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Accessing Your JACS Accounts Online 

Registering for a User Name and Password 
To access your JACS accounts on line, you will need a Judiciary user name and password.  

From the JACS Welcome page, click the link to obtain a NJ Judiciary secure sign on (SSO) id. 
 

 
 

Registration Instructions 
The first screen you will see will give you a brief explanation of the registration process. Click the 
Continue button to proceed and the Back button to return to the JACS Welcome page. 
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Step 1 - Terms and Conditions 
The next screen will give you the opportunity to review and accept the Terms and Conditions for the use 
of our site. You will have to use the scroll bar on the right-hand side of the screen to be able to read the 
entire Terms and Conditions document. Once you have reviewed and accepted the Terms and 
Conditions (by clicking the certification checkbox), you will click the Continue button to continue the 
registration process. Click the Back button to return to the previous screen. 

 

Step 2 – Registration 
The next screen assists the user to proceed with registration process. Click the Continue button to 
continue the registration process. Click the Back button to return to the previous screen. 
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Step 3 – Confirmation  
If you clicked the Continue button in the previous step, you now have the opportunity to create a 
User ID. Click the Register for Access button to start the process. Click the Back button to return to 
the previous screen. 
 

 

 

NJCourts Online Registration 
If you have clicked the Register for Access button in the previous step, the next screen gives you the 
opportunity to create a new User ID. 

Login Information 
You will create a User Id and password on the first part of this screen. Your User Id must be 9 – 15 
characters in length, and it must be made up of letters and numbers only with no special characters. 
Your password must be 8 characters in length. It must contain the following: at least 1 lowercase 
letter, at least 1 uppercase letter, at least 1 number and at least 1 of the following 3 special 
characters: @ or # or $. Remember that passwords are case sensitive.  
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Contact Information 
You will provide your contact information on the second part of the screen. Please note that all fields 
marked with an asterisk are required.  

 

Privacy Statement 
Select the Check box, to acknowledge that you have read and fully understood the Privacy Terms and 
proceed to next step. 

 

 
 

Clicking on the link shown below by the arrow, will open a new window. 
 

 
 
 

CAPTCHA Security Check 
 
Click the I’m not a robot check box and complete the verification process 
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Judiciary Password Manager: Login 

Click on arrow at far right of Use password, enter the password and click the Log In button. 

 
 

 
 

Security Information 
This screen will give you the opportunity to select three security questions and provide the 
appropriate answer to each one. These questions will be used to confirm your identity for activities 
such as password resets. 

 

 
 
  



 

Page | 6  
 

Complete Registration 
Click on Select the Checkbox option below and click on the Complete Registration button. 
 

 
 

Confirmation Screen 
Whether you are registering for JACS access using your Bar ID, or you have just created a new User ID,  
the system will send an email link to the email address it has on record for you to complete your 
registration process.  

 

Email Activation Link 
This email will contain a link you will use to activate your account. You can either click on the link from 
within the email, or you can copy and paste the entire link into your browser’s address bar. 
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When you access the link in your email, the system will complete your registration process. At this point 
you can proceed to the JACS Login screen. 

 
 
 

Enterprise Single Sign On (SSO) Screen 
You can access your JACS accounts through the Enterprise Single Sign On (SSO) Screen. Click on Judiciary 
Account Charge System on the left-hand menu. 
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Login to JACS 

New Jersey Courts Home Page 
You will access your JACS accounts through the Attorney page accessed through the New Jersey Courts 
home page.  . 
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JACS Login Screen 
You will enter your NJ Judiciary user name and password on this screen and click the Login button. If you 
do not have a NJ Judiciary user name or password, please refer to the section called Registering for a 
User Name and Password. 
 

 
If you have forgotten your user ID, click the Request User ID Information button as shown above. 
 
This will display the Request User ID screen. Enter the same email address you used when you 
registered for your user ID and click the Submit button. 
 

 
 
 
The system will confirm that your request has been received. 
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A message will be sent to the email address you provided in the Request User ID screen with the User ID 
information associated with that email address. 

X - Password Reset 
If you have forgotten your password, click the Reset Password button on the Login screen. 

