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New Jersey Judiciary

Overview / Roles and Access

Criminal Case Management 

 The Manual Case Entry process will provide:

• A new mechanism within Case Initiation that will replace Quick Case Entry and Transaction routing in PG. 
• It will provide a simpler and better user experience. 

 Roles and Access: 

• Internal and External users will be allowed to access this new feature in the Criminal Case Management application. 
• Users will be able to Create cases based on their access level. 
• Users will also be able to View or Add/Modify Victim and Witness records based on their access level. 
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New Jersey Judiciary

Navigate to Criminal Case Management 

Criminal Case Management 

Internal users can navigate to 
Criminal Case Management 
application from Enterprise Portal 
by clicking Managed bookmarks in 
the browser and selecting Judiciary 
Links Automated Trial Courts 
Services  New Jersey 
Courts Portal.
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New Jersey Judiciary

Navigate to Criminal Case Management (External)

Criminal Case Management

External users can navigate to Criminal Case Management application by entering their login credentials.
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J ew Jersey Courts 

lWo-Factor Authent,cation Required for All External Users as of Monday, March 7, 2022. 

Log in help 

To request information about your existing ID cl ick 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 

4. Open the email and follow the instructions 

If you are still unable to successfully login after resetting your password, please contact the Help Desk at 609-421-6100 for assistance. 

If you have not received an activation email after reg istering, click Resend Activation Email to request the activation email to be sent again. 

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 1 O 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). 

Enter user ID and password If you have been provided with a temporary 

password, login below. 

User ID * 

User ID 

Password * 

Password 

Resend Activation Email 

Forgot User ID? 

Forgot Password? 

Login 



New Jersey Judiciary

Home Page 

Criminal Case Management 

On Portal Home Page click on the Criminal Case Management tile to open the application.

6
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New Jersey Judiciary

Home Page 

Criminal Case Management 

External user will be presented with the “Verify firm” screen where user must select the firm and click on the certification checkbox. 

7

Verification 

Cri minal Case Management 

Veri fy firm 

Select the appropriate name and address to continue. 
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PACIFICO & LAWRENCE 

705 AMBOY AVE 

WOODBRIDGE NJ 07095 

AN URAG.GROVER@NJJUDLAB.NJCOURTS.GOV 
ERKA.MATHUR@NJJUDLAB.NJCOURTS.GOV 
DAVID.LEANING@NJJUDLAB.NJCOURTS.GOV 

GLOUCESTER COUNTY PROSECUTOR 

PO BOX 623 70 HUNTER STREET 

WOODBURY NJ 080960000 

VISHNU.GUPTA@NJJUDLAB.NJCOURTS.GOV 

ATTORN EY GENERAL CRIMINAL JUSTICE 

25 MARKET STREET PO BOX 085 

TRENTON NJ 08625 

I certify that all the information is true and accurate I 

COUNSELORS R US, LLC2 

ADDRESS LI NE1 1234 JUSTICE BLVD 

SDASD OC --

M IDDLESEX COUNTY PROSECUTOR 

3RD FLOOR 25 KIRKPATRICK STREET 

NEW BRUNSWICK NJ 089010000 

ELAlNE.WARE@NJJ UDLAB.NJCOURTS.GOV 

ATTORN EY GENERAL OFFICE OF INSURANCE FRAUD PROS 

123 TEST STREET 

TRENTON NJ 08625 

BU RLI NGTON COUNTY PROSECUTOR 

49 RANCOCAS ROAD PO BOX 6000 

MT HOLLY NJ 080600000 

D MONMOUTH COUNTY PROSECUTOR 

71 MON UMENT PARK PO BOX 1266 

FREE HOLD NJ 07728 1266 

Cancel 
1
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New Jersey Judiciary

Manual Case Entry
Manual Case Entry sub-tile can be accessed from Criminal Case Management home page.

Criminal Case Management 8

Home 

Criminal Case Management Essex County 

-
Change County Prosecutor Intake List In Progiress Manua l Case Entry 

Case In itiation 

➔ +- it· ~ .. §,• 
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New Jersey Judiciary Criminal Case Management 

Manual Case Entry (Case Search)
1

2

1. Select option “New 
criminal case” and 
click Initiate button 
for new case creation. 

2. Select option 
“Existing criminal 
case” to add a new 
defendant to an 
existing criminal case.

Select either ‘Criminal 
Case Number’ or 
‘Police Case Number’ 
to search for the 
existing case. 
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□ 

□ 

Home Case Search X 

Criminal Case Management Essex County 

Case search 

Select an option * 

~ New crimina l case lO Exist ing criminal case 

Home Case Search X 

Criminal Case Management Essex County 

Case sea rch 

Select an option • 

0 New crim ina l case O Exist ing criminal case 

Search criteria * 

Select 

Select 

Criminal Case Number 

Police Case Number 

I H@Mi◄I 



New Jersey Judiciary Criminal Case Management 

Manual Case Enty (Case Search – Existing Case)
1

2

1. If the Criminal Case 
number is available, 
select Criminal 
Case Number and 
search for the case. 
Then, click Initiate 
button to add to 
an existing case.

2. If the Police Case 
number is available, 
select Police Case 
number and search 
for the case. Then, 
click Initiate button 
to add to an existing 
case
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□ 

□ 

Home Case Search X 

Criminal Case Management Essex County 

Home Case Search X 

Case search 

Select an option * 

0 New criminal case O Exist ing crim inal case 

Search criteria * County * 

~ C-r-im_ i_n_a_l _C_a_s_e_N_u_m_b_e_r--v~I ESSEX 

Crim inal Case Management Essex County 

Case search 

Select an option * 

0 New crim ina l case O Exist ing cr im inal case 

Search criteria * Police case number * 

Police Case Number 

Year * Sequence number * 

Reset 

MM\%h 

Originating municipality * 

Reset 



New Jersey Judiciary

Manual Case Enty (Case Search – Existing Case Results)

Criminal Case Management 

2

2

11

1 Criminal Case Number search results Police Case Number search results□ 

Case search 

Select an option • 

Q New criminal case O Existing criminal case 

Search criteria * 

Criminal Case Number 

1 result(s) found 

Case number 

0 ESX-23-030020 

County * 

ESSEX 

Case caption 

Year * 

V 23 

State of New Jersey vs John Doe. et al 

Defendants x 

001 -John Doe 

002 -Jane Doe 

003 - Chris Doe 

sequence number * 

030020 

Reset 11 Search 

Case init ia tion date Case status 

02/22/2023 Active 

□ 

Case search 

Select an option • 

0 New criminal case O Exist ing criminal case 

Search criteria * Police case number * 

Police Case Number v PCMON100 

7 result(s) fou nd 

Case number ; Defendant name ; 

0 BUR-23-030375 John Doe 

0 BUR-23-030375 Jane Doe 

0 BUR-23-030375 Chris Doe 

0 BUR-24-030174 Jake Doe 

0 BUR-24-030174 Kim Doe 

0 BUR-24-030188 Jack Doe 

0 BUR-24-030195 Sam Doe 

Originating municipality * 

0315 - FLORENCE TWP 

Defendant sequence number ; 

001 

001 

001 

001 

001 

001 

001 

Police case number ; 

PCMON100 

PCMON100 

PCMON100 

PCMON100 

PCMON100 

PCMON100 

PCMON100 

Complaint num ber ; 

W-2023-000128-0315 

W-2023-000131-0315 

W-2023-000132-0315 

W-2024-000027-0315 

W-2024-000028-0315 

W-2024-000018-0315 

W-2024-000059-0315 

Reset 11 Search 

Offense date ; 

09/09/2018 

11fl1/2018 

11fl1/2018 

01fl8/2024 

01fl8/2024 

02/06/2024 

03/ 11/2024 



New Jersey Judiciary Criminal Case Management 

Manual Case Entry – Associate Complaint
1

2

System launches the Manual 
Case Entry and navigates user 
to “Associate Complaint” 
screen.

1. System will display 
“Manual Case” when the 
New criminal case was 
selected.

2. System will display the 
criminal case number on 
the tab when Existing 
criminal case was 
selected. 

3. To continue the Manual 
Case entry flow, entering a 
Complaint number is not 
required.  

Note: If the Complaint number 
entered is available in the 
‘Prosecutor Intake List' in your 
county, then the system will 
display an error message. 
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□ 

□ 

Home Manual Case X 

Criminal Case Management Essex County 

l Associate Complaint I> Verify Defendant Case Details Defendant and Charge Information Review Victim/Witness/other 

--------------------------------~ 
Complaint number 

0 Please enter the complaint number if avai lable. 

Home I ESX-23-030025 X 

Complain t number 

Type 

Criminal Case Management Essex Cou nty 

Year Sequence number Court code 

Associa te Complaint > I Verify Defendant Case Details Defendant and Charge Information Review Victim/Witness/Other 

Complaint number 

0 Please enter the compla int number if avai lable. 

complaint number 

Type Year Sequence number Court code 

_j 

cancel I FJ@F 

Cancel I Ff@■ 



New Jersey Judiciary Criminal Case Management 

Manual Case Entry– Verify Defendant
1

2

1. Click on Next to proceed to Verify 
Defendant screen. 

2. If a Complaint number was entered on 
the Associate Complaint screen, the 
system will display “Verify” or “Re-
verify” button. 

• "Re-verify" button - If defendant 
exists in Criminal Case 
Management system for the same 
county and has flagged matching 
SBI number in ACS (application 
verifies defendant in Criminal 
Case Management system 
automatically).

• "Verify" button - If defendant 
does not exist in Criminal Case 
Management system for the same 
county.

Note: The Next button will remain disabled 
till the defendant have been verified. 
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□ Home Manual Case X 

Criminal Case Management Essex County 

Associate complaint > Verify Defendant > case Details Defendant and Charge Information Review Victim/Witness/other 

Complaints 

1 record 

Issue date Complaint number Defendant name SBI number Police case number Offense date Offense 

07/31/2024 W-2024-000066-0714 JOHN DOE 456213N 1000000003 07/30/2024 2C: 14-2A(4) Re-vedfy l I 

~-B_a_c_k_~I [ Cancel IL[ __ s_a_v•_~I Ml@■ 

□ Home Manual Case X V 

Criminal Case Management Essex County 

Associate Complaint > Verify Defendant > Case Details Defendant and Charge Information Review Victim/Witness/Other 

Complaints 

1 record 

Issue date Complaint number Defendant name S81 number Police case number Offense date Offense 

04/04/2023 W-2023-000010-0180 John Doe 04/04/2023 2C:18-3A II Verify LJ 

~ -B_a_ck_~ J [ Cancel I L[ __ s_a_v_e_~ 



New Jersey Judiciary Criminal Case Management 

Manual Case Entry – Verify Defendant (cont.)

Note: If the complaint is 
auto-verified, the “Reset” 
button will be disabled, 
and user will not have the 
ability to re-verify or 
assign a different 
defendant to the 
complaint. 
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Complaints 

1 record 

Issue date Complaint number Defendant name SBI number Police case number Offense date Offense 

07/31/2024 W-2024-000066-0714 JOHN DOE 456213N 1000000003 07/30/2024 2C:14-2A(4) 

Defendant search results 

Defendant - JOHN DOE 

Verify the defendant by either selecting a defendant from the l ist below or selecting the "Ass ign new defendant" option below to add a new defendant to Promis Gavel. 

Search by: + Add/Change 

1 records 

Defendant name ~ Date of birth ~ SBI number ~ SSN ~ SPN ~ Race ~ Hispanic/Latinx? ~ Gender ~ 

JOHN DOE 01/05/ 1995 456213N 333-44-4555 231159 White No MALE 

__ B_ac_k ~ J[ Cancel J_[ _ sa_v_e ~J -



New Jersey Judiciary Criminal Case Management 

Manual Case Entry – Verify Defendant (cont.)
• To Verify defendant 

manually from Criminal 
Case Management 
system, click on Verify 
defendant button.

• If defendant doesn’t exist 
in Criminal Case 
Management system, 
then no records will be 
returned. 

• User has the option to: 
1. Assign new 

defendant , or
2. Manually search 

for a defendant by 
clicking on the 
+Add/Change link.
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Associate Complaint > Verify Defendant > Case Details Defendant and Charge Information Review Victim/Witness/Other 

Complaints 

Complaint number was entered or modified. Please re-ver ify defendant. 

1 record 

Issue date Compla int number Defendant name SBI number Police case number Offense date Offense 

04/04/2023 W-2023-000010-0180 John Doe 04/04/2023 2C:18-3A 

Defendant search results 

Defendant - DOUBLE MINT 

Verify the defendant by either se lecting a defendant from the list below or selecti ng the "Assign new defendant" option below to add a new defendant to Promis Gavel. 

Search by: + Add/Change 

Defendant name ; Date of birth ; SBI number ; SPN ; Race ; Hispanic/Latinx? ; Gender ; 

I No Records Found 

D Assign new defendant 

Back 11 Cancel 11 Save 



New Jersey Judiciary Criminal Case Management 

Manual Case Entry – Verify Defendant (cont.)
11. User also has an option 

to manually search for a 
defendant in Criminal 
Case Management 
system by clicking on 
the +Add/Change link.

2. Based on the search 
criteria, the system will 
return the matching 
records from Criminal 
Case Management 
system.

2
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□ 

□ 
Assodate Complalnt > Verify Defendant > Case Details Defendant and Charge Information Rt'View"Victim1Witness/Othe1 

Complaints 

l record 

151 

Issue date 

04/04/2023 

Defendant search results 

Defendant -John~ 

Complaint number Defendant name 

W-2023-000010-0180 DOUBLE MINT 

SBl number 

Verify the defendant by either selecting a defendant from lhe li st below or selecting the "Assign new defendan1- option below to add a new defendant to Promis G-1. 

