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Evidence Submission 
 

Submit an Evidence List 

The quick reference guide below is a step-by-step process for submitting a trial exhibit/proposed evidence list to the 
courts.  

Process Screenshot 
 

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

 

 
 

2. On the New Jersey Courts – Portal Home 
Page, select ‘Evidence Submission’. 
 

 

 
 

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
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3. Select ‘Create New list’ to begin the evidence 
list filing process. 
 
 
If you have never submitted an evidence list, 
the screen will display a ‘Create New List’ 
button. 
 
 
 
If you have submitted an evidence list 
previously, the screen will display a ‘Create 
New List’ button with the list of previously 
submitted evidence lists. 

 

 

 
 

 
  

4. Verify filer screen will display for self-
represented litigants. Self-represented 
litigants will need to verify that the filer 
information is correct and certify the 
information is true and accurate. 
 
 
 
 
 
 
 
 
 
 

 
Pro-se: 
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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. 
 

Attorney: 

 
 

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

Pro-se: 

 
 

Attorney: 
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6. Select the ‘Court/Division’ from the 
dropdown. 

 

 
 

7. Select the ‘Docket type’ from the dropdown.   

 
 

8. Enter the ‘Venue’, ‘Sequence number’ and 
‘Year. 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 
 
 
 
 
 



 5 rev. 3/2/2022 
 

Select ‘Search’.  
 

 
 

9. Verify and select the case and select ‘Next’.  
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10. Select the ‘Party type’ from the radio 
buttons.  
 
 

 
 
 
 
 
 

 

 
 

11.  Select ‘Next’.  

 
 

12. Select ‘+ Add trial exhibit/proposed 
evidence’. 

 
Note:  At least one attachment is required. 
Trial exhibit/proposed evidence must be 
added individually. Multiple 
exhibits/evidence must be separate files. 
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13. Select the file on your device or drag and 
drop. 

 

 
 

14. Once your file appears on the screen, select 
‘Attach’. 
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15. The file you attached will display on the 
screen. Enter the ‘Evidence/Exhibit 
description’, which is required, and 
‘Evidence/Exhibit number’, if applicable. 
 
 
 

 

 
 

16. To add additional attachments, select ‘+ Add 
trial exhibit/proposed evidence’ and follow 
steps 12 – 14. 

 

 
 

17. You can select the ‘x’ to remove any 
attachments you didn’t intend to upload. 
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18. Once you have added all of your 
attachments, select the check box and select 
‘Next’. 
 

 

 
 

19. Review all the information you have added 
for the filing and make any changes by 
selecting ‘Back’. Once you are ready to 
submit, select ‘Submit’. 
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20. A confirmation banner will display. You can 
dismiss the banner by selecting ‘x’.  
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21.  A confirmation email is also sent to the filer.  

 
 

 


