- K Judiciary Electronic Document Submission (JEDS)

i New Jersey Courts

Independence * Integrity * Fairness * Quality Service Submit a Superior Court filing without a case number

The quick reference guide below is a step-by-step process for submitting a Superior Court filing without a case number.

Process Screenshot

1. Login to the ESSO Portal (https://portal-
cloud.njcourts.gov/prweb/PRAuth/CloudSAM | ¢
LAuth?AppName=ESSQO)

New Jersey Courts

UseriD* Forgot User ID?
Follow the steps below if you're receiving "Authentication Failed” error message when attempting to log in
1. Click the Forgot Password? link
2. Answer the security questions when prompted
3. An email will be sent to the email address used to activate the account Password Forgot Passwor d
4. Open the email and follow the instructions Password
If you are still unable to successfully login after resetting your password, please contact the Help Desk at 609-421-6100 for
If you have not received an activation email after registering, click Resend Activation Email to request the activation email to be sent again Resend Activation Email
To access the New Jersey Courts website, click NJCourts.gov
Browser compatibility
There is a known issue with Internet Explorer Version 11 running on Windows 10 which is causing users to attempt to login multiple times
unsuccessfully. If you encounter this issue, please use another browser (e.g., Chrome, Microsoft Edge, Safari, Firefox).
2. Onthe New Jersey Courts - Portal Home
‘Judici Electronic D ment
Page, select Judiciary Electronic Documen Ao
S u b m I SS I O n’ New Jersey Courts - Portal Home Page
.
> Announcement ts
eCourts Home Evidence Submission Judiciary Electronic Municipal Case Public Access
Document Submission Resolution

Get additional access
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https://portal-cloud.njcourts.gov/prweb/PRAuth/CloudSAMLAuth?AppName=ESSO
https://portal-cloud.njcourts.gov/prweb/PRAuth/CloudSAMLAuth?AppName=ESSO
https://portal-cloud.njcourts.gov/prweb/PRAuth/CloudSAMLAuth?AppName=ESSO

3. Onthe Home Page, select ‘Create a Filing' tile

Home
Judiciary Electronic Document Submission

Vv Recent enhancements x

Municipal Court for the folloving municipalities: Brick Township (1506), Maplewood Township (0711), Trenton (1111), Livingston (0710), Pemberton Boro (0329), Pemberton Twp
Ciy (0302)

Create 2 Filing

Submitted
+ w, 342
(i} o (i]

Select ‘Superior Court’

Home
Judiciary Electronic Document Submission
“ Recent enhancements

Filers now have the aption to submit filings to Municipal Court for the folloving municipalities: Brick Township (1506, Maplewood Township (0711), Trenton (1111), Livingston (0710), Pemberton Boro (0329), Pemberton Twp
(0330), Medfore and Beverly City (0302)
« Bugfixes and stability improvements,

Create a Filing Filings You Have

Submitced

+ 342

Municipal Court
e Superior Court k ;)

4. Verify filer screen will display for self-
represented litigants. Self-represented

litigants will need to verify that the filer B
information is correct and certify the T
information is true and accurate

Filer information

Any updates te the name, address information and/or email addresses need to be done in your user profile before proceeding.

Please review and verify the information below is correct. All filing correspandence will be sent ta the email addresses provided

Name/Address Email address for notifications
Jeds Test Qa test@gmail.com
123 QaTest

Trenton, Nj 08625

wfy that all information is true and accurate.

cancel
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Select firm/address screen will display for
attorneys. Attorneys will need to select the
firm/address and certify the information is
true and accurate

EF28312 X

Judiciary Electronic Document Submission

Create Filing

Select Firm/Address > Filing Details ~ Search fc

Filer information

Any updates to the firm name, address information and/or email address(es) need to be done in your attorney registration profile before proceeding.

Select the appropriate firm name and address to begin electronic filing. All filing correspandence will be sent to the email address(es) provided below.

*

Firm name/address Email
© Private Firm Test test@test.com
1 TestLn test1@test.com
, Trenton, Nj 08625 —
2 Piluso Test Firm —

123 Main St
Trenton, Nj 08628

| certify that all information is true and accurate.

EF28312 X

ary Electronic Document Submission

Create Filing

Select Firm/Address > &

Search f

Filer information

Any updates to the firm name, address information and/or email address(es) need to be done in your attorney registration profile before proceeding.

Select the appropriate firm name and address to begin electronic filing. All filing correspondence will be sent to the email address(es) provided below.

© Private Firm Test test@test.com
1TestLn testl@test.com
Trenton, Nj 08625 —_—

© Piluso Test Firm —
123 Main St -
Trenton, Nj 08628

| certify that all information is true and accurate.