 
 
This will display the first step of a three-step process. Enter your User ID and click the Continue button. 
 

 
 
Click the ‘I’m not a robot’ Check Box, and select the appropriate image boxes. 
 

 
 
Once logged in, click on the Answer Security Questions. 
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You will then be asked to answer the three security questions you created when you registered for your 
User ID. The answers are not case sensitive, but you must use the same answer you used when you 
created the question. (For example, if the original answer to one of your questions was NYC, you could 
not enter New York City or N.Y.C. for a match.) Answer the security questions and click the Continue 
button. 
 

 
 
After you successfully answer your three security questions, the system will ask you to verify the email 
address to which a link should be sent to reset your password. This screen also gives you the chance to 
change your email address if the one originally associated with your User ID has changed. Verify your 
email address and click Submit. 
 

 
 
The system will confirm that your request has been received.  

 
 
When you receive the password reset email, either click on the imbedded link, or copy and paste the 
URL into your browser’s address window. The system will give you a screen to change your password. 
Choose a new password, and confirm it, then click Reset Password.  

Note: Remember that your password must be 8 – 15 characters in length. It must be made up of lower 
case letters and numbers only with no special characters or spaces. Passwords are case sensitive. 
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Home Page Account Selection 

Judiciary Account Charge System (JACS) Home Page 
The first screen you will see when you access JACS is the Home Page, titled Manage My Account(s). If 
you have JACS accounts, they will be displayed here. You can select the account you wish to access in 
one of two ways: click the radio button next to the account number and click the Continue button, or 
move the cursor over the account number until it is selected and click on it. (You will generally see the 
cursor change from an arrow {  } to a pointing finger {  } when this happens.) 

This screen will display up to 5 accounts at one time. If you are associated with more than 5 accounts, 
use the paging arrows in the upper right hand corner of the account table to view more accounts. 

If you are not associated with any JACS accounts, you will see only the system messages and the link to 
create a new account. See the section on opening a new account for more information about opening a 
new JACS account. 
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Account Information 
The first screen you will see after you have successfully selected an existing account is the Account 
Information screen. This screen will present you with a summary of the account. Depending on the 
privileges you have been granted, you will see menu tabs across the top of the screen for the functions 
you are allowed to perform for this account.  
 
Note that the privileges you have for one account are completely separate from those you may have for 
any other JACS account, so you may see different menu tabs depending on which JACS account you are 
viewing.  
 
If you wish to return to the Home Page from here, click the Back button or the Home menu tab at the 
top of the page. 
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Opening  a New JACS Account 

Judiciary Account Charge System (JACS) Home Page 
The first screen you will see when you access JACS is the Home Page. If you already have other JACS 
accounts, they will be displayed here. If you are not associated with any JACS accounts, you will see only 
the system messages and the link to create a new account. Click this link (or the Create New Account 
menu tab) to begin the process of opening a new JACS account. 

 
 

Step 1 – New Account Requirements 
The first screen in the process will explain the requirements for opening a new JACS account. You must 
click the checkbox certifying that you have read and understand these requirements, and then click the 
Continue button. If you wish to return to the previous screen, click the Back button. 
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Step 2 – Account Information 
The next screen will gather information for the account you wish to open. Please note that fields marked 
with an asterisk are required. The Account Name should be the legal entity for which you are opening 
this account, usually your firm name. The Mailing Address should be the address to which all 
correspondence related to this account should be sent. 

Please note that your name, phone number and email address are displayed in the Account 
Administrator Information area. If you wish to make someone else your Account Administrator, please 
see the instructions for changing an Account Administrator in the section titled Updating Your JACS 
Account Information. 

Once you have entered your account information click the Continue button. If you wish to remove all 
the information you have entered, click the Reset button. If you wish to return to the previous page, 
click the Back button. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 3 – Firm Association 
The next screen gives you the chance to associate your Firm ID with your new JACS account. You can 
search for your Firm ID if you do not know it. If you do not have a Firm ID, or do not choose to associate 
it with your JACS ID at this time, you can skip this step.  