Search by : [ Defendant n<!me: John Doe x j + Add/Change 

Dateof birth : 

12l06/1999 

SBI number : 

462891N 

SSN : 

157-48-9897 

Police case number Offense dale Offense 

04/04/2023 2C:18-3A 

Hispanic/latinx? : 

No 



New Jersey Judiciary Criminal Case Management 

Manual Case Entry – Verify Defendant (cont.)
• Select the defendant and Click 

the Assign button. 

• If the selected defendant has 
an SBI number: 

1. The Application will 
display the SBI number 
in the Verify Defendant 
Top Section. 

2. Upon hovering over the 
SBI number which is 
manually entered or 
assigned, a hyperlink 
will display the 
informational message 
about the SBI. 

17

Home Manual Case X 

Associate Complaint > Verify Defendant > Case Details Defendant and Charge Information Review Victim/Witness/Other 

Complaints 

1 record 

Issue date Complaint number Defendant name SBI number Police case number Offense date Offense 

r5l 04/04/2023 W-2023-000010-0180 John Doe ~ ..... _____________ o_4_10_4"Tl12023 2C:18-3A 

SBI number entered or assigned manually. 

Defendant search results 

Defendant· DOUBLE MINT 

Verify the defendant by ei ther selecting a defendant from the list below or selecting the "Assign new defendant" option below to add a new defendant to Promis Gavel. 

Search by: Defendant name: John Doe x 

1 records 

Defe ndant name ; Date of birth ; 

r5l John Doe 12/06/1999 

D Assign new defendant 

+ Ad d/Change 

581 number ; 

1462891N 

SPN ; 

157-48-9897 231171 

Race ~ 

Asian 

Hispanic/Latinx? ; 

No 

V 

Gender ; 

MALE 

Reset 

11 Cancel I [ Save i M/@M 
----~ ----~ 

Back 



New Jersey Judiciary Criminal Case Management 

Manual Case Entry – Verify Defendant (cont.)

• Upon selecting 
“Assign new 
defendant” radio 
button the Assign 
button gets 
enabled. 

18

Associate Complaint > Verify Defendant > Case Details Defendant and Charge Information Review Victim/Witness/Other 

Complaints 

1 record 

Issue date Complaint number Defendant name S81 number Police case number Offense date Offense 

61 04/04/2023 W-2023-000010-0180 John Doe 04/04/2023 2C: 18-3A 

Defendant search results 

Defendant - JOHN DOE 

Verify the defendant by either se lecting a defendant from the list below or selecti ng the "Assign new defendant " option below to add a new defendant to Promis Gavel. 

Search by: + Add/Change 

Defendant name : Date of birth : SBI number : SPN : Race : Hispanic/Lat inx? : Gender : 

No Records Found 

llll Assign new defendant I 
11 11 

Reset Assign 

Back 
11 

Cancel 
11 

Save 



New Jersey Judiciary Criminal Case Management 

Manual Case Entry – Verify Defendant (cont.)
11. If a SBI number does not 

exist for the defendant, the 
system will open a modal 
window which will allow 
the user to manually enter 
the SBI number. Enter the 
SBI number and click 
‘Confirm’. 

2. If a SBI number exist on 
the complaint, the system 
will enable the ‘Next’ 
button.

3. The “Reset” button 
remains enabled, 
allowing user the option 
to reverify the defendant. 

2
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□ 
Confirm SBI number 

Do you want to enter the SBI number for the defendant? 

SBI number • 

□ 
Associate Complaint Verify Defendant > Case Details Defendant and Charge Information Review Victim/Witness/Other 

Complaints 

1 record 

Issue date Complaint number Defendant name SBI number Police case number Offense date Offense 

c:jl 04/05/2023 W-2023-000011 -0180 John Doe 04/05/2023 2C:18-3A 

Defendant search results 

Defendant · JOHN DOE 

Verify the defendant by either selecting a defendant from the list below or se lecting the "Assign new defendant" option below to add a new defendant to Promis Gavel. 

Search by: + Add/Change 

Defendant name : Date of birth : SBI number : SSN : SPN : Race : Hispanic/l atinx? ; Gender : 

No Records Found 

I &!'a Assign new defendant I 
II Reset II 

Back 11 Cancel 11 Save 



New Jersey Judiciary Criminal Case Management 

Manual Case Entry – Verify Defendant (cont.)

• If a complaint 
number was not 
entered on the 
Associate 
Complaint screen, 
then the Verify 
Defendant screen 
will provide users 
two options: 
‘Search Defendant’ 
and ‘New 
Defendant’. 

20

Home Manual Case X V 

Criminal Case Management Essex County 

Associate Complaint > Verify Defendant > Case Details Defendant and Charge Information Review Victim/Witness/Other 

Defendant 

No complai nt was entered. Cl ick "Search Defendant" to search defendants within this county or assign "New Defendant". 

[ Search Defendant [ [ New Defendant [ 

~-B_ac_k _[ [ Cancel [ ~[ _ sa_v_e _[ _ 



New Jersey Judiciary Criminal Case Management 

Manual Case Entry – Verify Defendant (cont.)
1

2

1. Select ‘New Defendant’ to 
assign a new defendant. Enter 
the details and click Save 
button. 

2. If the SBI number entered 
already exists in Criminal Case 
Management system for the 
same county, the system will 
display an error message.  

3. After saving the new 
defendant, the ‘Assign’ button 
will be enabled. 

21

3

□ Assign new defendant 

First name Middle initial Last name * S81 number 

Cancel 

□ Assign new defendant X 

Defendant's SBI number 201101 H already exists. Please verify the defendant again. X 

First name Middle initial Last name * SBI number 

John Doe 201101H 

__ ca_n_ce_1_J _ 

□ 
Associtite Complaint > Veri fy Defendant > Case Details Defendant and Charge lnformat XI Review Vl~tim/Witness/Other 

Defendant 

No complaint was entered. Click "Search Defendant" to search defendants wi thin th is county or assign "New Defendan1". 

Seorch Defendont I f._ ___ __, 

l row(s) 

Defendant name :: SBlnumber : 

0 JOHN DOE 

:, ~~~J~~~~LS~~'-ty-Sr-er-~-i~------===========================I =··='' =l=I =''=""=' =II ="="==I===:::: ______ _ 



New Jersey Judiciary Criminal Case Management 

Manual Case Entry – Verify Defendant (cont.)
1

2

1. Before assigning the new 
defendant, clicking on the ellipses 
will give you the option to 
‘Modify’ or ‘Delete’ the defendant 
info entered. 

2. Clicking ‘Modify’ will allow you to 
change/update the info entered 
before. 

3. Clicking ‘Delete’, will open 
“Confirmation” modal window. If 
user clicks ‘Confirm’, the system 
will remove the new defendant 
information entered. Allowing 
users to enter a new defendant 
again or search for an existing 
defendant. 

 

3
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□ 

□ 

□ 

Defendant 

No complaint was entered. Click "Search Defendant" to search defendants within this county or assign "New Defendant". 

Search Defenda nt I 

1 row(s) 

Defendant name : SBl number • 

JOHN DOE 

Criminal Case Management Essex County 

Associate Complaint ) Verify Defendant > C t> OW Defendant and Charge Information Review Victim/Witn~her 

Defendant 

No complaint was entered. Click "Search Defendant" to search defendants wi thin this county or assign "New Defendant". 

V Changes have been marked for t he current session and will become perma nent at completion of the work. 

I Search Defendant 11 New Defendant I 



New Jersey Judiciary Criminal Case Management 

Manual Case Entry – Verify Defendant (cont.)
1

2

1. Select ‘Search 
Defendant’ to 
search defendants 
within the county. 
Enter the search 
criteria and click 
the ‘Search’ button. 

2. Based on the search 
criteria, the system 
will return the 
matching records 
from Criminal Case 
Management 
system.

23

□ 

□ 
Associate Complaint Verify Defendant > Case Details Defendant and Charge Information Review Victim/Witness/Other 

Defendant 

No complaint was entered. Click "Search Defendant" to search defendants within this county or assign "New Defendant". 

Search by: Defendant name: john doe x + Add/Change 

119 records 

Defendant name : Date of birth : SBI number : SSN ; SPN ; Race : 

c5l 0 JOHN DOE 06/15/1978 980119B 140-72-6090 128598 Black or African American 

c5l 0 JOHN #1 DOE 097581 

c5l 0 JOHN #2DOE 097582 

c5l 0 JOHN D DOE 01/15/ 1967 300180B 146-64-3924 019443 Asian 

c5l 0 JOHN D DOE 01/15/ 1967 300180B 146-64-3924 019443 Asian 

1 2 3 4 5 6 7 8 9 10 ... > 

Hispanic/ l atinx? : 

No 

No 

Gender : 

MALE 

FEMALE 

FEMALE 

Reset 

Back 11 Cancel 11 Save I Hf@+ 



New Jersey Judiciary Criminal Case Management 

Manual Case Entry – Verify Defendant (cont.)
Stage Processing buttons at the bottom will allow user to navigate back 
and forth between screens, save information etc.
 Back button - Allows user to go to previous screen.
 Cancel button:

  Clicking 'Cancel' button without saving the work will open 
“Confirmation” modal window. If user clicks Confirm, the 
system will go back to Criminal Case Management home 
page.

 Clicking 'Cancel’ after saving the work at least once, will 
open “Confirmation” modal window. If user clicks Confirm, 
the system will take user back to the screen from where user 
navigated to this screen. System will save previously saved 
work' by user in 'In Progress Case Initiation’ workbasket.

 Save button – No Validations related to user entered /selected 
details will be done at save, but the system will save the 
information so far entered by user and will display successful bar 
message on top of the screen. 
 Clicking 'Save' button first time will save the information and 

create an entry in "In Progress Case initiation" workbasket 
with Status as "Pending-Draft”. 

 Clicking 'Save’ after saving the work at least once will update 
the information.

 Next button – Runs all the validation on the current screen. 
Navigates user to next stage upon successful validations else 
display errors as applicable. 

24

vc1c11ua11,a,,u ._,,a,,sc 1111v,111auv,, nc¥1cn ,,._,,.,.,,,,,,,c~.>1vu,.;:;1 

Complaints 

Complaint number was entered or modified. Please re.ver ify defendant. 

1 record 

Issue date Complaint number Defendant name 

c5l 07/31/2024 W-2024-000066-0714 JOHN DOE 

Defendant search results 

Defendant - JOHN DOE 

SBI number Police case number 

456213N 1000000003 

1 

Offense date Offense 

07/30/2024 2C:14-2A(4) 

Verify the defendant by either se lecting a defendant from the list below or selecting the "Assign new defendant " opt ion below to add a new defendant to Promis Gavel. 

Search by: + Add/Change 

1 records 

Defendant name ; 

c5l 0 JOHN DOE 

D Assign new defendant 

Jersey Judiciary 

Date of birth ; 

01/05/1995 

S8I number ; 

456213N 

SSN ; SPN ; Race ; 

333-44-4555 2311 59 White 

Hispanic/ latinx? ; 

No 

Gender ; 

MALE 

Back 11 Cancel I [ Save JN/INI 
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Manual Case Entry – Case Details 
1. Case Details screen provides option 

to enter case details such as Most 
serious crime, Category, Originating 
municipality, Case Initiation date, 
Change date, Manual case Creation 
reason etc. 

2. For the Manual case creation reason 
field, the system will display the 
following:
• Direct indictment/ Accusation
• Recovery Court Transfer 
• Pre-indictment Transfer
• Post-indictment Transfer
• Complaint/DP from Other 

County 
• Other

Note: When Other is chosen, a required 
Comment field will appear on the screen. 

2

1
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□ 

□ 

~BLMnt }. Verify Defendant > Case Detai ls > Defendant and Charge Information Review Victim/Witness/Other 

Case Deta ils 

Most serious crime * 

Originating municipality * 

Judge 

Transfer response 

Yes 

Case Notes 

+ Add Case Note 

No 

Prosecutor case jacket status * Category * 

, 
Case initiation date * Evidence ID 

1111 

Prosecutor detective Prosecutor 

, 
Supersession date Lab number 

1111 

Associate Complaint > Verify Defendant > Case Details > Defendant and Charge Information Review Victim/Witness/Other 

Case Details 

Most serious crime * Prosecutor case jacket status "' 

Originating municipality * Case initiation date * 

Judge Prosecutor detective 

Transfer response 

Yes 

Remaining: 60 characters 

Case Notes 

+ Add Case Note 

Supersession date 

No 

Category * 

, 
Evidence ID 

1111 

Prosecutor 

, 
Lab number 

1111 

Wildcat code 

Change date "' 

Manual case creation reason * 

Wildcat code 

Change date * 

Manual case creation reason * 

Other 

Direct Indictment/Accusation 

Recovery Court Transfer 

Pre-Indictment Transfer 

Post-Indictment Transfer 

Compla int/DP fro m Other County 

l Other 

1111 

C Refresh 

sh 



New Jersey Judiciary Criminal Case Management 

Manual Case Entry – Case Details (cont.)
If the user is updating an existing criminal case, then Case details will be populated from the selected case. User will not be allowed 
to override any values except for court officials, Transfer response, Supersession date, Lab number and Manual case creation 
reason.  
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Associate ComP- lai n t ~ Veri fy Def endant > Case Detail s > Defendant and Charge Information Review Victim/Witness/Other 

Case Det a il s 

Most serious crime 

AAS - ASSA ULT 

Originating municipality 

07 14 - N EWA RK CITY 

Judge 

Transfer response 

Yes 

Case Not es 

No 

Sea r c h by: + Add/C h a n g e 

11 reco rds 

----"' 

Prosecutor case jacket status 

IS - INTA KE/ SCREEN ING 

Case initiation date 

03/1 3/ 2023 

Prosecutor detective 

Supersession date 

= G ro u p ~ Fie lds f.l. Sh ow M o r e / Less 

Sequen ce numbe r 

001 

002 

003 

004 

005 

006 

Case n o t e 

te sting case no t e 1 - 5/1 3/2024 

test ing case no t e 2 - 5/ 13/24 

TEST NOTE ADDED THRU MAINTENA NCE 5/ 1 5/24 

TESTING MAINT CASE N OTE ENTRY 6/ 10/ 2024 

TEST CAS E NOTE 1 

TEST CA5 E NOTE 1 

----"' 

Category 

N I - N O N-IM PACT 

Evidence 10 

Prosecutor 

MOSCO. D IT 

Lab number 

~ Case n ote date ~ 

05/1 3/ 2024 

05/1 0 / 2024 

05/1 5/ 2024 

06/1 0 / 2024 

06/1 3/ 2024 

06/1 3/ 2024 

Wildcat code 

Change date * 

03/ 13/ 2023 

----"' 

Manual case creation reason * 

En t er ed by 

JUAJOY0 

JUAJOY0 

JU PGUZ0 

JUA)OY0 

JUAJOY0 

JUA)OY0 

C Re f r e sh 

Default v iew > 

View 

View 

View 

View 

View 

View 
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Manual Case Entry – Case Details (cont.)
Case Notes section:

• When an existing criminal 
case is selected then case 
notes from the criminal 
case will be displayed.

