Quick Reference Guide SPRNCON

Completing and Editing a Provider Profile =

View the provider profile and acknowledgements

Minnesota Judicial Branch

. . Provider Availability Scheduling System (PASS
1. Click For Providers Only. Y R )

2. Click View/Maintain Provider Profile. oo 1 e oy Fo

For Providers Only

3. Read the Acknowledgements agreement then click |

Agree . Account Roster Membership
View/Maintain Provider Profile Apply to a Program

0 After you Create a MyCOUFtMN aCCOUht, some Ava”abi”ty View Status, Withdraw, or Resubmit Application

of the information moves to the provide r pro- A New Avaiabilty View/Maintain Provider Profile eset Service Gender

Modify Existing Availability Gender for a Gender Enabled Service

View Schedule/Add-Remove Exceptions

file in the Provider Availability Scheduling Sys-

tem (PASS) application. ReRnowIsagements x
. . By voluntarily providing information in PASS (or through email to PASS@courts.state.mn.us) your are giving
Com p lete or edit the provi der contact permission for the Minnesota Judicial Branch (MJB) to share this information with the general public, litigants,

program committees, other service providers, and MJB personnel for the purposes of reviewing your application for
H - membership to specific ENE program rosters; for viewing program rosters and comparing and selecting providers;
information s ram ros rosram S s
and for appointing and scheduling providers. If your application is approved your information will be published
through PASS on the Minnesota Judicial Branch’s public website for the public to review, this includes your
licenses, degrees, training, contact information, languages, and other information collected through PASS.

1 . CIIC k Pe rsonal Informa tlon to eXpand and 0 pe n the Additionally, all of the information collected through PASS is subject to public disclosure, including contact
. . . information, unless there is a statute, law, rule, or court order making the information inaccessible. By submitting an
Sectlon . CIIC k Edlt application, users understand and e to the terms of the MJB Privacy Policy found on the MJB public webpage.
(3]

Click the title on each section to expand. Click
again to minimize.

Maintain Provider Profile

2. All fields with red asterisks are required fields. Make

First Name* Samatha Last Name* Neutral Last
all changes and updates. The Reset button can be I
used to remove the information and start with blank Wil Work o Gasos vling For Nor,SENE Sorvices | Am Wilng T Tav

Domestic Violence

ﬁelds_ Click Save. The Last Updated ﬁeld Wi” Show Last Updated 21212021 Last Updated By Neutral Last, Samatha
Edit

oy

the date the information was updated.

Personal Information

3. Click Address(es).

First Name* Samatha Last Name* Neutral Last

Middle Name Former Last Name

4. Click Edit to make any changes or updates. Be sure
Will Work On Cases Involving For Non-SENE Services | Am Willing To Travel
Domestic Violence

to update these address options:

Last Updated 21212 Last Updated By Neutral Last, Samatha

a. Not a primary address — Do not check. B0

b. Available to Host Sessions — Check box if this ad-

dress can host a session with the parties and pro- P p——
viders. oy [— I i Avalablo 1 Host Sessions

c. Available for Domestic Violence Cases — Check e omespondonce
Last Updated 5/19/2020 Updated By Neutral Last, Samatha Active

box if you are available for Domestic Violence cas-

es.

d. Can Receive Court Mailed Orders and Corre- 6 B
spondence — Check box to receive mail orders or - \ (D
correspondence at this address. 0 @

e. Active — Check to make this an active address. G ’

Click Save. Repeat or each address.
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5. Click Email Address(es) then Edit. In order to
receive notification and announcements,
providers need to have at least one primary
email address on their profile.

6. Make all changes or updates. Check the boxes
next to Active and the types of notifications you
wish to receive at this email address. Click Save.
The Last Updated field will have the date the
information was updated.

7. Click Phone Numbers(s) then Edit.

8. Make changes or updates then click Save.

Edit or Add the provider professional
information

1. Click Educational Degree(s) then Edit or Add An
Education Degree. Update every year when
your new license is issued or when your standing
license is renewed.

2. Make updates or add degrees by entering the
information or selecting from the dropdowns.
Click Save. The Last Updated field will have the
date the information was updated.

Providers can add more then one degree,
license, language, or qualification by click-
ing the add button below the section.
3. Click Professional License(s) then Edit or Add
Professional License.