If you elect to skip this step, you will be able to add a Firm ID to your account later through the Update 
Account function. 

Important Note: If you plan to use this JACS account to file via NJ eCourts, you must associate your 
Firm ID to your JACS account since eCourts will NOT recognize the JACS account if the Firm ID has not 
been associated. (Firm ID is NOT the Bar ID, but is the 9-position ID assigned during the attorney 
registration process.  Call 609-421-6100 if you do not know your Firm ID). 
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If you do elect to associate your account with your Firm ID, you can either enter your full 9-character 
firm ID, or enter all or part of your firm name for an alphabetic search. When you have entered your 
search criteria, click the Search Firm button. 

 
Select the appropriate entry from the resulting list, click the certification checkbox, and click the 
Associate Firm button. If you do not wish to associate your JACS account with a Firm ID at this point, 
click the Skip This Step button. The Back button will return you to the Account Information screen. 
(Step 2 in this process.) 

 
 

Step 4 – Terms & Conditions 
The next screen will give you the opportunity to review and accept the Terms and Conditions associated 
with maintaining a JACS account. You must click the checkbox indicating that you have read, understand 
and agree to these Terms and Conditions. Once you have done this, click the Continue button to 
proceed to the next step. If you wish to return to the Firm Association page, click the Back button. 
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Step 5 - Confirmation 
The next screen will give you the opportunity to review and verify your account information. If the 
information displayed is correct, click the Create Account button. If you need to change any of the 
account information, click the Back button to return to the Firm Association page. 

 
 

New Account Confirmation 
After the account is created, you will see a confirmation message that contains your new account 
number. There will also be a reminder of the $500 initial funding requirement and a link to a page with 
your funding options. 

For more information on funding your JACS account, please see the section Funding a JACS Account. 
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Updating Your JACS Account Information 

Account Information  
In order to use the Update Account function, you must have been granted the privilege to perform 
updates for that account. If this is true, you will see the Update Account tab on the Account 
Information screen. Click this menu tab to go to the input screen. 

If you do not see the Update Account menu tab, you should contact your Administrator to have this 
privilege added to your user profile. 
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Updating Account Information 

The Update Account screen has three parts. The top of the screen will give you the opportunity to 
change the following account information fields: 

Account Name – This should be legal entity for this account, usually your firm name. Typically you would 
update this if your firm name changes. 

Firm ID – This is an identifying number assigned during attorney registration that applies to private law 
firms, solo law practitioners, select government agencies/staff, and certain non-profit organizations. 
JACS accounts must have the Firm ID associated (linked) to the account in order to file through 
eCourts. The eCourts system will not recognize the collateral account if the Firm ID has not been 
associated. If you have a Firm ID, but do not know what it is, a Search facility has been provided. You 
can also call (609) 421-6100 if you need a Firm ID. 

Phone Number / Extension – This should be the phone number associated with the Account Name, 
typically the firm number.    

Mailing Address Fields – This should be the address where any correspondence related to this account 
should be sent. Typically you would update this if your office moves or if responsibility for this JACS 
account is transferred to another location. 

Once you have updated the name, phone number or address fields as necessary, you must check the 
certification box indicating that you are authorized to make these changes. Then click the Update button 
to save your changes. 

If you wish to return the updated fields to their original content, you should click the Reset button. Note 
that you must do this before clicking the Update button. Also, if you click the Reset button, all updated 
fields will be returned to their original content. 

If you wish to return to the Account Information screen without making any changes, click the Back 
button. 
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Updating Account Administrator Information 

The second part of the Update Account screen will give you the opportunity to change the phone 
number or email address for the Administrator for this JACS account.  

If you wish to return to the Account Information screen without making any changes, click the Back 
button. 

Note that you cannot change the Administrator name on this screen. In order to do this, please see the 
next section, Changing the Administrator. 

To update the administrator information, click on the word ‘here’ shown below. 

 
 
Click on the initials in the top right-hand corner and select the Profile option. 
 