• System will display case 
note details such as 
Sequence number, Case 
note, Case note date, 
Entered by (user id).

• The following features are 
available in the Case Notes 
section:
 View case note
 Modify case note
 Delete case note
 Add new case note
 Search case note
 Customized view of 

case notes
 Refresh case notes
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ft 
c;NcwJmcyCoum 

ff Home Home ESX-23-030025 X 

Originating municipality 

0714 - NEWARK CITY 

Judge 

Case initiation date 

03/13/2023 

Prosecutor detective 

Transfer response Supersession date 

Yes No 

Case Notes 

Sea rch by: + Add/Change 

11 records 

=: Group ~ Fields fJ. Show More/Less 

Sequence number 

001 

002 

003 

004 

005 

006 

007 

008 

009 

010 

Case note 

testing case note 1 - 5/1 3/ 2024 

testing case note 2 - 5/1 3/24 

TEST NOTE ADDED THRU MAINTENANCE 5/ 15/24 

TESTING MAINT CASE NOTE ENTRY 6/ 10/2024 

TEST CASE NOTE 1 

TEST CASE NOTE 1 

TEST CASE NOTE 1 

TEST CASE NOTE 1 

TEST CASE NOTE 1 

TEST CAS E NOTE 1 

ii 

Evidence ID 

Prosecutor 

MOSCO, DIT 

Lab number 

; Case note date 

05/13/2024 

05/10/2024 

05/15/2024 

06/10/2024 

06/13/2024 

06/13/2024 

06/13/2024 

06/13/2024 

06/13/2024 

06/1 3/2024 

; 

Change date * 

03/ 13/2023 ii 

Manual case creation reason * 

Entered by 

JUAJOY0 

JUAJOY0 

JUPGUZO 

JUAJOY0 

JUAJOY0 

JUAJOY0 

JUAJOY0 

JUAJOY0 

JUAJOY0 

JUAJOY0 

0 

C Refresh 

Default view > 

View 

V.ew 
Modify 

Delete 
View 

View 

Vie,w 

Vie,w 

V.ew 

Vie,w 

Vie,w 

V.ew 

1 2 Next 
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Manual Case Entry – Case Details (cont.) 

Clicking the “Refresh” link will 
pull the updated case notes from 
Criminal case management 
system.

If a case note for an existing 
case was 
added/modified/deleted in 
the Criminal case management 
system outside of the Case 
Initiation application, then a 
message will be displayed on 
the top of the screen asking the 
user to refresh.

Click on the Next button to 
navigate to the Defendant and 
Charge Information screen.
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Home ESX-23-030025 X 

Originating municipality 

0714 - NEWARK CITY 

Judge 

Transfer response 

Yes 

Case Notes 

No 

Search by: + Add/Change 

11 records 

... 

Case initiation date 

03/ 13/2023 

Prosecutor detective 

Supersession date 

= Group ~ Fields U Show More/Less 

Sequence number 

001 

002 

003 

004 

005 

006 

007 

008 

009 

010 

Case not e 

testing case note 1 - 5/1 3/2024 

testing case note 2 - 5/13/24 

TEST NOTE ADDED THRU MAINTENANCE 5/15/24 

TESTING MAINT CASE NOTE ENTRY 6/ 10/2024 

TEST CASE NOTE 1 

TEST CASE NOTE 1 

TEST CASE NOTE 1 

TEST CASE NOTE 1 

TEST CASE NOTE 1 

TEST CASE NOTE 1 

... 

1111 

Evidence ID 

Prosecutor 

MOSCO, DIT 

Lab number 

; Case not e date ; 

05/13/2024 

05/1 0/2024 

05/1 5/2024 

06/1 0/2024 

06/1 3/2024 

06/1 3/2024 

06/1 3/2024 

06/1 3/2024 

06/1 3/2024 

06/1 3/2024 

Change date • 

03/13/2023 1111 

Manual case creation reason • 

Entered by 

JUAJOY0 

JUAJOY0 

JUPGUZ0 

JUAJOY0 

JUAjOY0 

JUAjOY0 

JUAJOY0 

JUAjOY0 

JUAJOY0 

JUAjOY0 

C' Refresh I 

Default view ) 

View 

View 
Modify 

Delete 
View 

View 

View 

View 

View 

View 

Vi,w 

View 

Next 



New Jersey Judiciary Criminal Case Management 

Manual Case Entry – Shell Case
1

2

1. Select option “New criminal 
case” and click Initiate button for 
new case creation. 

2. Select ‘Next’ button on the 
Associated complaint screen. 

3. On the Verify Defendant screen:
• If you want to create a shell 

case without any defendant 
info, then select ‘Next’ 
button on the Verify 
Defendant screen without 
selecting ‘Search 
Defendant’ or ‘New 
Defendant’ options.

• If you want to enter 
defendant info, you can 
select 'Search Defendant' or 
enter 'New Defendant' and 
then click 'Next' button.
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3

□ 

□ 

□ 

C.-seSe<trO' X 

Crim inal Case Management Essex Coun~ 

C.ase s.earch 

~ New cr lmtnal c..:tsel o Existing crfmlnal case 

Criminal Case Management Essex County 

I Associate Complaint I> Yi ,efendant Case Details Defendar. ndChargelnformaUon RevlewV: t1m/W1~5/0ther 

Complaint number 

0 Please e nte r the compla int numbe r if a va il a b le. 

Manual case x 

complalnt number 
Type 

Crimina l Case Management Essex County 

Asso cia te Complaint > Ve rify Defenda nt > C 

Defendant 

Vear Sequence number Court code 

Defendant a11d Chai i:e Information Revoew Vi tlm/W1t1 ess/Other 

No complaint was entered. Click "Sea rch Defendant " to search defendants within t h is county or assign "New Defendant-. 

Search Defendant 11 New Defendant J 

Mi,ihh& 

cance l 1- :fi ;-

Ba<k 11 Can,el 11 Save IF/Iii♦ 
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Manual Case Entry – Shell Case (cont.)
1

2

1. Complete the Case Details 
screen and click ‘Next’.  

2. On the Defendant and Charge 
Information screen:
• If user do not have access 

to Victim/Witness/Other 
information, then the 
Submit button will be 
enabled to proceed with 
case creation.

• If User has access to 
Victim/Witness/Other 
information, then the 
“Next” button will be 
enabled to proceed to 
Review 
Victim/Witness/Other stage.

3. Click ‘Submit’ on the Review 
Victim/Witness/Other screen.  

30

3

□ 

□ 

□ 

Assoc iate Compla int > Verify Def enda,nt > CaS<a O.tail,o 

Most serious crime • Prosecut<><" case jacket status • category • 

Or1g,naong rnunfeipaloty • 

1111 
Judge 

a 

Criminal Case Managem ent Essex county 

~pB!Jll l. Veri fy Defend ant > Case Details ) Defendant and Charge Info rmation > teviewVictim/Witness/other 

Change date • 

Manual case creation reason • 

~ p l~~D P from other c o u n ty===::] 

C Re fresh 

• 
----------------------------------------

Defendants 

Defendant name Date of birth Gender S81 number 

No dara available 

~p.!filn! }. Verify Defendant > Case Deta ils > Defendant and Cha rge Information > Review Victim/Witness/Other 

Review Victim/Witness/Other 

o record(s) 

Name : Witness type : Address : Phone : Business phone : Testimony type : 

No dara available 

+ Add Victim/ Witness/ other 
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Manual Case Entry – Defendant and Charge Information
1. On Defendant and Charge 

Information screen, 
‘Defendants’ section at the 
top display details such as 
Defendant name, Date of 
birth, Gender, Race, SBI 
number, SPN for the 
defendant. This will be based 
on defendant from the Verify 
stage.

For Shell case, no defendant 
information will be populated, 
and user will be allowed to 
proceed to next stage.

2. If user doesn’t have access to 
“Review 
Victim/Witness/Other” stage, 
then system will display 
Information message on top 
of Defendant and Charge 
Information screen.

This information message will 
remain on the screen. 

1

2
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□ 

□ 

Associate Complaint > Verify Defendant > Case Details > Defendant and Charge Information > Review Victim/Witness/Other 

Defendants ~ 

Defendant name Date of birth Gender 

JOHN DOE 01/05/1 995 MALE 

Race 

WHITE 

SBI number 

456213N 

SPN 

2311 59 Review 0 

~-Ba_ck~] [ cancel ][ ~ _ sav_e~]-

Information 

OD" o ,ai s oo 

Ass.ociate Complaint ) Verify Defendant ) (ase Deta Is ) Defe ndant and ( harge lnfo1matlion > Rev ewViictim/Witne::sfOther 

Defendants 

Defendant name Date of birth Gender Ra.!e SBI number 

1/01/1980 FE I ' .LE W ITE 111666 ' 56583 
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Manual Case Entry – Defendant and Charge Information (cont.)
1. Defendant will have a 

“Review” button and 
an Ellipsis icon on the 
right most side.

Ellipsis icon will be 
disabled for now as 
application will allow 
only single defendant 
for manual case. 

2. System will mark the 
defendant as Primary 
defendant via 
information icon next 
to “Review” button.

For existing cases, 
Primary defendant 
icon will not be 
available.

1

2
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□ 

□ 

Associate Complaint > Verify Defendant > Case Details > Defendant and Charge Information > Review Victim/Witness/other 

Defendants ~ 

Defendant name Date of birth Gender 

JOHN DOE 01/05/1995 MALE 

Race 

WHITE 

SB I number 

456213N 

SPN 

2311 59 Review 0 

~-B_ac_k ~J I Cancel J ~' _ sa_v_e~J-

Associate ComRlaint }_ Verify Defendant > Case Deta ils > Defendant and Charge Information > Review Victim/Witness/other 

Defendants 

Defendant name 

JOHN DO E 

Date of birth 

01/05/ 1995 

Gender Race 

MALE WH ITE 

SBI number 

456213N 

SP N 

2311 59 

Back 

Review 

Save 11 Cancel JI 
----- -----

Q 

Primary Defendant - 001 
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Manual Case Entry – Defendant and Charge Information (cont.)
1. Click Review button to display 

defendant information at the bottom 
under 4 tabs:

• Defendant Information 

• Alias

• Charge Information

• Verify Release/Bail Conditions 

Defendant Information tab displays the 
defendant demographic information 
fields under the following headers: 

- Defendant information
- Physical address information
- Mailing address information 
- Contact information
- Supplemental information

33

A ssc:>c iar.a Cc:>mpl a i n r. > V erify D a ·f a nda nt > C asa D a r. a il s > D a f a nda nr. a nd Char ga l n fc:> rmat i c:>n > Revlevv Vlct:lml'VVlt:ness/Ot:he.--

JOHN D O E 

P .-- i m ary de f"e n da n t: 

D a f a n d a n1: - JOHN DOE 

b c f cn d .:onr n.:omc 
J OHN D OE 

Birth place 

l'Vllllt:ary- lndicat:o.-- ..,. 

Primary language 

Juveni l e lndlcat:o.-- -

Distinguishing marks 

Cha.--ge 1nformat:1on ve.--lfy Relea s e/Bai l C o ndit:lon s 

Socl.:,,I sccu.--lt:y numbe.--

Eye colo.--

Def"endant: cu.--rent:ly In Jai l 

lnt:e.--p.--et:e.-- needed 

Rep.--esent:ed by t:ype 

P.--e sentence o.--dcred d.:iot:c Pre sentence compl eted date 

Phys ica l add.--ess i n f'o .-- m at i on 

Zip code -

I s mal l Ing add.--ess dlf"f"e.--ent:7 

PrTn,:5,ryhiome 

S uppl ement a l info .--ma t: i on 

N um e o f contact 

Fl.--st: name 

County 

Primary mobile 

Language f"o.-- .--emi nde.--

_____________________________ 

Flnge.--p.--lnt:ed 

1-lelght:(Ft:.) Height: (In.) 

Hispanic o.-- Latino? © 

T.--ack assigned 

Recovery court: t:ype 

lnt:e.--pret:e.-- language 

Change dat:e -

Rep.--esent:ed by 

PTI .--eglst.ry numbc.--

City ,.. 