Email Address(es)

Email Address* Kblack035@gmail.com Email Type* Business E

Active] Not Primary Email Address[] Send Notification Emails¥ Send An nu;mcemenl Emails¥]

Last Updated 1/18/2019

Edit  Delete

Updated By Neutral Last, Samatha

Email Address* kblack035@gmail.com

Email Type*
Not Primary Email Addve@ Send Notification Emails™

Updated By

Business E
Activel] Send Announcement Emails¥]

11812019

Save Reset Cancel Delete

Last Updated Neutral Last, Samatha

Phone Number(s)

Phone Number* 651 | 282 | 5352  Extension Phone Type* Business ™
Used at Address - [V NotPrimary Phone Number(J
LastUpdated  5/19/2020 UpdatedBy | Neutral Last, Samatha
Edt  Delete
Phone Number* 651 | 282 | 5352 Extension @ Phone Type* Business E
Used at Address - E Not Primary Phone Number]
Last Updated 519/2020 Updated By Neutral Last, Samatha
Save Reset Cancel Delete
0
Degree Type* Date Degree Earned (MM/YYYY)" | 1212015

School Name* Mankato State University Subject Matter Social Services

1111912020

+Add An Educational Degree '
Professional License(s)

Last Updated Updated By Neutral Last, Samatha

+ Add An Educational Degree

9%!& Degree Eamed (MM/YYYY)* 122013

Degree Type* Bachelor of Science
School Name* Mankato State University Subject Matter Social Services
Last Updated 11119/2020 Updated By Neutral Last, Samatha
Save Reset Cancel Delele
9

License Type®

Month/Year Issued (MMYYYY)" 1212018

Granted By Mankato Expiration Date (MM/DD/YYYY)" 121112021

License Number* 12121 Verify Status Pending Verification

LastUpdated | 2/8/2021 Updated By

@ /FI. Add A Professional License I

Neutral Last, Samatha
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4. Make updates or add licenses by entering the
information or selecting from the dropdowns.
Click Save. The Last Updated field will have the
date the information was updated.

5. Click Training(s) then Edit or Add Training.

6. Make updates or add trainings by entering the
information or selecting from the dropdowns.
Click Save. The Last Updated field will have the
date the information was updated.

7. Click Language(s) Other Than English then Edit or
Add Language. Make edits or add another lan-
guage. Click Save.

8. Click ADR Qualification(s) then Edit or Add ADR
Qualification(s). Update this information every
year when you receive confirmation that your
renewal has been processed from the ADR
board.

9. Make updates or add qualifications. Click Save.

Professional License(s)

License Type* Licensed Social Worker 1 Month/Year Issued (MM/YYYY)* 122018
Granted By* Mankato Expiration Date (MM/DD/YYYY)* 12112021
License Number* 12121 Verify Status Pending Verification

Last Updated 511912020 Updated By Neutral Last, Samatha

Save Resel Cancel Delete

—E,

Training Type* SENE Course Month/Year (MM/YYYY)* 12018

Course Location* Mankato Verify Status Pending Verification

Course Title Course Hours

Last Updated 21812021 Updated By

R d + Add Training

Neutral Last, Samatha

L e
Training Type* SENE @ Course Month/Year (MMIYYYY)* 112018
Course Location* Mankato Verify Status Pending Verification
Course Title Course Hours
Last Updated 5/19/2020 Updated By Neutral Last. Samatha

Language(s) Other Than

English
Language™ German v Years Fluent' 3.00
Description

Last Updated 1111912020 Updated By Neutral Last, Samatha

Language(s) Other Than
English

Language® German v Years Fluent* 3.00
Description
Last Updated 11119/2020 Updated By Neutral Last, Samatha

Save Reset Cancel Delete

8

Anniversary Date (MMIDD/YYYY)*

I—

ADR Qualification Type* Mediator and Evaluator Verify Status Pending Verification

ADR Neutral ID* 1212 11512023

Last Updated 11/19/2020

Edll Delete

Updated By Neutral Last, Samatha

+ Add ADR Qualification

>

+Add ADR Qualification

ADR Qualification Type* Mediator and Evaluator 0 Verify Status Pending Verification

ADR Neutral ID* 1212

Anniversary Date (MM/DD/YYYY)* 115/2023

Last Updatad 11/19/2020

Save Reset Cancel Delele

Updated By Neutral Last, Samatha
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