 
 

Edit your information and click the Update Profile button. 
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Changing the Administrator 
The third part of the Update Account screen will give you instructions on how to change the 
Administrator for this JACS account. You must complete a form and send it for processing to the JACS 
Support Unit. The screen provides email, regular mail and courier addresses to use, depending on your 
preference. 

Click the link to access the Request to Change Administrator form. Please note that all fields on this 
form must be completed for the form to be processed.  

 
You must identify your account number and account name as they are shown in the JACS system on the 
first part of the form. You must also provide the JACS User Id for the person who will become the 
administrator.  

Note: If the person who will be the new administrator does not have a JACS User Id, they must obtain 
one before you can complete this form. Please see the section Registering for a User Name and 
Password for detailed information on obtaining a JACS system User Id. 
 
 
 
 

 

 

 

You must certify, sign and date the form, as well as provide a telephone contact number, on the second 
part of the form. Please print your name clearly, then provide your signature in the space provided.  

 
 
 



 

Page | 22  
 

Viewing and Printing JACS Account Activity 

Account Information  
In order to use the View/Print Activity function, you must have been granted the privilege to view and 
print activity for that account. If this is true, you will see the View/Print Activity tab on the Account 
Information screen. Click this menu tab to go to the search screen. 

If you do not see the View/Print Activity menu tab, you should contact your Administrator to have this 
privilege added to your user profile. 
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Searching Account Activity by Date 
The center section of the View and Print Activity screen gives you the opportunity to search for specific 
account transactions by date and type of activity. You must select both start and end dates for your 
search, and you must select one of the radio buttons for the type of activity. 
The Start Date must be today’s date or earlier. The earliest date you can select is twelve months in the 
past. You can use the calendar icon to select a date. 
The End Date cannot be earlier than the Start Date or later than today’s date. It cannot be more than 
three months later than the Start Date. If you wish to search a single day’s transactions, the End Date 
can be the same as the Start Date. You can use the calendar icon to select a date. 
Deposit: Select this radio button to see all deposit activity for this account within the date range you 
have chosen. This information will include deposits as well as any deposit adjustments. 
Electronic Access: Select this radio button to see any charges related to the use of the public access 
program incurred within the date range you have chosen. 
All Other: Select this radio button to see any transaction not related to deposits or electronic access 
within the date range you have chosen. 
 

 
 
When the search results are displayed, you have several options. Click Download PDF to open the file in 
your PDF viewer. Click Download CSV to export the file into spreadsheet software. Click Back to return 
to the View and Print Activity screen without downloading the search results file. 
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Downloading Search Results as a PDF 
When you click Download PDF the messages you will see will depend on the browser you are using. 
Here are a few examples based on commonly used browsers.  

If you are using Windows Internet Explorer as your browser, you will see the message box: 

 
Click Open to open the file in your PDF viewer. Click Save to store the file on your computer or your 
network. Click Cancel to end the transaction without downloading the search results file. 
 
If you are using Google Chrome as your browser, you will see the file appear as an available download: 

 
 
Click on the file name to open the file in your PDF viewer.  
 
 If you are using Mozilla Firefox as your browser, you will see the message box: 

 
 

Select the appropriate radio button (either open the file with your PDF viewer or save the file on your 
computer or network) and click OK. Click Cancel to end the transaction without downloading the search 
results file.  
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If you are using Apple Safari as your browser, you will see the message box: 

 

Click Open to open the file in your PDF viewer. Click Save to store the file on your computer or your 
network. Click Cancel to end the transaction without downloading the search results file. 

If you are using another browser your options may vary. As a default, you can always elect to open the 
file and then save it from your PDF reader. 
 

Downloading Search Results as a CSV 
When you click Download CSV the messages you will see will depend on the browser you are using. 
Here are a few examples based on commonly used browsers.  

If you are using Windows Internet Explorer as your browser, you will see the message box: 

 
Click Open to open the file in your default spreadsheet software. Click Save to store the file on your 
computer or your network. Click Cancel to end the transaction without downloading the search results 
file. 