Country 

Secondary moblle 

Emer-gency phone numbe.--

Weight: (lbs.) 

Race <D 
VV h i t: e 

Re l ated t:.--af"f'lc t:lcket:(s) 

Flngerp.--lnt: numbe.--

' -
5 Undo I IEil Sav e 

Department. of" co.--.--ect:lons numbe.--

NEVV J ERSEV 

Hovv long at: this add.--ess 

..... _ 
N I D H I N .JC> V @ NJJ U D L A B . N J CC>URTS . GC>V 

Re l at:lonshlp 



New Jersey Judiciary Criminal Case Management 

Manual Case Entry – Defendant and Charge Information (cont.)
New Fields are added in the 
Defendant information section for 
Manual flow
• Recovery court type
• Fingerprint number
• Juvenile indicator
• Defendant status
• Change date
• Electronic surveillance
• Public License
• Represented by type
• Represented by
• Criminal Probation Officer
• Distinguishing marks
• Career criminal
• PTI registry number
• Department of Corrections 

number
• Pre sentence ordered date
• Pre sentence completed date
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Assoc::leate ComplaJ n ·1: > Verify De'fendant > Case Dec.alls > De1'eanda n t and Char,ge ln1'ormatlon > RevieYY Vicr:irn/VVitness./~r 

Defend an-cs 

D~f end.a n t. n a m e 

JOHN D O E 

l>cf"endanl:. I n -rormatlon l Aliases 

P r i m ary d e f endan t 

D e 1'e n da n1: - JOH N DOE 

D e f end a n it i n f orn,ati o n 

Def'endant: name 

JO H N DOE 

Dace of bin:h 

0 1 /05 / 1 995 

Bin:h p lace 

Hafrcolor 

B LA.CK 

Mflica ry indicator * 

Y es 

FBI num~ 

Primary language 

Juverule i ndicall:CH"" * 
Y es 

Public I icense 

Y es 

DiS"tinguishing marks 

Pre :sent:ence ordered date 

P hy-si c.a l add Fess i n for-n:,at io n 

Address line 1 * 

654 M A R K ET STR E ET 

Zip code • 

08 1 1 il l - 1 234 

No 

No 

N o 

D.ate o fbi rtjh Gen d e r-

0 1 / 05./1 995 MALE 

Charge Information Verify Rcle.as-e:/ Bail Condit:ions 

j 

SBI number 

4562.1 3 N 

Social security num~ 

333-44-4 55S 

Gender 

M A L E FEMA L E 

Eye- co lor 

B R OW 

Def"e.-xjant currently injafl 

BCI number 

lnte1""pre1ter needed 

Y es 

Def'e.-xjant scan.as * 
AA - ACTIV E / O N - F U G IIT IVE 

Represented by type 

Career crimina l 

Yes 

Pre sent:ence comp etecl dat:e 

A.ddrcss Linc 2 

CCXJ1n1ty 

N o 

N o 

,.,. 

_.. 

J 

-
l 
~ 

-------------------------------

Race 

W'H I T E 

Fingerprinted 

Y es 

S B I n u m ber 

4562 11 3 N 

Driver's license num~ 

Height (ft.) 

06 

Height (fn_) 

02 

Hispan,c or Latino? © 
Y e ·s No 

Track assigned 

Recovery coun: type 

Se l e c :;: 

l n1:erpret:er language 

Change dat:e * 

1 0 / 08/ 2024 

Represen.1:ed by 

PTl registry number 

C i lty * 

T R E N T O N 

Count:ry 

S P N 

2311 59 

_J 

SPN 

2311 59 

Driver's license srat:ie 

'Weighc (lbs.) 

20 0 

Race © 

W h i te 

Related 11:raffic tickel:(s) 

Y es 

Rngerpri nc: num~ 

I 

Domes1:ic violence i ndical:CH"" 

Y es 

E lecr:ronic surveillance 

Y es 

Cr-imfnal Probation Offlcer 

0 

1:9 U n do l 0 1Sav e 

N o 

No ~ 

N o 

Department ~ con-ect:ions number 

Stat:e * 

N EW JERSEY 

H ov.< long all: thfs acldress 

J 
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Manual Case Entry – Defendant and Charge Information (cont.)

1. For fields under the Defendant 
information tab-if the defendant on the 
complaint exists in Promis Gavel for 
the same county, then system will 
compare defendant details with ACS 
(as it does in existing case initiation). In 
case of a mismatch, system will display 
the value from Promis Gavel along 
with a yield icon under the respective 
field. 

2. System will allow user to edit the fields 
on the Defendant information tab. 
To edit the details for any field, click 
the Modify pencil icon in the top right 
corner. 

1

2
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□ r Defendant Information l Aliases 

0 Primary defendant 

Defendant· JOHN DOE 

Defendant informat ion 

Defendant name 

JOHN DOE 

Date of birth 

01/01/ 1996 

A 0 01 /05/1995 

Birth place 

-

□ I Defendant Information ] Aliases 

0 Primary defendant 

Defendant • JOHN DOE 

Defendant info rmation 

Defendant name 

JOHN DOE 

Date of birth 

01/01/1 996 

A 0 01/05/1995 

Birth place 

Charge Information Verify Release/Bail conditions 

SBI number 

456213N 

Social security number 
~ 

-

A ~ 333.44.4555 

Gender 

MALE 

Charge Information Verify Release/ Bail Conditions 

SBI number 

456213N 

Social security number 

A !ii 333.44.4555 

Gender 

MALE 

Fingerprinted 

--

Driver's license number 

--

Height 

6'02" 

Fingerprinted 

Driver's license number 

Height 

6'02" 

SPN 

2311 59 

Driver's license state 

--

Weight (lbs.) 

190 

A 0 200 

SPN 

2311 59 

Driver's license state 

Weight (lbs.) 

190 

A 0 200 

p• Modify 

p• Modify 
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Manual Case Entry – Defendant and Charge Information (cont.)
Clicking Modify pencil icon will make all fields 
editable for user. Fields modified by user will be 
saved in Promis Gavel only, and no changes will 
be made in the source system ACS. System 
displays yield icon, checkbox & value from 
Promis Gavel under the respective field where the 
complaint value does not match with Promis 
Gavel.

The checkbox can be selected to use Promis 
Gavel value instead of the complaint value.

Checkbox will be pre-selected when the 
complaint value is blank and Promis Gavel 
value exists. 

When the checkbox is selected, complaint 
value is disabled.

Complaint value can also be corrected by 
manually typing.

Upon Save, the system will save the selected 
Promis Gavel value, if checkbox is checked.
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Defendant Information Aliases Charge Information Verify Release/Bail Conditions 

5UndolBSave 

0 Primary defendant 

Defendant · JOHN DOE 

Defendant information 

Defendant name SBI number Fingerprinted SPN 

IOHN flnF d~h?nN 2311 59 

Date of birth Social security number Drive~s license number Driver's license state 

01/01/1996 I j 
AO 01/05/1995 A I 333.44.4555 

Birth place Gender Height(ft.) Height (in.) Weight (lbs.) 

MALE FEMALE 06 V 02 \I 190 

A□ 200 
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Manual Case Entry – Defendant and Charge Information (cont.)
Some of the fields are conditionally 
mandatory on Defendant info screen and will 
display red asterisk based on the value 
entered.

• When Driver's license state is entered 
then system displays red asterisk against 
Driver's license number.

• When Driver's license number is entered 
then system displays red asterisk against 
Driver's license state

• When Recovery court type is 'Track-1 or 
'Track-2’ then system displays red 
asterisk against Track Assigned.

• When Interpreter needed selection is 
"Yes" then system displays red asterisk 
against Interpreter language

• Based on the reminder method, system 
displays red asterisk against respective 
field
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r Defenda nit I n for'l'Tlal: i on l AJiases 

Primary •de1'i'e n dan t: 

Def e nd a n t: - JOH N DOE 

0ef e n d a n.t i:n f o lrTT'la.rio:n 

Defendanit name 

JIOHIN D O E 

Date of b irth 

0 1 /0SJ1 995 

B irth place 

Hai r colo.-

B LA•CI< 

Mil icary indica ito.- * 

Y es 

FBI n um b er 

Primary language 

,(Of\.t.&Ct lnfOf'i""'l .fi t~d! 

P1ln •y ~ ~Ill 

N o 

C h.a r ge ln1'0 rma .._ o,n V e-nfy .R e e-as--e./Ba • 1 Con d , t i o n s 

S:Sloumber 

4 562 1 3 N 

So~I secuncy oumbe.-

333---44-4555 

G e nd e r 

MALE 

B ROWN 

O e fendaoc currently , n j a I 

BCI numbe .-

11 J Mro for r 111l"rlef • 

l __.. 

._P_,R_I_M_cAR'Y __ M_O_ B_ILE_ -_CA_ L_l. ______ ..... __,I Select 

Sele.ct 

EMAIL 

S'ECONDARY MOBILE-CALL 

S'ECONDARY MOBIL E•TEXT 

Fingerprinted 

Y es 

Oriver·s; hc:ense number • 

H e ght(f't..) 

0 6 

H e igh,c Cio.) 

02 

Hispani c 0< Latino? © 
Y ,es 

D No 

T rack a ss gned * 

R e cove ry court typ e 

T r a ck-"1 

(l 111 uy lll l} td I 

N o Un.kno'AA"'ll 

SPN 

2:31 1 59 

Orive r·s; hce ose stat:e 

N E W Y O R K 

200 

R a ce © 

W h i r.:e 

Relat:ed traffic 11: i cket{s) 

Fiogerprint: number 

a 

icf Un.dlo l 0 Sav e 

I N o 

No 

N ID H IN .J0YO NJJUO LAB. NJ COURTS.GOV 
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Manual Case Entry – Defendant and Charge Information (cont.)

In Modify mode, all fields are 
editable except for Defendant Name, 
SBI number Fingerprinted and  SPN 
that cannot be modified.
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Defendant Information 

0 Primary defendant 

Defendant . JOHN DOE 

Defendant information 

Defendant name 

JOHN DOE 

Date of birth 

01/01/1996 

A□ 01/05/1995 

Birth place 

Aliases Charge Information Verify Release/Bail Conditions 

SBI number 

456213N 

Social security number 

A ~ 333.44.4555 

Gender 

MALE FEMALE 

ij Undo lB Save 

Fingerprinted SPN 

2311 59 

Driver's license number Driver"s license state 

l 
Height (ft.) Height (in.) Weight (lbs.) 

06 V 02 V 190 

A□ 200 
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Manual Case Entry – Defendant and Charge Information (cont.)
Clicking action Save link 
on top right will run the 
validations to make sure:

• Valid value is selected 
or entered.

• All mandatory fields 
denoted by red “*” are 
entered.

System will show errors if 
any field value  is not 
entered correctly.

It will also display an error 
message and an error icon 
at Defendant information 
action tab.
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Defendlant lnfo rmati:on C arge I ""m a Ve,•· Rele-: <S el Bai Cc di;:io s 

0 At lea<St one re11ui l'll!d ·valll!le is missi n15 or·a11 entel'll!d value i<S invalid!. 

Primary ,defe111dam: 

Defen dan t - SAEROM M C1GL 

De fe ndant in formation 

Defendant name 

_, ERO M MCC:,L 

Date o birth 

6/7/1 997 

01/01 / 197 1 

Birth place 

Hair colo.-

RfD 

I.ti ita ry indica o.- * 

L Yes 0 

SBI number 

1 H 80 

Social se-::u rity nu m oe, 

123-45-6789 

0 Please select/en tell' a valid value for 

Sooial seourJty numbe!I'. 

Ge der 

lr'.EMALf 

r 

ye c:ol r 

I rea ] 

0 1Please se'IEctlenrtera va lid va lu,e•for· 
Eye collor. 

GRIEIE 

Defendant currently n ja·1 

Fingerprinted 

Ves 

DriYer icense num her 

He ,ght (ft.) 

06, 

L 6'03" 

eigh (in.) 

V 08 

i:spanic Ill" Latinx? @ 

,es No u 

T.-ack ass;_gned 

V 

SPN 

S6 37 

DriYer ic:ense :state 

l l 

Weighc (lbs.) 

110 

Race @ 

W e 

Re d traffic id.et{:s) 

Yes 

V 

No 



New Jersey Judiciary Criminal Case Management 

Manual Case Entry – Defendant and Charge Information (cont.)

If all validations are successful: 

• System will save the value from 
criminal case (if checkbox is 
checked) or user entered/selected 
values.

• Navigate user back to read only 
view.

• Display successful message under 
Defendant information action tab.
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Defendant Information iase~ C arge I ·o a,io s 

..t Changes have been marlke fo:r the current s.es-sion and wi I ecome permane,nt at completion of the work 

Primary ,defendant 

Defendant - SAEROM MCGL 

Deren da11t infonnati o:n 

Defendan( roame 

£ EROMMCGL 

Date o birth 

6 7/1 99 

01 /01 {1971 

Birth place 

Hair co r 

RiD 

Military indicaoor 

SBlnumber 

1 118 

Social secu m;y nu m er 

Gender 

E t E 

MALE 

Eye color 

G EEN 

Defendant currently n ja I 

Fi gerpri ted 

Yes 

DriYer icense num tier 

Height 

6 s· 
6'03' 

Hispanic or Latinx? © 

0 

Track ass:gneo 

/ Modify 

DriYer icense state 

Weigh (lbs.) 

1 0 

Race © 

w· 

Re ted traffic tidet(s) 

0 
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Manual Case Entry – Defendant and Charge Information (cont.)

Aliases tab displays the Alias 
details for the defendant on 
selected CDR as entered on 
Associate screen.

System will display 
defendant First name, 
Middle Initial, Last name, 
date of birth and SSN for 
each Alias.

