click Search.

4. All matching eFilers in your legal organization appear in the Add
Colleague table.

Add Colleague

SEARCH ~

Name Contains doe
ADD COLLEAGUE
Name E-Mail Address Address
Jane Doe oah.webmasten@state. mn.us 123 Main Sireet

1to 1 of 1 records

Image: Add Colleague window — search results
5. Click the colleague with whom you want to share the matter.

What happens next? You return to the Law Firm View screen. The
colleague you selected appears in the Law Firm Sharing display table.
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Case Search

C-TRACK E-FILING Kendra Schmit " =

Create Filing

Asfedt, Ford, Gray, Monson & Hager PA Sl
Filings

LLaw Firm View - 345865836002 |
My Matters

CASE INFORMATION

Court Level Office of Administrative Hearings Case Type Worker's Compensation - Claim Petition -
Claim Pefition
Court ta Office of Admini: ive Hearings - Workers Compensation
LAW FIRM DETAILS
Legal Organization Aafedt, Ford, Gray, Monson & Hager FA Law Firm Number 343865836902 Edit

LAW FIRM FILING §

Filing Type Status Submitted # Submitted By Approved Date
Mo records were found.

LAW FIRM SHARING

Name E-mail Address Active
Doe, Jane oah.webmaster@state. mn.us 123 Main Sfreet i *
Minneapolis MN 55104
Schmit, Kendra kendra schmit@state. mn_us 600 Robert 5t N Y b4
51 Paul MN 55104
Add Colleague
Image: Law Firm View screen - Colleague added
6. Repeat steps 1 through 4 to share this matter with additional colleagues.

> NOTE: Click the X at the far right of any line item in the Law Firm

Sharing table to remove a colleauge’s permission to access the
case.
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