If you are using Google Chrome as your browser, you will see the file appear as an available download: 

 
 
Click on the file name to open the file in your default spreadsheet software viewer.  
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If you are using Mozilla Firefox as your browser, you will see the message box: 

 

Select the appropriate radio button (either open the file with your available spreadsheet software or 
save the file on your computer or network) and click OK. Click Cancel to end the transaction without 
downloading the search results file.  
 
If you are using Apple Safari as your browser, you will see the message box: 

 
 
Click Open to open the file in your default spreadsheet software. Click Save to store the file on your 
computer or your network. Click Cancel to end the transaction without downloading the search results 
file. 

If you are using another browser your options may vary. As a default, you can always elect to open the 
file and then save it from your spreadsheet software. 
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Viewing Your Monthly Statements 
The bottom portion of the View and Print Activity screen gives you the opportunity to view monthly 
JACS account statements. Statements are available on line for the most recent 12-month period. You 
must select a month from the drop-down list provided. Once you have made your selection, click the 
Submit button. 

Alternatively, you can click the link “Draft report for current month” to view the current month-to-date 
statement information. Keep in mind that this is a draft of the current month’s statement, not the final 
version you will see after the month ends. 

The Back button will return you to the Account Information screen. 

 
 
The statement you request will be emailed to you at the email address JACS has on record for you. 
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Manage JACS Users 

Account Information  
In order to use the Manage Users function, you must either be the Administrator or you must have been 
granted the privilege to manage users by the Administrator for that account. If this is true, you will see 
the Manage Users tab on the Account Information screen. Click this menu tab to go to the Manage 
Users screen. 

If you do not see the Manage Users menu tab, you should contact your Administrator to have this 
privilege added to your user profile. 

  



 

Page | 29  
 

Manage User Access 

The top part of the Manage User Access screen identifies the account number and gives information 
about the Administrator. 

The second part of the screen lists any additional users who have access to this account, their contact 
information and their access privileges. You can select an already-assigned user to modify or you can 
add a new user.  

Note: The Administrator can assign user privileges for up to five additional users. A user who has been 
given manage user privileges can also assign privileges to other users. To add an additional user to the 
JACS account, click on the Add New User button. 

To modify an existing user’s privileges, click the appropriate Select radio button and click the Modify 
button. Alternatively, you can click on the appropriate User ID.  

Note: You cannot assign a privilege unless you have been assigned that privilege yourself. (For example, 
you cannot give someone else the Fund Account privilege for an account unless you also have the Fund 
Account privilege for that account.) You cannot change your own user privileges. 

 
 
If there are no additional users associated with this account, the system will display the following 
message: 

 

In this instance, the screen will not show the user table (illustrated above) or the Modify button. Your 
only button options will be to add a new user or return to the Account Information screen via the Back 
button.  
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Modify User Access 

The Modify User Access screen lists available privileges. Those that have been granted to the user will 
have a check mark. You can select new privileges to assign or deselect privileges to remove. You can also 
elect to remove all access. 

You can select a privilege by clicking on the checkbox next to it on the screen. You can remove a 
privilege by clicking on an already-checked checkbox. Note that the View Account Information privilege 
is assigned as a default to all account users.  

Once you have made the required changes, click the Save button. If you wish to return to the Manage 
User Access screen without making any changes, click the Back button. 

 

When you click the Save button, the system will ask you to confirm your choice. Click the OK button to 
confirm your changes. Click the Cancel button to return to the Modify User Access screen without 
saving any changes. 
Note: The appearance of this message box may vary slightly depending on the browser you are using, 
but the message content and the button selection will be the same. 

 

When you click the Save button and the system successfully stores your changes, you will be returned to 
the Manage User Access screen. The access column of the user table will show the updated privileges, 
and the system will display the following message: 

 

If you click the Save button to modify a user’s privileges, but have not changed anything for that user’s 
profile, the system will display the following message on the Modify User Access screen: 
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Add New JACS User 

The Add New User button starts a series of screens that allow you to associate a user with a particular 
JACS account and assign that user specific account privileges. 

Add New JACS User – Step 1 

The first screen in this process contains the instructions that the user you wish to add to this account 
must already have a User Id for the JACS system before they can be associated with a JACS account. This 
screen provides a link to obtain a User Id if necessary.  