1

2

41

Associate Complaint > Verify Defendant > Case Deta ils > Defendant and Charge Information > Review Victim/Witness/Other 

Defendants 

Defenda nt name 

JOHN DOE 

Date of birth 

01/05/1995 

Defendant Information B Charge Information 

Defendant. JOH N DOE 

First name 

ABRAHAM 1 

ABRAHAM2 

ABRAHAM3 

+ Add alias 

Middle in it ial 

B 

C 

D 

Ge nder 

MALE 

Verify Release/Bail Conditions 

Last name 

BUCKS1 

BUCKS2 

BUCKS3 

Race 

WHITE 

Date of birt h 

01/01/1980 

01/02/1 980 

01/03/1980 

SBI number 

456213N 

SSN 

777-77-9977 

408-57-9475 

SPN 

2311 59 

Modify 

Modify 

Modify 

~-B_a_c_k_~ I [ Cancel I~[ __ s_a_v_e_ ~ 

• 
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Manual Case Entry – Defendant and Charge Information (cont.)
Aliases information will also be pulled 
from ACS when complaint number is 
added in Charge Information tab 
through below options: 

• 'Add charging document' or 
• 'Add document number’ 

 When multiple complaints exists 
then system displays alias 
information from all the 
complaints.

 System will also display 
defendant's name of the 
associated complaint as alias, if it 
is different.

 Duplicate alias based on First 
name, Middle Initial, Last name, 
date of birth and SSN will not be 
displayed in the alias list.

42

Associate Complaint > Verify Defenda nt > Case Deta ils > Defendant and Ch arge Inform at ion > Review VictimlW-tness/Other 

Defendants 

Defendant name Date of b irth Gender Race SBI number SPN 

JOHN DOE 01 /0511995 MALE W ITE 56213N 231159 0 

Defenda n I fonmacion Fl Charge ln -ormation Verify Release/ Bail Condit ions 

v' Changes have been marked for the current session and will become perm anent at comp let ion of the work. 

Defendant -JOHN DOE 

« Page 0 - 2) » 
Fi rst name Middle in it ial Last name Date of birth SSN 

ABRAHAM1 B BUCKS1 01101/1980 734-29-2333 Modify 

ABRAHAM2 C BUCKS2 01/ 02/1980 08-57-9 75 Modify 

ABRAHAM3 D BUCKS3 01 10111980 777-77-9977 Modify 

WILLIAM BUSCH Modify 

ROBERT COLON Modify 

+Add al ias 

Back 
11 

Cancel 
11 

Save 



New Jersey Judiciary Criminal Case Management 

Manual Case Entry – Defendant and Charge Information (cont.)

Edit alias details by clicking Modify 
button against respective alias.

Add new alias by clicking Add alias 
link.

43

Associate Complaint > Verify Defenda nt > Case Details > Defendant and Charge Information > Review Victim/Witness/other 

Defendants 

Defendant name 

JOHN DOE 

Date of birth 

01/05/1995 

Defendant Information r Aliases l Charge Information 

Defendant -JOHN DOE 

Fi rst name 

ABRAHAM1 

ABRAHAM2 

ABRAHAM3 

+ Add alias 

Middle in it ial 

B 

C 

D 

Ge nder 

MALE 

Verify Release/Bail Conditions 

Last name 

BUCKS1 

BUCKS2 

BUCKS3 

Race 

WH ITE 

Date of birt h 

01/01/1 980 

01/02/1 980 

01/03/1 980 

SBI number 

456213N 

SSN 

777-77-9977 

408-57-9475 

SPN 

2311 59 

Modify 

Modify 

Modify 

~ - B_a_c_k_ ~ I I Cancel J ~I __ s_a_v_e_ ~ 

0 
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Manual Case Entry – Defendant and Charge Information (cont.)

Modify / Delete Alias

1. System will open ‘Modify 
Alias’ modal window to 
add or modify alias details 
for the selected defendant. 

2. 'Alias' information can be 
deleted by clicking Ellipsis 
icon against respective 
alias and select Delete 
from Action menu.

Deleted 'Alias' information 
will no longer be displayed 
in Aliases tab. 

If user deletes any CDR, 
alias information which 
was pulled from ACS for 
the respective CDR, will 
be removed.

Alias entered by user will 
not be deleted.

1

2

44

□ 
First name Middre initial 

ABRAH Afv11 B 

SSN 

777-77-9977 

□ 
Defendant Informat ion I Aliases 1 Charge Information Verify Release/Bail Conditions 

Defendant - JOHN DOE 
~ 

First name Middle initial Last name 

ABRAHAM 1 B BUCKS1 

ABRAHAM2 C BUCKS2 

ABRAHAM3 D BUCKS3 

+ Add al ia s 

Last name ,.. 

BUCKS1 

Date of birth 

01/01 11 980 

01/02/1980 

01/03/1980 

SSN 

Date of binh 

0 1/01 /1 980 

777-77-9977 

408-57-9475 

--

Iii 

I Modify 
-I -

I Modify I Delete 

I Modify I 



New Jersey Judiciary Criminal Case Management 

Manual Case Entry – Defendant and Charge Information (cont.)

1. Charge Information tab allows 
user to add the Charging 
document(s) and charge details for 
the complaint(s)

Navigate to Charge Information 
tab –system display “+ Add 
Charging Document” link to add 
a new Charging document.

System opens a modal window 
and allows user to select one of 
the following Charging 
document type:

• Complaint

• Accusation 

• Indictment

• Direct Indictment

• Disorderly Person

• Direct Accusation

45

Associate Complaint > Verifi}efendant > Case Details > Defendant and Charge Inf ormation > 

D efendants 

Defendant n a m e 

JO HN DOE 

Defendant Information A liases 

Defendant - JOHN DOE 

Charging docu ment 

+ A dd Cha rging D o c u m ent 

Date o f b irth Gen der 

01/05/1995 MALE 

Charge Information Verify Release/Bail Conditions 

Charging document type * 

Direct Ind ictment 

Disorderly Person 

Race 

W H ITE 

Review Victim/Witness/Other 

SBI n u mber 

456213 N 

SPN 

2311 59 
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Manual Case Entry – Defendant and Charge Information (cont.)
Upon selecting Charging 
document, system allows user 
to add details for the selected 
Charging document.

For Complaint or Disorderly 
Person charging document:

• User enters Charging 
document date and 
comments. 

• System defaults the 
complaint number as 
entered on Associate 
screen. It will not allow 
user to proceed if 
Complaint number is not 
entered at Associate 
screen.

• Clicking “Get Complaint” 
button” - system will 
verify the complaint 
number.

46

Add charging document ~ 

Charging document type * 

Complaint 

Comment 

Remaining: 60 characters 

Complaint number 

Type * 

w 

Get Complaint 

V 

X 

Charging document date * 

Year * Sequence number * Court code * 

2024 000066 0714 - NEWARK CITY 

Cancel 



New Jersey Judiciary Criminal Case Management 

Manual Case Entry – Defendant and Charge Information (cont.)

47

Upon successful validation clicking 
“Get Complaint”, system retrieves 
complaint details from ACS.

 'Get Complaint' button gets 
disabled.

 Complaint number fields 
becomes read only (type, year, 
sequence number, court code).

 Arrest date is mandatory if 
complaint has Arresting officer 
and vice versa.

 Modify complaint details if 
needed.

Add charging document 

Charging document type * 

Compl~t 

Comment 

Remaini ng: 60 characters 

Complaint numbe r 

Charging document date * 

10/02/2024 

Type Year Sequence number Court code 

w 2024 000066 

Issue date * 

07/31/2024 

Police case number 

1000000003 

Arr e sting office r 

First name * 

PRIVATE 

Ref FV docket number 

Docket type 

FV 

0714 - N EWARK GTY 

Arrest date * 

07/31/2024 

Municipality 

0714 - N EWARK CITY 

M iddle i nitial 

Venue 

Select 

X 

mi 

Received date * 

mi 10/16/2024 

Last name * 

CITIZEN 

Sequence number Court year 

J 

.__c _a _nc_e_l _ _,1 -
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Manual Case Entry – Defendant and Charge Information (cont.)
Clicking “Add” will run the validations. 
Upon successful validations, system 
will: 

 Close the Add charging document 
screen and navigate user back to 
Charge Information section. 

 Display Charging document in the 
Charging document section along 
with Comments and date as 
entered.

 Display the Complaint number 
added against the charging 
document.

 Display successful message under 
Charge Information action tab.

If complaint has Alias or Bail 
information, the message will 
inform user to review Alias or 
Bail tab. 

48

Associate Complai nt > Verify Defendant > Cas e Detail s > Defendant and Charge Information > Review Victim/Witness/Other 

D e f e ndants 

D efendan t n ame Date o f b irth Gender Race S B I number 

JOH N D OE 0 1 / 05/ 1995 M A LE W H IT E 4 5621 3 N 

Defend a n t Information Al iases r Charge Infor mation l V erify Release/ Bail Conditi o n s 

I """ Changes have been marked for the current sessi on and w ill become permanent at completion of the work. I 
D e f endan t - JOHN DOE 

Charging document 

Type 

_j - Com p la i n t 

W-2 024-0 00066-07 1 4 

+ Ad d Cha rg ing D o cu ment 

Charge In forma t ion 

+ Ad d Cha rg es 

Defendant ln'ormatlon 

Oh,nging do,;um nt 

complaint 

Aliases 

W -2.02 oll,.()O()l)G6-07 1 ,ii 

Comments D a t e 

1 0 / 02/2024 

c:ha rp lnformatlon Venfy ~lea:setsall Condi ans 

comments Dale 

10102/202'1 

SP N 

231 1 59 0 

7 
V iew 
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Manual Case Entry – Defendant and Charge Information (cont.)
After adding Charging 
document, user can do the 
following :

Add Another charging 
document -Clicking “ + 
Add Charging 
Document” link.
Add another complaint 

for the selected charging 
document.
Add Charges for the 

complaint - Clicking “ + 
Add Charges” link.

49

1

2

□ 

□ 

Associate Complaint > Verify Defendant > Case Details > Defendant and Charge Information > Review Victim/Witness/other 

Defendants 

Defendant name 

JOHN DOE 

Defendant Information 

Defendant . JOHN DOE 

Charging document 

Type 

Complaint 

Aliases 

W-2024-000066-0714 

+ Add Charging Document 

Charge Informa t ion 

+ Add Charges 

Date of birt h 

01/05/1 995 

Charge Information 

Comments 

Gender Race 

MALE WHITE 

Verify Release/Bail Conditions 

Date 

10/02/2024 

SB I number 

456213N 

SPN 

2311 59 

View 

0 

6 dd Document Number 

Modify 

Delete 



New Jersey Judiciary Criminal Case Management 

Manual Case Entry – Defendant and Charge Information (cont.)
To add another Charging 
document: 
Click “ + Add Charging 

Document” link.
 If “Complaint” Charging 

document already exists, 
then only “Disorderly 
Person” charging 
document will be 
available and  vice versa.
 System will default the 

same complaint number 
as entered on Associate 
screen.
 If “Complaint” or 

“Disorderly Person” 
Charging document 
exists, then all 
Indictment charging 
documents will not be 
available for selection. 

50

Charging document type * 

Disorderly Person 

Remaining: 60 characters 

Complaint number 

Type * 

w 

I Get Complaint 

Charging document date * 

Year * 

2024 

a 

Sequence number * Court code * 

000066 0714 - NEWARK CITY J 

Cancel 



New Jersey Judiciary Criminal Case Management 

Manual Case Entry – Defendant and Charge Information (cont.)
Clicking “Get Complaint” 
–system will retrieve the 
complaint details. 

If selected complaint exists 
in previous charging 
document, then any 
updates to the complaint 
will be reflected in both 
charging document.

Clicking “Add”, system 
will add Charging 
document “Disorderly 
Person” and the complaint.

51

Add charging document 

Charging document type * 

Disorderly Person 

Test Comments 

emaining: 47 characters I 
Complaint number 

V 

Charging document date * 

10/04/2024 

Type Year Sequence number Court code 

202 000066 

1000000003 

0714 • NEWARK CITY 

est date * 

II 01131 12024 

Municipality 

0714 • NEWARK CITY 

ddlem t,al 

Venue 

Select 

Recetved date • 

10/21/2024 

Last name • 

cmzE 

Sequence number Court year 



New Jersey Judiciary Criminal Case Management 

Manual Case Entry – Defendant and Charge Information (cont.)
Add another complaint 
document for the selected 
charging document.

1. Select option “Add 
document number” 
from Ellipsis next to 
“View Charges” 
button.

2. Enter Complaint 
number and details to 
add another complaint 
to the selected 
charging document.

3. Complaint and 
Disorderly person 
charging document 
can have maximum of 
5 complaints per 
charging document.

52

1

2

□ 

□ 

Type Comments 

Complaint 

W-2024-000066-0714 

Disorderly Person Test Comments 

W-2024-000066-0714 

Add document number 

Charge document type 

Complaint 

Compla int number 

Type * 

w 

Get Complaint 

Date 

10/02/ 2024 I View Charges ! 
ocument Number 

View Mo 

Delete 

10/04/2024 

View 

Year * Sequence number * Court code * 

2024 000001 0312 - EDGEWATER PARK l_.. 

Cancel 1--



New Jersey Judiciary Criminal Case Management 

Manual Case Entry – Defendant and Charge Information (cont.)
Each charging document 
will have a “View 
Charges” button and an 
ellipsis.

Ellipsis will allow user 
to Add document 
number, Modify Or 
Delete Charging 
document. 

Each Complaint will 
have  a “View” button 
and an ellipsis.

“View” button will 
allow user to view 
selected  complaint 
details.