~
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5. Once all required information is completed,
the ‘Next’ button will be enabled to select

62 X

Judiciary Electrenic Document Submission

Verify Filer *  Enter Filing Details ~ Add Document(s)  Review and Sub

Name/Address Email address for notifications
Jeds TestQa test@gmail.com
123 Qa Test

Trenton, N 08625

EF28312 X

Judiciary Electronic Document Submission

Self represented litigant:

Create Filing

Filer information

Any updates to the name, address information and/or email addresses need to be done in your user profile before proceeding.

Please review and verify the information below is carrect. All filing correspondence will be sent to the email addresses provided.

I certify that all information Is true and accurate.

T ]

Attorney:

Create Filing

Select Firm/Address >  Enter Filing Details ~ Search for Case  Add Document(s)
Filer information

Any updates to the firm name, address information and/or email address(es) need to be done in your attorney registration profile before proceeding.
Select the appropriate firm name and address to begin electronic filing. All filing correspondence will be sent to the email address(es) provided below.

*

Firm name/address Email address for notifications
© Private Firm Test test@test.com
1 TestLn test@test.com
Trenton, Nj 08625 —
© Piluso Test Firm —
123 Main St —
Trenton, Nj 08628 -
| certify that all information is true and accurate. ’
=
6. Select the Court/Division, Docket type,
x
Ve n U e a n d Catego ry Judiciary Electronic Document Submission
Create Filing
Verify Filer > Enter Filing Details > A
Filing details
ts cket type # * Filing category »
b v hd b

Back Cancel
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7. Select from the ‘What are you filing' list and
select ‘Next'

EF-10668 X
Judiciary Electronic Document Submission

Create Filing

Verify Filer > Enter Filing Details >

Filing details

Special Civil Part

What are you filing?

Complaint for less than $3000

O Complaint for more than $3000

venue x ®

~  suing or being sued for up to $15,0(™v | BUR - BURLINGTON

b

Complaint w/ OTSC (claim less than $3000)

Complaint w/ OTSC (claim more than $3000)

Judiciary Electronic Document Submission

Create Filing

VerifyFiler >  Enter Filing Details

>

Filing details

rtx

Special Civil Part

What are you filing?
® Complaint for less than $3000

Complaint for more than $3000

Vv | suing or being sued for up to $15,0(v

venue x ®
BUR - BURLINGTON

Complaint w/ OTSC (claim less than $3000)

complaint w/ OTSC (claim more than $3000)

b Case initiation

M Case initiation

Fee

$57.00

$82.00

$75.00

$100.00

Fee

$57.00

$82.00

$75.00

$100.00

8. Enter additional filing details, if applicable,
and select ‘Next’

Judiciary Electranic Document Submission

Create Filing

Verify Filer >  Enter Filing Details

>

Enter Additional Filing Detalls *>  Add Document

Additional filing details

Back cancel |
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9. Select ‘Attach’ next to the document you
would like to upload

Note: Red asterisk indicates a required
document

EF-19562 X

Judiciary Electronic Document Submission

 Read before attaching documents to the filing.

The following restrictions apply when filing documents:
+ The document cannot be encrypted and/or password protected

* The file name cannot be longer than 56 characters, including spaces and cannot contain "&" special character
* The file size cannot exceed 35 MB

+ The file must be in one of the following formats - .pdf, .docx and jpg

Create Filing

VerifyFiler > Enter Filing Details > Enter Additional Filing Details > Add Document(s) > Reviewand Submit Filing

Documents.

Required documents

Document type

Document description Attachment
Complaint * Complaint —
summons summons —_—

By clicking the check box, you certify that you have checked and removed confidential personal identifiers from the paperwork you are submitting, unless that
information is required in a court form, court filing, or court order.

- A confidential personal identifier under NJ Court Rules includes: Social Security number, driver's license number, license plate number, insurance policy number,
active bank account number, active credit card number and a person's military status.

+ For most cases, such as lawsuits for money, confidential personal identifiers are not needed and should net be included in your submission.

10.Select the file on your device or drag and
drop

Attach single file

Drag and drop files here

or

Select file

b

Cancel
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11.0nce your file appears on the screen, select
‘Attach’

Attach single file

Drag and drop files here

ar

Select file

JEDS Test PDF.pdf

Cancel Attach

12.The file you uploaded will display on the
screen

EF19668 X
Judiciary Electronic Document Submission

> Read befor

the filing.

x
Create Filing

To add additional documents, select ‘+ Add ety e > ot P bt s Adans Bl bale > Add b >
and fo”oW Steps 8-9 Documents

Required documents

Document type Document description Attachment
Complaint ® Complaint JEDS Test PDF.pdf
Summons summons

Attach

Other Documents (Optional)

+ Add Optional Document(s) ‘

By clicking the check box, you certify that you have checked and remaved confidential personal identifiers from the paperwork you are submitting, unless that
information is required in a court form, court filing, or court order.