Please see the section Registering for a User Name and Password for more detailed information about 
the process to follow to obtain a User Id for the JACS system. 

If the user you wish to add to this account already has the necessary User Id, click the Continue button. 
Click the Back button if you wish to return to the Manage User Access screen. 

 

Add New JACS User – Step 2 

The next screen in this process asks for the User Id for the person who is to be associated with this JACS 
account. Enter the User Id and click the Continue button. Click the Back button to return to the previous 
screen. 
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Add New JACS User – Step 3 

The third screen in the process confirms the information about the user you are adding to the account 
and gives you a list of account privileges that can potentially be assigned to this user. You can assign as 
many or as few privileges as you want.  

Note: The privileges you assign here apply only to this JACS account. All users associated with a JACS 
account will have the privilege View Account Information.  

To complete this screen, click the certification checkbox, click the checkboxes for the privileges you wish 
to assign to this user, and then click the Save button.  

To return to the previous page without adding this user to this JACS account, click the Back button. 

 

Once the system has successfully saved your changes, you will be returned to the Manage User Access 
screen. The user table will include your newly added user, and the system will display the following 
confirmation message:  
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Funding a JACS Account 

Account Information  
In order to use the Fund Account function, you must either be the Administrator or you must have been 
granted the Fund Account privilege by the Administrator for that account. If this is true, you will see the 
Fund Account tab on the Account Information screen. Click this menu tab to go to the Fund Account 
screen. 

If you do not see the Fund Account menu tab, you should contact your Administrator to have this 
privilege added to your user profile. 
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Funding Your JACS Account 

The first step of the fund account process requires you to complete the funding request. To complete 
this screen you must select the bank account you wish to use from a drop-down list of bank accounts 
that were previously associated with your JACS account. Enter the amount to be transferred from your 
bank account to your JACS account and click the Fund button.  

Note: The amount you enter for the transfer request should not include any special characters such as a 
dollar sign or comma. You should enter only dollars and cents with the decimal point.  

The Reset button will clear any fields you have selected or keyed on this screen. The Back button will 
return you to the Account Information screen. 

If there are no bank accounts associated with this JACS account, or you need to add, update or delete a 
bank account from the list of those associated with this JACS account, follow the Add, Update or Delete 
Accounts link on this screen. Only the Administrator can add, update or delete from the list of bank 
accounts associated with a JACS account, so only the Administrator will see the link on this screen.  

Note: If you are an account user with the Fund Account privilege for this JACS account, and you do not 
see the bank account you need to use for this transfer request on the Select a Bank Account drop-down 
list, you should contact your Administrator to have the bank account added. 

Please see the section Performing Bank Account Maintenance for more detailed information about the 
process to follow to add, update or delete bank accounts associated with a JACS account. 

Note: If you elect not to fund your JACS account electronically, this screen has instructions for you to 
follow for manual funding. Please be aware that if you fund your JACS account manually, use of the 
funds will be delayed due to the time it will take to deliver and process your check. 

 

 
 

  



 

Page | 35  
 

Confirming Your Funding Request 

The second step of the fund account process requires you to review the details of the funding request, 
and certify that you are authorized to make the request.  

To complete this screen, click the certification checkbox and then click the Submit button.  

If you do need to change any information for the funding request, or you do not wish to complete the 
request at this time, click the Cancel button to return to first screen of the Fund Account Process 
without completing this transaction.  

 

Viewing and Printing  Your Transfer Confirmation 

Once your funding request has been processed, the system will display the ACH Transaction 
Confirmation. This screen will recap the details of your funding request and will provide you with the 
Transaction Number for your future reference. 

You have the option to print this page for your records by clicking the Print button.  

Click the Close button to return to the Account Information screen. 
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Performing Bank Account Maintenance 

Accessing the Bank Account Maintenance Function 

If you are the Administrator for a JACS account, you will see a link on the first screen in the Fund 
Account Process to add, update or delete accounts. Click on this link to access the Bank Account 
Maintenance function. 