Ellipsis will allow user 
to Modify /Delete 
complaint.

53

Defendant Information Aliases Charge Information Verify Release/Bail Conditions 

v Changes have been marked fo r the current session and will become permanent at completion of the work. 

Defendant· JOHN DOE 

Charging document 

Type 

Complaint 

W-2024-000066-0714 

W-2024-000001-0312 

Disorderly Person 

W-2024-000066-0714 

+ Add Charging Document 

Charge Information 

+ Add Charges 

Comments Date 

10/02/ 2024 I View Charges J 

-----, 

I[ View J I 
•, --------------------------------...!:=:-------:_=. 

View 

10/04/2024 

View 

6 odify 

Delete 
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Manual Case Entry – Defendant and Charge Information (cont.)

User may collapse or 
expand the charging 
document if multiple  
complaints exists.

Default view is in 
expand mode.

54

Charging document 

ype 

W-20 - -0 00 66-0714 

W-_02 -0 00lll -0.312 

isa erly Pet ~ n 

W-2024-0 00£ 6-0 14 

+ Add Charging Document 

Charge lnform atio n 

+ Add Charges 

1C ha rg l ng d ocume,n t 

Type 

Co m p la i n'I 

D i so r de:;rly Person 

W -2'02 4--000066-07 1 4 

+ Add Charging Documen t 

•C ha r-ge I n f o:r m .at:ion 

+ Add Cha rges 

Comments Date 

Yiit!w 

View 

i esc com e cs 

Vii!w 

Com m e n t s D a~e 

0 / 02/ 2 0 2 -

T e ?.: ~ o m rrtE'n t s 11 0 />0 2 0 .? 

,,.,..,., 
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Manual Case Entry – Defendant and Charge Information (cont.)
Adding Charges
Charges can be added for the selected 
charging document clicking “+ Add 
Charge” link. 

Clicking “+ Add Charges” link will 
open Add charge screen

 Charging document type will be 
defaulted to the selected charging 
document and will be disabled 
for user entry.

 Document number dropdown will 
list complaint numbers associated 
to the selected charging 
document for user selection.

 System will not copy any charge 
information from ACS complaint. 
User must enter the mandatory 
charge information . 

55

Charging documem type 

Complaim 

Primary charge * 

Remaining: 60 ch.3ract -s 

j 

Document number * 

W-2024-000066-0714 

W-2024-000001-0312 

Auxiliary charge 

Crime type * 

J 
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Manual Case Entry – Defendant and Charge Information (cont.)
 Crime Type field is mandatory 

for manual flow. 
o For complaint charging 

document, user must select 
a valid crime type from the 
dropdown.

o For Disorderly person, it 
will be defaulted to “ZZZ - 
Disorderly person” and 
will be disabled for user 
entry.

User must enter the mandatory 
fields for charges and click 
“Add” button.

56

Add Charge 

Charging document type 

Com p la in t 

2C:12- 1 B(1 ) -AGG ASSA ULT 3 R D 

Charge comment 

Remain ing: 60 c h aracte rs 

Charging document type 

Disorderly Person 

Primary charge * 

Document number * 

W-2024-000066-07 1 4 

Offense date * 

10/01 /2024 

Document number * 

W-2024-0 00066-0i::,i 4 

2C:35- 10A(4) - POSS CDS - < 50G MARIJ UANA, 5G HAS HISH 

Offense date * 

... 10/03/2024 

Charge comment 

Remaining: 60 characters 

X 

Auxi liary charge 

Crime type * 

AGA - AGG RAVATED ASSAU L T ~ 

Cancel 

Auxi liary charge 

... 
Crime type 

lttl ZZZ - DISORDERLY PERSONS 

__ c_a_n_c_e_l_ -] _ 



New Jersey Judiciary Criminal Case Management 

Manual Case Entry – Defendant and Charge Information (cont.)

Clicking “Add” button will run 
the validations. Upon 
successful validations, system 
will:

o Close the modal.

o Display charge details 
under the section Charge 
Information.

57

Charge Information Ver" elease.lBa-1 Co -,ions 

Defendan.t -JOHN DOE 

Chargin.g docum ent 

y pe Com ments 

Co pl.aj c 

1~k0.- -0 00£ 6-0 1 

1/lk0.~ -0 0001-0312 

Disa , er ly Pe _ 

1N-- O ~ -0 00£6-071 

+ Add Charging Documen 

Charge lnfonnati a n 

rowlsl 

Com p lla[nt number 

W-20_ -00 066-071 

+ Acfi::d Charges 

Prim ary charge 

2C:12 -1BC1J - AGG 
;,ss, u -3 o 

Au~ l iary charge 

D I have review ed all - rges for defe i::da t JO' DOE 

Date 

Degr ee 

3 

View 

View 

Actio n Reasa:n 



New Jersey Judiciary Criminal Case Management 

Manual Case Entry – Defendant and Charge Information (cont.)
Clicking “View Charges” will 
display the charges for all the 
complaints associated to the 
selected charging document.

More charges can be added  
using the “+ Add charges" link.

58

De 'e d a t I for a,io Charge lnforim acion Ve r" Release/ Ba o ,c:r cio s 

Defe.n da n t - JOH DOE 

Charging docum ent 

Ty pe Com m ents 

Com lai 

W-20 2 -0 00£6-0 14 

W-- 0 2 -0 OOllll -0 312 

Disac, er ly Pe _o Test com e-n C$ 

+ Add Charging Document 

Charge lnform atia n 

Com p~a [nt number Primary charge Aw cil ia.ry ch..,rge 

W-202 -00 066-07 1 
2C:L-1B(1 J- AGG 
,"-SSA.U - 3 D 

2C:35-10 _) - POSS 
2'C:12- Bl l - , GG 

W-2'02.:1-00 001-031- CDS/ NA.LOG - SCH D 
V 

W/ FIRE RM 

+ Adlll Char:;;:es 

D I ha-,e reviewed all -.rges for defendant JO N DOE• 

Dat e 

Degree 

3 

-SA 
'1 

24 

View 

View 

View 

Actia n Reas.on 
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Manual Case Entry – Defendant and Charge Information (cont.)

59

“Action” menu against each charge 
will have options:
a. Modify
b. Delete

“Modify” option will open the  modal 
screen and Charge details will be 
prepopulated for user to modify as 
needed.

“Delete” option will allow user to 
delete the selected charge upon 
confirmation. Once deleted, the 
system will: 

• Close the confirmation modal 
window and navigate user back to 
Charge Information section. 

• Remove the deleted charge from 
the Charge Information list.

Chairg;i ng dOC:UlnrM!!ll'llt: 

Type Com.m e:nt:s 

Com p l a i r.rt 

W - 20 2:A- 0 0 00-66 - 0-71 4 

W - 20 2:A-00 0 0 0 11 -0 .31 2 

D i s o r d e r-I )' Per s on T.ecs c: c o m m e .n c::s 

W - 2 0 .2:A-O,t,100'66 - 0 •7 11 ~ 

+ Add Charg ng Documenc 

C half"ge ln,-o r rn a ti o n 

C.Ornplai:n't. n.u m b e .r 

W-2 0 2 4-0000 66-- 0 7 1 -~ 

+ Ac:fd C h a r-ges 

P rim.ary c harge 

2 C :35- 1 0A.(4 ) - P OSS 
•CDS - < S OG 
t,.1,;., R IJ U ANA.. SG 
H ASH IS H 

AJuxi [i a ry charge 

D I h ave r eviev..•e ot a l l ~ rge s for d e f e in cl a n t J O H N DOE * 

Dat e 

1 Of02/'2024 

1 O / O-d.r 2024 

D e,g r-ee Actio n R eason 

o ,..,...,., 

J.1\odi fy 

D e &e te 

I 

-
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Manual Case Entry – Defendant and Charge Information (cont.)

60

User must have at least one 
charge for a complaint to 
proceed with case creation.

Error icon will also be 
displayed at the following 
locations so that user can 
quickly identify where an 
error exists:

• Defendant row at the top

• Charge information 
action tab

• Document number level

• Charge details

When the charge information 
is corrected, system will 
remove the error icons and 
will allow user to proceed.

Asso ciate Complai n t ) Verify Defenda nt ) Case Deta il s ) Defen da n t a n d Ch a rge I n form ation ) Review Victim/Witness/Othe.-

Defendants 

D e f enda n t n ame Date o f b i .-t.h Ge nd e.- Race 

JO HN OOE 0 1/0 5/ 199 5 MALE W HITE 

Defendant Infor m at io n Aliases Charge Info rmat ion Ve r ify Re lease/ Bail Co nd it io ns 

0 At least one charge shou l d be entered per docurnent number. 

Defen dant -JOHN DOE 

Ch arg ing d o c umen t 

Type 

Co m p!ain t 

W-2024-0000 66-0714 

W-20 24-00000 1-03 12 

Disord erly Person 

W-20 24-0000 66-0714 

+ Add Charging Document 

Ch a .-ge In fo rma t ion 

+ Add Charges 

Com men ts Da te 

10/0 2/2024 

Tesit co m m en ts 10/0 4/ 2024 

SB I n u m b e.-

456213N 

SPN 

231159 

Back 

0 0 

I View Charges 

View 

View 

0 

View 0 

II Ca n cel II Save 
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Manual Case Entry – Defendant and Charge Information (cont.)

61

Deleting Complaint – 
selected complaint will be 
deleted and all charges 
associated to complaint 
will also be deleted.

Deleting Charging 
document will delete the 
following :

• Complaints within the 
selected charging 
document.

• All charges associated 
to the complaint(s) 
within the selected 
charging document.

Com plaint mber W-- 0 -000066-0714 a d related c iarges will be deleted. Click "'Co fi rmN t,o co n • ue or "Cancelw to recurn 10 scr een. 

MNl'i::F 

Confirmation 

C arging docu me , a d its related do,cu e - wn -ers and charges will be dele-ed. Click "Confirm" -o, rnntinue or -Cancel" rn re~um t o scree . 

MM:ibi 
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Manual Case Entry – Defendant and Charge Information (cont.)
1Indictment Charging documents

User can add the below 
Indictment or Accusation charging 
documents. 

• Accusation 

• Indictment

• Direct Indictment

• Direct Accusation
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□ 

Direct Indictment 

Disorderly Person 

Direct Accusation 
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Manual Case Entry – Defendant and Charge Information (cont.)
System opens “Add charging 
document” modal screen to enter 
the Direct indictment details. 

• Charging document type will 
be defaulted to Direct 
indictment or Accusation 
document as selected by user. 

• Aggregate charging indicator 
and Prejudice indicator will be 
defaulted as “No”.

• All other Direct indictment 
fields will be blank and 
available for user entry. 

• User must enter the 
mandatory fields denoted by 
red asterisk to create any 
Indictment document.
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Charging document type * 

Di rect Indictment 

Charging document date * Count in charging document * 

V ii 

Comment 

Rema ining: 60 characters 

Indictment number 

Month • 

Ir 
Sequence number • SuffJX * 

Arraignment notice date Arraignment date 

ii 

Dismissed date Judge 

ii 

Superseding indictment number 

Month Sequence number SuffJX 

ii 

~ 

Arraignment plea 

Prejudice indicator 

Yes No 

Initial indictment date 

V ii 

Aggregate charging indicator 

Yes No 

cancel 
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Manual Case Entry – Defendant and Charge Information (cont.)

Some of the fields are 
conditionally mandatory and will 
display red asterisk based on the 
value entered in associated field.

• When Arraignment date is 
entered then system displays 
red asterisk against 
Arraignment plea and vice 
versa.

• When Judge is entered then 
system displays red asterisk 
against Dismissed date and 
vice versa.
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Charging document type * 

Direct Indictment 

Comment 

Remaining: 60 characters 

Indictment number 

Charging document date * 

10/01/2024 

Month * Sequence number * Suffix * 

24 10 00001 

Arraignment notice date Arraignment date * 

II 10/01/2024 

Dismissed date * ~ Judge * 

II BROWN. THOMAS 

Superseding indictment number 

Month Sequence number SufflX 

J l 

Count in charging document * 

II 

- Arraignment plea * Initial indictment date 

II V II 

Prejudice indicator Aggregate charging indicator 

j 
L 

Yes No Yes No 

Cancel 
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Manual Case Entry – Defendant and Charge Information (cont.)
Clicking “Add” will run the validations. 
Upon successful validations, system 
will: 

 Close the Add charging document 
screen and navigate user back to 
Charge Information section. 

 Indictment Charging document will 
display in the Charging document 
section.

 Display the Direct Indictment 
number added against the charging 
document.

 Display a successful message 
under Charge Information action 
tab.

 Disable Add Charging Document 
link as multiple charging document 
are not allowed when any 
Indictment charging document is 
created.

65

Associate Complaint > Verify Defendant > Case Details > Defendant and Charge Information > ReViewVlctim/Witness/other 

Defendants 

Defendant name Date of birth Gender 

JOHN TEST 

Defendant Information Aliases Charge Information Verify Release/Ba il Conditions 

V Changes have been marked for the current session and will become permanent at completion of the work. 

Defendant -JOHN TEST 

Charging document 

Type 

Charge lnfonnation 

+ Add Charges 

Comments 

Race 

Date 

10/0112024 

S81 number 

123456A 

SPN 

2311 93 0 

View 

Back I [ Cancel 11 Save 
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Manual Case Entry – Defendant and Charge Information (cont.)
After adding Charging 
document, user can do the 
following:

• Modify / Delete Direct 
indictment document

• “Add document 
number” option will be 
disabled as multiple 
Indictment documents 
are not allowed.

• View Direct indictment 
details clicking “View” 
button.

