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Quick Reference Guide
Managing Profile Information for Institution

Login or logout of the application

1. Goto http://era.courts.state.mn.us.

\_@ | hitps://era:courts.statemn.us/Home/Index?retumlUrl=

2. Click Login.

LOGIN

3. Enteryour MyCourtMN Email, Password, and One-Time Code. Logininstructions arein QRG —
Creating a MyCourtMN Account located on mncourts.gov > Help Topics > ERA Training.
4. Tolog out, click the account dropdown and select Logout.

=] PSYCHOLOGICAL / PSYCHIATRIC

YII§ EXAMINER RESOURCE APPLICATION

Notifications [:]
Summary
View all the institution examiners
1. Click Examiners.
@ FXAMINTR RESOURCE APFLICATION
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2. Type the examiner name in the searchfield. All institution examiners display on the list.

-‘E PSYCHOLOGICAL / PSYCHIATRIC

. EXAMINER RESOURCE APPLICATION

BE / DASHBOARD / REGIONAL PSYCHOLOGICAL SERVICES / EXAMINER LIST
Regional Psychological Services -

Institution Profile Exam Types Mous 4 Examiners 25

Search by Name

I T. Psy. D. (Active) (Non-Roster)
I R Psy. D. (Active) (Non-Roster)
I E| Psy. D. (Active) (Non-Roster) [ Employee ]
| L. Psy. D. (Active) (Non-Roster) m

View or edit profiles

1. Click the account dropdown arrow.
2. Select Institution Profile.

= PSYCHOLOGICAL / PSYCHIATRIC E] o
m EXAMINER RESOURCE APPLICATION ¢ - ¢

,
2

Hatiications [:]

iuconPrifle Examners Wiork Reouests

InvocesERA Cooninaos Lt Suppart

MyCOTMN Secings

Summary

ChangeCourshl Email

Tt Ative Work Requists Tatal Irvices Requine My Atention Teka Tealive wiork Reguests
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3. Reviewthe account institution information.

a. Institution Profile
b. Exam Types

c. Contracts

d. Examiners

@The Contracttabis only visible on the Institution Owner’s profile view and not on the non-owner
view.

‘a7 PSYCHOLOGICAL / PSYCHIATRIC

M‘ EXAMINER RESOURCE APPLICATION

88 /' DASHBOARD

e 6. 6 0

Institution Profile

Vendor Code Vendor Location Code
98

Waebsite Address

4. Locatethe institutionuser’s name, and click the pencil to edit their profile information or click the
trashcanto remove them. Only institution owners can edit or remove the profile information for a
user.

Institution Users
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Change MyCourtMN Email

1. Click the account dropdown arrow.
2. Select Change MyCourtMN Email.

= PSYCHOLOGICAL / PSYCHLATRIC 3
31§ EXAMINER RESOURCE APPLICATION +

Ingitution Prafile

Matifcations: 0

reUConPrefle Exminers WorkReouests Inwoies  ERA CooninaisLst Soppon

Summary MyCourthlN Settings
2
Tot e Vot Requess Tatal s Aeqae My renion Tora et ok Renussts
Logout

3. Click OK.

4. Entera New Email Address and Password.
5. Click Continue.

MyCourtMN Account Maintenance
Change your Email Address (this is your account name)

New Email Address

assword

Important alerts will be sent to the email address provided.

(5,

Add an authorized user

1. Click Institution Profile.

o) PSYCHOLOGICAL / PSYCHIATRIC

JIIE EXAMINER RESOURCE APPLICATION

Institution Profile | Examiners Work Requests Invoices ERA Coordinators List
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2. Click Add New Institution User.

institutian Prafile Exam Types Mous 4 Fxaminars 25
Vendor code Vendor Location Code Type Status
i q Government nstiturion  Inactive

Email Webslite Address
300 50
Minnespolis, HIN 55487

Budget String
Fund

10 [333TPRS 33

Account Category
4 851

Institution Users de! Naw Instfutlon User

3. Enterthe profile information:

e Emalil

e  Phone number

e  Firstand Last Name

e  Effective Date andExpiration Date
e JobTitle

4. Select Yes under Assign Examiners if this institution user can assign examiners for the institution to a
work request.

5. Select Yes under Billing/Invoicing if this institution user can generate, approve, or deny invoices.

6. Click Save. The welcome to ERA notification is sent to the new institution user.

ADD NEW INSTITUTION USER x

Email * Phone *

Jet@gmail.com (612) 111-2222
First Name * Last Name *

Jasonfake e Jet
Effective Date * Expiration Date

06/23/2020 07/30/2021
Confirmation Code Job Title *
I ERA Authorized Administratod X ‘
Assign Examiners? Billing/Invoicing?
O Yes ®No O Yes ®No

Cancel
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7. Toresendthe confirmation code to the institution user, click the email icon on their profile.

Authorized Lser = s 0

15 Stabe mn.us 812) 3484107 aff 121072019 MpinHiEg

@Only institution owners may grant authorized users assigning access or access to submit billing on
behalf of examinersin ERA.

Review notifications

1. Click the notification icon. The red numbered icon shows the number of new or unread notifications.

EXAMINER RESOURCE APPLICATION

@ PSYCHOLOGICAL / PSYCHIATRIC

[ 1
support
MyCourti sentings

Change byCourth email

R — .

2. Review notifications.

e  Click All to view all notifications. Click Unread to review unread notifications.

e  Click Mark All As Read to change the status of messages toread. Click Delete All to delete
messages. Deleted notifications are permanently deleted.

e  Enterkeywords to searchfor a specific notification.

e Click an individual notification to view the details.

e Clickthe trashcanicon to delete a single notification.

22 / DASHBOARD / NOTIFICATIONS

Notifications
Al 36 Unread & Today B | Startdate B4 | End date
Mark All As Read | Delete All Institution Work Request Past Due
Search notficaton Q The following work requestis) is past due
« Work Request: 1011
a + Work Request: 1011
Institution Work Request Past Due . Work Request. 1011

2/15/2020 07:00 AM + Work Request: 1011

« Work Request: 1011
- Work Request: 1011
« Work Request: 1011
« Work Request: 1011

]
New ERA Work Request: 1012
2/5/202003:22 PM

o + Work Request: 1011
New ERA Work Request: 1012 + Work Request: 1011
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View support options

1. Click the account dropdown arrow.
2. Select Support.

F==] PSYCLOLOGICAL/ PSYCHIATRIC

plI# £X4MINER RESOURCE APPLICATION

turian Profle g Imvaces B Conndnzars Lt cupper
MyCauran ssrings
Change WyCourt Emall
Tota s Recure My At Tola Tentatie Wk Request
Logows

3. Ifyou need support or assistance for the application, click Technical Support Request.

PSYCHOLOGICAL / PSYCHIATRIC A v

=~
m EXAMINER RESOURCE APPLICATION

22 / suPPORT

ERA Technical Support

If you need technical support assistance for ERA, please use the following link to submit a request

Technical Support Request
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