Note: If you are not the Administrator for a JACS account, this link will not be available to you. You will 
need to contact the Administrator for the JACS account to complete any necessary bank account 
maintenance.  

 
 
 

Adding a New Bank Account 

The Bank Account Maintenance screen gives you the opportunity to add a bank account to be used for 
funding your JACS account. 
To add a new bank account, select New Account from the Select a Bank Account drop-down box and 
provide the following information: 
Bank Routing Number: This is the nine digit number used by your bank for electronic transfers. You can 
generally find it on a check from that bank. If you don’t have checks or cannot find the routing number, 
you should contact your bank to get that information. 
Bank Account Number: This is the unique number assigned to your account by the bank. Be sure to 
include all digits for this account number, including any zeroes that start the number. You will be asked 
to confirm this number by entering it again in the Confirm Bank Account field. 
Account Holder Name: The name of the person the bank has on record as the account holder. 
Account Nickname: Assign this account a name that will display on the JACS Fund Account screen in the 
Select a Bank Account drop-down box. This name should be something that will help you identify this 
account when you are looking to fund your JACS account. 
Type of Account: Indicate if the bank account is a checking account or a savings account.  
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Bank Name: Provide the name under which your bank does business in the United States.  

You can elect to make this your default bank account for funding this JACS account by clicking that 
checkbox. It is not required to assign a default bank account. Finally, certify that you are authorized to 
add this bank account by clicking the cerification checkbox and click the Save button. 

Click the Back button to return to the Fund Account Process screen without adding a new bank account. 

Click the Reset button to return all the screen fields to their original content.  

 
 
Note: Click on the  icon to view help in finding the routing number and account number for your bank 
account. Do not use routing information from a deposit slip. 
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Updating an Existing Bank Account 

The Bank Account Maintenance screen gives you the opportunity to update information for a bank 
account you previously associated with your JACS account. 

To update a bank account, select the account from the Select a Bank Account drop-down box.  

Once you have made any necessary changes, click the certification checkbox then click the Save button. 

Click the Reset button to return the screen field contents to what they were when this screen first 
displayed. Click the Back button to return to the Fund Account Process screen without making any bank 
account changes. 

Note: The bank account number will be masked when the screen displays. If you need to modify the 
bank account number, simply delete the masked account number and enter your new or corrected 
account number. 

 
 
Note: Click on the  icon to view help in finding the routing number and account number for your bank 
account. Do not use routing information from a deposit slip. 

 
  



 

Page | 39  
 

Deleting a Bank Account 
The Bank Account Maintenance screen gives you the opportunity to delete a bank account from the list 
of bank accounts you previously associated with your JACS account. 

To delete a bank account, select the account from the Select a Bank Account drop-down box and click 
the Delete button.  
 

 
 
The system will ask you to verify that you want to delete this account from your list. Click OK to confirm 
the deletion. Click Cancel to return to the Bank Account Maintenance screen without completing the 
deletion. 

Note: The appearance of the verification message box may vary slightly depending on the browser you 
are using, but the message and available buttons will not change. 
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Closing a JACS Account 

Account Information  
You must be the Administrator in order to close a JACS account. If this is true, you will see the Close 
Account tab on the Account Information screen. Click this menu tab to go to the close account screen. 

 
 

Closing a JACS Account 

The Close Account screen displays information you need to consider when closing a JACS account. To 
close the account, click the certification checkbox, then click the Continue button. 

Please note that once a JACS account is closed it cannot be reopened. 

If you wish to return to the Account Information screen without closing the account, click the Back 
button. 
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To continue the closing process, you must click OK on the resulting pop-up message. Click Cancel to 
return to the Close Account screen. 

 

Once your close request is complete, the system will display a confirmation message. You can print this 
screen for your records by clicking the Print button. Click the Done button to return to the Account 
Information screen.  

Note: Once you have completed the close request, the system places your account in a Close Pending 
status. You can no longer use this account for Judiciary charges. The account will remain in Close 
Pending status to allow any charges accrued before you completed the close request to be applied to 
the account balance. If any money remains in the account after any pending charges are applied, a 
refund will be issued to the address listed on the Account Information screen.  
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