• Add charges clicking “ 
+ Add Charges” link.
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Home In Progress C.. X Manual Case X 

Criminal Case Management Essex County 

Associate complaint Verify Defendant > case Details > Defendant and Charge Information > Review Victim/Witness/other 

Defendants 

Defendant name Date of birth Gender 

JOHN TEST 

Defendant Information Aliases r Charge Information 1 Verify Release/Bail Conditions 

../ Changes have been marked for the current session and will become permanent at completion of the work. 

Defendant. JOHN TEST 

Charging document 

Type 

Direct Indictment 

24-10-00001-1 

+ Add Charging Document 

Charge Information 

+ Add Charges ,' ~ 

Comments 

Race 

Date 

10/01/2024 

SBI number 

123456A 

SPN 

231193 

~ Modify 

Oelete 

V 

0 



New Jersey Judiciary Criminal Case Management 

Manual Case Entry – Defendant and Charge Information (cont.)
1. Clicking “+ Add Charges” 

link will open Add charge 
screen (like Complaint 
charging document).

Charge count is required for 
all Indictment / Accusation 
documents.

User must enter all 
mandatory charge 
information.

Enter Complaint number if 
exists.

2. Clicking “Add” button will 
add the charge under the 
section Charge Information.

User can Modify /Delete 
charge from the Action 
menu.
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1

2

□ 

□ 
Defendant · JOHN TEST 

Charging document 

Type 

Direct Indictment 

24-10-00001-1 

+ Add Charging Document 

Charge Information 

1 r ow(s) 

Complaint number 

+ Add Charges 

Charging document type 

Direct In d ictm e n t 

Primary charge • 

Indictment number 

24-1 0-00 001-1 

2C: 13-2A- C RI M INAL REST RAINT- RISK OF 5 8 1 TO V ICTIM 

Complai n t n u m be r 
Type 

Remain ing: 60 ch a racters 

Comments 

Primary charge 

2C:13-2A - CRIMINAL RESTRAI NT 

- RISK OF SBI TO VICTIM 

Auxiliary charge 

Crime type • 

AAS-ASSAU LT 

Year 

Degree 

Date 

10/01/2024 

Charge count * 

Auxiliary charge 

Sequence number Court code 

... 

Cance l I M}§M 

View 

Action Reason 

~ edify 

Delete 
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Manual Case Entry – Defendant and Charge Information (cont.)
Charge Disposition

For Complaint and 
Disorderly person charging 
document, each charge will 
have a "Dispose"  button. 

Disposition will work like 
existing case initiation.

User can dispose all 
charges (Full disposition) 
OR few charges (Partial 
disposition)
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Charg ing document type 

Co m p laint 

Primary charge * 

2C:1 2-1 B(1 ) - A GG A SSA U LT 3RD 

Ch arge comment 

Rem .a in in.g : 60 cha ractJers 

Charge d ispositio n action/reason * 

Select 

Charge d isposit io n comments 

Document number * 

W - 2 0 24 "00 006 6-0714 V 

Offense date * 

1 0 / 0 1/ 20 24 

Auxiliary charge 

_J 
Cr ime type * 

lffl A GA - AGGRAVAT ED A SSA u tiJ 

Charge d-spos ition date * 

V 

Prosecutor * 

_j _j 
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Manual Case Entry – Defendant and Charge Information (cont.)
Charge disposition screen, will prepopulate the charges as entered by 
user.

Any modification to the charges made on Charge disposition 
screen will be reflected in Modify charge screen as well.

System will allow user to do Simple Disposition of the selected charge 
by selecting one of the below disposition action/reason: 
DC101 - DOWNGRADE/REMAND TO MUNICIPAL COURT
DC142 - DOWNGRADE - REMAND COURT
RM101 - MUNICIPAL REMAND/DOWNGRADE
RM141 - DP RETURNED TO MUNICIPAL COURT
DM100 - ADMINISTRATIVE DISMISSAL
DC324 - DOWNGRADE/TRANSFER FAMILY COURT
DM121 - COUNTS DISMISSED BY PROSECUTOR
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Charge di sposit ion 

enttype ~ Document nu ber * 
Complaint W-2024-000066-0714 

Primary charge * 
2C:12-18(1) - AGG ASSAULT 3RD 

Offense dace * 

10/01/2024 

Charge comment 

Remaining: 60 charact ers 

DC142 - DOW NGRADE - REMAND COURT 

RM101 - MUNICIPAL REMAND/ DOWNGRADE 

RM141 - DP RETURNED TO MUNICIPAL COURT 

DM100 - ADMINISTRATIVE DISMISSAL 

DC324 - DOW NGRADE/TRANSFER FAMILY COURT 

V 

Auxiliary charge 

Crime type * 

11:fl AGA - AGGRAVATED AS SAU~ 

Cancel 
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Manual Case Entry – Defendant and Charge Information (cont.)
User must capture disposition date and Prosecutor for all 
dispositions.

For the below disposition action/reason, Change primary charge 
must be selected: 

DC101 - DOWNGRADE/REMAND TO MUNICIPAL COURT
DC142 - DOWNGRADE - REMAND COURT
RM101 - MUNICIPAL REMAND/DOWNGRADE

For other disposition action/reason, Change primary charge is 
optional.
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Charge dispositio n 

Charging document type 

Complaint 

Primary charge * 

2C:12-18(1) -AGG A55AULT 3RD 

Charge comment 

Remaining: 60 characters 

Charge disposition action/reason * 

Document number * 

W-2024-000066-0714 

Offense date * 

10/01/2024 

DC101 • DOWNGRADE/ REMAND TO MUN ICIPAL COURT 

Charge disposition comments 

Enter downgrade/ rema nd charge 

_J 

V 

Aux ii ia ry charge 

Crime type * 

AGA - AGGRAVATED A55AULT j 

Charge disposition date * 

1on12024 

Prosecutor * 

_=:] WIL50 N, JOHN E 

Change primary charge * Change auxiliary charge 

2C:12-1 B(S)(AJ • AGG A55AUL T-ON LAW ENFORCEMENT OFFICE~ 

X 

_j 

_=:] 

Cancel 
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Manual Case Entry – Defendant and Charge Information (cont.)
After saving the charge disposition details, disposition Action and 
Reason against the charges that were disposed will appear on 
Charge Information screen.

Once the charge is disposed, Modify charge option will be disabled. 
Informational icon and a message will be displayed upon hover 
over.
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✓ Changes have been marked for t he cu rrent session and will become permanent at completion of the work. 

Defendan t - JOHN DOE 

Charging document 

Type Comments Date 

- Complaint 10,02n o24 1 

W-2024-0000 66-0714 I Vi ew I 

W-2024-000001-0312 I View I 

- Disorderly Person Tesi comm e ts 10/04/ 2024 I View Charges I 

W-2024-000066-0714 I View I 

+ Add Charging Document 

Charge Information 

2 row(s) 

Complaint number Primary charge Auxiliary charge Degree Action Rea son 

W-2024-000066-0714 
2c:12- l 6(1) - AGG 

-- 3 .I DOWNGRADE MUNICIPAL RElv' ANDIDOWNGRADEl I Dispose 

~ 
or ASSAULT 3RD 

2C:35-I OA(2) - POSS 
2C:12-1B(4) - AGG ASSA 

W-2024-000001-0312 CDS/ANALOG • 
ULTW/ FIREARM 

4 I Dispose 
Delete 

SCH D V 

+ Add Charges 

D I have reviewed all charges fo r defendant JOHN DOE * 
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Manual Case Entry – Defendant and Charge Information (cont.)
1. Disposition can be removed, if entered incorrectly. On Charge disposition screen uncheck the checkbox “Enter charge disposition” and click Save.
2. Charge disposition Action / Reason gets removed against the selected charge from Charge Information screen.

1 2
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□ Charge disposi tion 

Charging document type Document number • 

W-2024-000066-0714 

2C:12-18(1) - AGG ASSAULT 3RD 

Offense date * 

10 /0 1/2024 

Charge comment 

DC101 - DOWNGRADE/ REMAND TO M UNICIPAL COURT 

Charge disposition comments 

Enter downgr ade/ remand charge 

Auxiliary charge 

] 
Crime type * 

ml AGA - AGGRAVATED ASSA~ 

Charge disposition date • 

, on12024 

Prosecutor ~ 

WILSON. JOHN E 

Change primary charge • Change auxiliary charge 

2C:12-1 B(SXA) - AGG ASSAULT-ON LAW EN FORCEM ENT OFFICER ..11111 

□ Defendant Information Aliases Charge Inform ation Veri fy Release/ Ba il Cond it ions 

V Cha nges have bee n m arked for t he current session an d will beco me permanent at com pletlon of t h e work. 

Defendant - JOHN DOE 

Cha rging document 

Type Comments 

Complaint 

W-2024--000066-0714 

W-2024-000001-0312 

Disorderly Pers on Tes, comments 

W-2024-000066-0714 

+ Add Charging Document 

Charge Informat ion 

2 row(s) 

Complaint num ber 

W-2024-000066-0714 

W-2024-000001-0312 

+ Add Charges 

Primary charge 

2C:12-1B(1) -AGG 

ASSAULT 3RD 

2C3!'>-10A(2) - POSS 
CDS/ANALOG - SC 0 

V 

Auxi liary charge 

2C:12-18(4) AGG ASSA 
ULT WI FIREARM 

D I have reviewed all charges fo r defendant JOHN DOE• 

Date 

10/02/2024 

10104n o24 

Degree Action 

View 

View 

I View Ctwrges I 

View 

Dispose 
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Manual Case Entry – Verify Release/Bail Conditions
Verify Release/Bail Conditions tab 
displays the most recent release/bail 
information for defendant if 
received from source system. 

When multiple complaints exists, 
and the complaints have a 
bail/release condition then the 
system will display the latest 
bail/release condition for each 
eligible complaint in the bail/release 
tab. 

System will display Defendant 
name, Complaint number, 
Release/Bail date, Release/Bail 
type, Conditional release and Bail 
amount. 

User will not have the ability to 
modify or Add Release/Bail 
conditions. 

73

Associate Complaint > Verify Defendant ) Case Detafls ) Defendant and Charge llnformat!on ) Review Victimfflitness/Other 

Defendants 

Defendant name Da.te of birth 

JO N DOE 01/05/1995 

efe da I or ation i-se-s C a e lnfo r ati 

Defendant- JOHN DOE 

Defendant name Complaint number 

JOHN DOf W- 02. 0 066-071 

Gender Race SBI number 

MALE wm 56213N 

Verify Release/Bail Conditions 

Release/Bail date Release/Bai I type 

1 / 8/2 2 C4 -NON-MONETARY CON ITI NS LEVEL Il l+ 

SPN 

231 159 

Conditional release 

Yes 

C Refresh 

Bail amount 

Back 11 Cancel 11 Save 

8 
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Manual Case Entry – Verify Bail/Release Conditions (cont.)

If a new Release/ Bail 
record was added, or 
the current record 
was modified or 
deleted in Order 
Module, the system 
will display a 
message to click on 
the Refresh button to 
get updated 
information. 

Upon clicking on the 
Refresh button, the  
system will retrieve 
the latest Release/ 
Bail information, and 
the error message will 
disappear. 

74

' 

At least one required value is missing or an entered value is invalid for at least one of the defendants. X 

Associate Complaint > Verify Defendant > Case Details > Defendant and Charge Information > Review Victim/Witness/Other 

Defendants 

Defendant name Date of birth Gender Race 

JOHN DOE 01/05/1995 MALE WHITE 

Defendant Information Aliases Charge Information Verify Release/Bail Conditions 

O Release/Bail information has been updated in the source system. Click "Refresh" to get 
updated information. 

Defendant· JOHN DOE 

Defendant name Re lease/Bai l date Release/Ba il type 

SBI number 

456213N 

JOHN DOE 

Complaint number 

W-2024-000066-0714 10/08/2024 C4 - NON-MON ETARY CONDITIONS LEVEL Ill+ 

SPN 

2311 59 • 

C Refresh 

Condit ional rel ease Bai l amount 

Yes 

Back 11 Cancel 11 Save I-
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Manual Case Entry – Defendant and Charge Information (cont.)
Once all Charge Information is 
reviewed, user must click on 
the checkbox located at the 
bottom left.

Review charge check box is 
available after user enters the 
first charge. 

After clicking the checkbox for 
review charges:

If user do not have access to 
Victim/Witness/Other 
information, then the Submit 
button is enabled to proceed with 
case creation.

If User has access to 
Victim/Witness/Other 
information, then the “Next” 
button is  enabled to proceed to 
Review Victim/Witness/Other 
stage.
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Associate C'omplaint > Verify Defendant > Case De-taus > Deifeti.dant and Charge lnto rimation > Revie-.v Victim/Witnes:s-/Ot.her 

D e f e n d tain t:s 

D e iie n danc n a m e Dace ,of b f.rtt, G e nder R.a.ce 

JOHN DO E 0 1/ 0 5 / 1 995 M A LE Vt' H IT E 

D efenda n t In orma ti on A li.a se<a r C h arge Informatio n l V e ri fy Re l &ase / Ba Co n d"cion.s 

Deten d a n c - JOHN DOE 

Ch argin g d ocu rm e n t 

Type Com men ts 

Com p laj t 

W -2 02--0 00 6 6-071 

W -2 0 2--00 0 00 1 -0 3 1 2 

D i:s: o:rd e r ly Pe..rs,o Tesc: com m e cs 

W -2 02 -0 00 6 6-071 

+ Add Chargi ng Document 

C h airg1e lnf,onnati o n 

Co rnp l!a f.n t . n umbe r 

W -2024-000066 - 07 1 

W -2024°000 001 °03 1 2 

Primary cha rge 

2 C:1 2 - 1 8 (1 ) -AG.G 
A..."-SAU L- 3RD 

2 C:3 S-10 2 ) - POSS 
CDS/A NA.LO G - SC:H D 
V 

Auxi l ia..ry char ge 

K.:1 2-1 B(- l - A.G G A.SSA 
U LT \~/ F l.REARM 

ew ersey ourts 
Independence• Integrity• Fairness• Quality Service 

D a t e 

10/()2/2024 

1 0 / 04I2024 

A ctia n 

3 

4 

S BI n U1m Der-

4 562 1 3 N 

!Reas.on 

S P N 

2 3 1 1 5 9 

View 

View 

Vii~ Char_g1es J 

View 

.,_ 

~--B_a_c_k_~I ~I __ c_a_n_c_e_1_~ 

0 
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Manual Case Entry – Verify Bail/Release Conditions (cont.)
Clicking “Next” button will run/re-
run the validation for fields on all 4 
action tabs (Defendant Information, 
Aliases, Charge Information and 
Verify Bail/Release Conditions). 