A confidential personal identifier under NJ Court Rules includes: Social Security number, driver's license number, license plate number, insurance policy number,
active bank account number, active credit card number and a person’s military status.

For most cases, such as lawsuits for meney, confidential personal identifiers are not needed and should net be included in your submission.
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13.0nce you have attached all of your
documents, select ‘Next’

clicking the check box, you certify that you have checked and removed confidential personal identifiers from the paperwork you are submitting, unless that
ation is required in a court form, court filing, or court order,

+ A confidential personal identifier under NJ Court Rules includes: Social Security number, driver's license number, license plate number, insurance policy number,
active bank account number, active credit card number and a person's military status.

= For most cases, such as lawsuits for money, confidential personal identifiers are not needed and should not be included in your submission.

Back H Cancel

Note: Civil, Special Civil, General
Eq u ity/C h a n Ce ry a n d S CCO Wi | | req u i re yo u il?":ff;t;hgwlglot:eiscr!e;:ﬁz: s{qc: Ccslwltrirfy;;:w;t'izl:nha’;;:zilze;du;n:ri:nwed confidential personal identifiers from the paperwork you are submitting, unless that

« A confidential personal identifier under NJ Court Rules includes: Social Security number, driver's license number, license plate number, insurance policy number,

tO Ce rtlfy befO re Se | eCtI ng IN eXt' active bank account number, active credit card number and a person's military status,

+ For most cases, such as lawsuits for money, confidential personal identifiers are not needed and should not be included in your submission

14.Review all the information you have added
fo r th e fl | | ng an d ma ke a ny C h a nges by Judiciary Electronic Document Submission
selecting ‘Back’. Once you are ready to
S u b m it, Se | ect lS u b m it' Select Firm/Address > Enter Filing Details » Enter Additional Filing Details > Add Document(s) > Review and Submit Filing

Filer information

Qa Attorney 900902020 1 Test Ln, Trenton, Nj 08625 609-633-7451

mail address for natificatior
test@test.com
testl@gmail.com

Filing details

Special Civil Part Suing or being sued for up to $15,000  Burlington Case initiation
or Unpaid Rent Collection Covid-19 (DC
cases)

Complaint for less than $3000 $57.00

Additional filing details

Mo 50.00

Documents.

Required documents

complaint * Complaint JEDS Test PDF.pdf
Summons Summons —

By clicking the check box, you certify that you have checked and removed confidential personal identifiers from the paperwork you are submitting, unless that
information is required in a court farm, court filing, or court order.
+ A confidential personal identifier under Nj Court Rules Includes: Sacial Security number, driver's license number, license plate number, insurance policy

number, active bank accaunt number, active credit card number and a person’s military status.
« For most cases, such as lawsuits for money, confidential personal identifiers are not needed and should not be included in your submission.

Back Cancel
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15.Select the checkbox to certify and select

Accept Filings with a fee:

Certification to submit filing

This filing contains a fee. You will not be able to make any changes to
your filing once you start the payment process in the next stage. Your
filing will not be received and processed by the court until you receive a
confirmation notification.

| understand that:

s Once the documents are submitted they cannot be cancelled or corrected.

Any corrections may require the filing of a motion or an amended document.

» No refunds will be offered in the event a filing with & court fee is submitted in
error.

s By clicking the Accept button, | certify that | have reviewed ALL information
and documents to make sure everything is correct before submitting.

=)

4

Filings without a fee:

Certification to submit filing
| understand that:

» Once the documents are submitted they cannot be cancelled or corrected.
Any corrections may require the filing of a motion or an amended document.

s No refunds will be offered in the event a filing with a court fee is submitted in
error.

» By clicking the Accept buttan, | certify that | have reviewed ALL information
and documents to make sure everything is correct before submitting.

o) T

.

16.1f the filing does not have a fee, a
confirmation screen will display, and an
email is sent to the filer Judiciary Electronic Document Submission

Your filing has been successfully submitted.

x

Case details

Court Vanue Dockettype Case number
sCco Atlantic Court records —

Filing details

If the filing has a fee, see the QRG - Filing

submitted by Filing

Jeds Test Qa Digita! plein copy

EF-19652

Fee Payment Process.

EDS Test POF pdf
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https://www.njcourts.gov/sites/default/files/self-help/jeds/jedssubmitpayment.pdf
https://www.njcourts.gov/sites/default/files/self-help/jeds/jedssubmitpayment.pdf