• In case of errors, the system will 
show error message on top and an 
error icon for the defendant row at 
the top.

• System will also show error icon 
at the Action tab where error 
exists.

• Clicking on the tab will display 
inline error(s) for the selected tab.

After successful validations, system 
will navigate user to “Review 
Victim/Witness/Other” stage.
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Al: )eiil51: one require-di va l ue i s m i ssi ng or a n ente~ed valuii!- ~s ~nvii11id fo~ al: l ea5rt: one of t:he defenda nts.. -------------------------- X 

Associall:e CO<f'Tl p lalint > Verify D efend ant: > Case Det-ails > Def endant: and Char g ·e l1nfon na11: iio.n > Rev ew V ice m~cr,ess/01:h er 

Defen d a nts 

D er-e n d .a.n t- n a m e Date of b irth 

J O H N D O E 0 1f0 S /1 9'35 

G e n d e r R a c e 

M A L E W H I E 

SBl num b e r 

a .5621 3:N 

S PN 

231 1 5-'9 

fo D e-fend ant: lnf o r m.111: f.on l A l-ase.s C) C n a r ge l:nforma1: ion V e rify Re- easef BaJI Con d i -o.ns 

P rima r y ,d efe n dan t 

Def e ndant: - JOH N DOE 

D efe n d a n t in fOnna.tio:n 

Defendanit name 

JO IHN D O E 

Date o-f birth 

0 1 / 0 5/1 995 

Birth place 

r 

Hair color 

Bl.ACK 

Mil ir:.a ry indicator * 
r 

Yes 

FBI number 

Prima,y language 

Juverule indicator * 

Yes 

Public license 

Yes I 

N o 

N o 

N o , 

SBJ number 

4S-6 Z 11 3 1N 

Social security numbe-r 

333-44-4555 

Gender 

MALJE 

B RO W N 

Defendant: o.arrently I n ja I 

BCJ numbe-r 

Interpreter needed 

Y es 

Oefendanc status * 

F EIMALJE 

N o 

0 IDefe n 1da r1i1: st.at us fie l d can n 1ot be 

lb !lanlk.. 

Represented by t:ype 

_] 

------"' 

Fingerprinc:ed 

Y ,e,;s: 

DriYer·s lice-nse number 

06, 

Height (in.) 

...,. 0 2 

Hispanic or Latino? © 

SPN 

231 1 59 

DriYer·s license s:tace 

Weight (lbs_) 

...,, 2 00 

Yes N o U n kno·wn 

Race @ 

W h J;:e 

Track assl'J!i!:ned 
r 

RecoYe<y court: type 

Ser. es....--c 

Interpreter angu.a.ge 

Chan.ge date • 

~ 0 , 0 8 /2O24 

Represented by 

____,A 

Relac:ed traffic t icket{:s) 

Y e.s [ 

Fingerprir-c numb-er 

DomE!!'.SC:ic violence Ind cato.-

Y es 

Bectronic surveillance 

Y es I 

Crimina Probation Officer 

I U ndo l 0 5av e 

N o 

N o 

N o 

O , scingu shing mans Career crimi na PT1 registry number Oeparanenc of corrections number 

I [ Y es N ,o 



New Jersey Judiciary Criminal Case Management 

Manual Case Entry – Review Victim/Witness/Other

“Review 
Victim/Witness/Other” screen, 
displays Victim/Witness/Other 
from ACS for all the complaints 
selected for case creation.

Victim/Witness/Other details 
displays details such as Name, 
Address, Phone, Business phone.

User must enter the Witness type 
and Testimony type during case 
creation for all 
Victim/Witness/Other.

Each Victim/Witness/Other will 
have a “View” button and Action 
menu icon.
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Associate Complaint > Verify Defendant > Case Details > Defendant and Charge Information > Review Victim/Witness/Other 

Review Victim/Witness/Other 

3 record(s) 

Name ; 

OFFICER TEST 

VICTIM O ONE 

VICTIM BTWO 

Witness type ; Address ; 

COMPLAINANT PUBLIC SAFETY BLDG, 25 KIRKPATRICK, ST, ... 

12 MAIN STREET, TRENTON, NEW JERSEY 08 ... 

20 NEW ROAD, TRENTON, NEW JERSEY 0887 ... 

+ Add Victim/ Witness/ Other 

udiciary 

Phone ; Business phone ; 

(732) 745-5200 

(609) 399-2200 

Testimony type ; 

~ / 
GRAND JURY t View II _.,. 

- Modify 
I View 

Delete 

I View 

Back 11 Cancel 11 Save I l§f I 
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Manual Case Entry – Review Victim/Witness/Other (cont.)
“Action” menu will have options:

a. Modify 

b. Delete 

“Modify” option will allow user to 
update the  Victim/Witness/Other 
details.

System will populate the values if 
received from ACS or entered by 
user during case creation.

Victim/Witness /Other values 
modified by user will be saved 
only in Promis Gavel. No changes 
will be made in the source system 
ACS.
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Modify Victim/Witness/Other 

First name 

OFFICER 

Address line 1 * 

PUBLIC SAFETY BLDG 

NEW BRUNSWICK 

COMPLAINANT 

Comment 

Remaining: 60 characters 

Notice comment 

Remaining: 60 characters 

Middle initial 

State * 

NEW JERSEY 

Business phone 

(732) 745-5200 

Testimony type * 

,J GRANDJURY 

Last name * 

TEST 

Address line 2 

25 KIRKPATRICK ST 

Zip code * Country 

,J 08921 - 1004 UNITED STATES J 

Cancel I-
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Manual Case Entry – Review Victim/Witness/Other (cont.)

1. The “Delete” option will 
delete the selected 
Victim/Witness/Other.

2. Once successfully 
deleted, the system will: 

• Remove the deleted 
Victim/Witness/Other 
from the list.

• Display a successful 
message on top of the 
screen.
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1

2

□ 

□ 

Ale you s uJ'e you w a n t 10 d e lec,e- che Vi ccim /Vlli tn e s-s:? 

M:l:::E ►SHIM 

Asso cfat e ·ComplaJ n t > Veri fy D e fendant > Case Details > Defendan·t aru:I Clharge ll nfo rm:ati o n > Review Victim/lNitness/Oth e r 

Revie w Victim/Witn e ss/Oth e r ~ 
✓ Changes have bee n marked f or t in e curren t sessio n and w l ll become p e rimanent at completlo.n of the w ork. 

3 • eco.r d{ sJ, 

Name ::: W it n ess type # A d d re ss # Ph on e 0 Bu s iness ph o n e :::: Tes,t:imon y t ype 0 

O FRCER TEST 

V ICTIM OON E 

V ICTIM B TWO 

COM PLAINAN T 

+ A d d Victim/ W imess / Oth e • 

PU BU C SAFETY B L DG, 2 5 KIRKPATRIC!(. ST, 

1 2 MAIN STREET, T R,ENTO N, N EW JERSEY 0 8 .. 

2 0 N EW ROAD, T RENTO N, N EW JERSEY 0887 ... 

(732) 74 5-5200 G RAN D JU RY 

(609) 399-2200 

Bac k. 11 Cancel 

V iew 

V iew 

11 Save IMM#iM 
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Manual Case Entry – Review Victim/Witness/Other (cont.) 

The Add 
Victim/Witness/Other, 
link will open “Add 
Victim/Witness/Other” 
modal screen to add new 
Victim/Witness/Other 
details.

All updates to 
Victim/Witness/Other will 
be reflected in the 
Criminal case 
management system upon 
successful submission of 
the case.  
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Addi Victi m/Witn e .ss/Othe1r 

First name 

11 
Address line 1 * 

City * 

Phone 

Witness type * 

Comment 

Re m a i n in g: 60 ch a r act e r s 

Notice comment 

Re m a i n in g : 60 ch a r act e r s 

_J 

Middle initial 

State * 

Business phone 

Testimony type * 

X 

Last name * 

Address line 2 

Zip code * Country 

J 

Cancel Save 
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Manual Case Entry – Submit
1. At Submit, the system 

will ask user 
confirmation to 
proceed with the case 
creation.  

2. In the Confirmation 
modal screen, 
defendant name and 
SBI number will be 
listed.

Clicking Confirm 
button, the system 
will run the 
validations. 
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□ 

□ 

Associate Complaint > Verify Defendant > Case Detai l s > Defendant and Charge Information > Review Victim/Witness/Other 

Revie w Vict im / Witn ess/Othe r 

V Changes have been marked for- the cun·ent session and will become per-manent at comp let.ion o Q e work. 

3 reco rd (s) 

N a m e :;: W itness t y p e :;: Address :;: Phone :;: Bus i n ess phone :;: Test imony t ype :;: 

O FFICER T EST 

V ICTIM O O N E 

V ICT IM B TWO 

COM PLAIN A N T 

STAFF M EM B ER 

C O D EFEN D ANT 

PU B LI C SAFETY BLDG, 25 KIRKPATRIC K ST, . 

12 M A IN STREET, TREN TON, N EW JERSEY 08 .. 

2 0 N EW ROAD , T REN T ON, N EW JERSEY 088 .. 

+ Add V ict im/ Wi t ness/ Oth e r 

Confirmait ion 

You are about to submit the Criminal Case for: 

Primary defendant 

JOHN DOE 

SBI number 

456213N 

(732) 745-5200 

(609) 399-220 0 

Cancel 

GRAND JURY 

T RIA L COURT 

IN CAM ERA HEA RIN G 

Back 
11 

Cancel 

X 

Confirm 

V iew 

V iew 

V iew 
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Manual Case Entry – Submit (cont.)
1. System will verify if 

Release/Bail conditions 
were updated in the 
Order Module system but 
not refreshed on the 
Verify Release/Bail 
screen.

User must navigate to the 
Verify Release/Bail 
Conditions screen and 
click “Refresh” to get 
updated information.

2. System will also verify 
the user entered SBI 
number. If the SBI 
number exists in criminal 
case management for the 
same county. 

User must navigate to the 
Verify screen and correct 
the SBI number.

1

2
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□ 

□ 

u nty 

Associate ComRlalnt } Verify Defendant > Case Details > > Revi ew Victim/Wi tness/Other 

Review Vict im/W it n ess/Oth er 

O recor d (s ), 

Name ; W it n es s typ e ~ Ad d ress ~ Ph o n e ; Bu si n es·s phon e ; T e sti m o n y type ~ 

No dare available 

+ Add V ictim I W itness I Oth er 

11 Cancel 11 Save I Fifi§•■ ~----~ ~ ----~ ~----~ Back 

Defendant's SBI number 343454E already exists. Please verify the defendant agam. X 

Defendant's SBI number 567645E alrea dy exists Please verify the defendant agam. ________ X 

Associate Com2lilli!l } Verify Defenda n t > Case Details > Defendant and Ch arge Information > Review Vict im/Witness/Other 

Review V ict im/Witness/Oth e r 

2 record(s ) 

Name ~ 

DAVID FLEMING 

JOHN BEAVER 

Witness type ~ Ad dress ~ Phone ~ 

COM PLAINANT 360 A LA MOANA BLVD, RST COM PLEX, LA.. . (74 2) 530-5086 

STATE POLICE 152 PAUAH I STREET. RST COM PLEX. BLAIR$... (74 2) 530-5086 

+ Add Victim/ Witn ess I O ther 

Business pho ne ~ Testimo ny type ~ 

TRIAL COURT 

GRD JURY AND TRIAL 

Back 11 Cancel 11 Save I H@·f::J\N 
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Manual Case Entry – Case Submission

• Successful Submit will show a successful save bar message with criminal case number. It will also display Defendant information like Defendant 
number, Defendant name, SPN and SBI number.  

• Case information will get saved to Promis Gavel. If it’s a new case, case number will be auto-generated by the system.

83

Home In Progress C... X Manual Case X 

Criminal Case Management Essex County 

v Case number: ESX-24-030092 successfully created in Criminal Case Management for the below defendant(s): 

Defendant number 

001 

Defendant name 

JOHN DOE 

SPN 

2311 59 

S81 number 

456213N 

Close 



New Jersey Judiciary Criminal Case Management 

Technical Assistance

84

If you require technical assistance with the 
Criminal Case Management portal, please 
open a helpdesk ticket by clicking the link. 

“Report an Issue” in the portal.

You may also contact the Help Desk: 
Judiciary Help Desk: 609-421-6100 

After Hours: 1-800-343-7002
 

A IHome Hom e 

... Official NJ Courts I New Jersey Courts - Portal Home Pag . 

• Help Center ) 
Click the"+" icon to add an appUcatic 

•.:. Public Media 

orms Ca a1log 
e MACS Porta l 

• Report an Issue 
Get ad dit iona l! access 
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