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Topics
*  Overview
* Roles and Access
* Navigation to Criminal Case Management
* Home Page
¢ Change County
* In Progress workbasket

*  Manual Case Entry

Manual Case Entry
* Associate Complaint
*  Verify Defendant
¢ Case details
* Defendant and Charge Information

 Review Victim/Witness/Others
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Overview / Roles and Access

U 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.
U 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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Navigate to Criminal Case Management

Internal users can navigate to
Criminal Case Management

Services > New Jersey
Courts Portal.

application from Enterprise Portal
by clicking Managed bookmarks in
the browser and selecting Judiciary
Links > Automated Trial Courts

New Jersey Judiciary
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Navigate to Criminal Case Management (External)

External users can navigate to Criminal Case Management application by entering their login credentials.

s

b New Jersey Courts

Two-Factor Authentication Required for All External Users as of Monday, March 7, 2022.

Log in help

To request information about your existing 1D click Forgot User ID?

UserlID* FDFgDI User ID?
Follow the steps below if you're receiving "Authentication Failed” error message when attempting to log in e User 1D
1. Click the Forgot Password? link
2. Answer the security questions when prompted
3. An email will be sent to the email address used to activate the account Password * Forgot Password?
4. Open the email and follow the instructions Password

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

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

Resend Activation Email
To access the New Jersey Courts website, click NJCourts gov

Browser compatibility

There is a known issue with Internet Explorer Version 11 running on Windows 10 which is causing users to attempt to login multiple times unsuccessfully
If you encounter this issue, please use another browser (e.g., Chrome, Microsoft Edge, Safari, Firefox).
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Home Page

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

ADC Mainframe Case Management / E Criminal Case eCourts E Judiciary Electronic Public Access E Reports
Case Processing Management Document Submission
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Home Page

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

Verification

Criminal Case Management

Verify firm

Select the appropriate name and address to continue.

PACIFICO & LAWRENCE

705 AMBOY AVE COUNSELORS R US, LLC2 BURLINGTON COUNTY PROSECUTOR
WOODBRIDGE NJ 07095 ADDRESS LINET 1234 JUSTICE BLVD 49 RANCOCAS ROAD PO BOX 6000
ANURAG.GROVER@NJJUDLAB.NJCOURTS. GOV SDASD OC —— MT HOLLY NJ 080600000
ERICA.MATHUR@NJJUDLAB.NJCOURTS.GOV

DAVID.LEANING@NJJUDLAB.NJCOURTS.GOV

GLOUCESTER COUNTY PROSECUTOR MIDDLESEX COUNTY PROSECUTOR E] MONMOUTH COUNTY PROSECUTOR
PO BOX 623 70 HUNTER STREET 3RD FLOOR 25 KIRKPATRICK STREET 71 MONUMENT PARK PO BOX 1266
WOODBURY NJ 080960000 NEW BRUNSWICK NJ 089010000 FREEHOLD NJ 077281266
VISHNU.GUPTA@NJJUDLAB.NJCOURTS.GOV ELAINE WARE@NJJUDLAB.NJCOURTS.GOV

ATTORNEY GENERAL CRIMINAL JUSTICE ATTORNEY GENERAL OFFICE OF INSURANCE FRAUD PROS

25 MARKET STREET PO BOX 085 123 TEST STREET

TRENTON NJ 08625 TRENTON NJ 08625

I certify that all the information is true and accurate

et | N
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Manual Case Entry

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

Home

Criminal Case Management  Essex County

Change County Prosecutor Intake List In Progress Manual Case Entry
Case Initiation

rad w » X

-
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Manual Case Entry (Case Search

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.

1

Case Search X

Criminal Case Management  Essex County

Case search

Select an option *

@ New criminal case|(Q) Existing criminal case

New Jersey Judiciary

Case Search X

Criminal Case Management = Essex County

Case search

& - *
Select an option

(O New criminal case| @ Existing criminal case

Search criteria *

Select V|

Criminal Case Number

Police Case Number

i
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Manual Case Enty (Case Search — Existing Case)

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.

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

1

Case Search X

Criminal Case Management Essex County

Case search
Select an option *

(O New criminal case @ Existing criminal case

Search criteria * County * Year *

| Criminal Case Number V| ESSEX -

Reset

New Jersey Judiciary

Case Search X

Criminal Case Management  Essex County

Case search

. #*
Select an option

(O New criminal case @ Existing criminal case
Search criteria * Police case number *

Palice Case Number v

Reset

-
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Manual Case Enty (Case Search — Existing Case Results)

1 Criminal Case Number search results 2 Police Case Number search results

Case search Case search
ect an option *
— . o L (:} New criminal case o Existing criminal case
(_) New criminal case o Existing criminal case
ber * Originating municipality *
County * Year * 5 number *
. Police Case Number v  PCMON100 0315-FLORENCETWP
Criminal Case Number ~ || ESSEX v 23 030020
Reset | | Search 7 result(s) found
1 result(s) found Case number % Defendant name % Defendant sequence number 3 Police case number Complaint number % Offense date $
O BUR-23-030375 John Doe o PCMON100 W-2023-000128-0315 09/09/2018
Case number Case caption Case initiation date Case status .
) BUR-23-030375 Jane Doe o PCMON100 W-2023-000131-0315 11/21/2018
o ESX-23-030020 State of New Jersey vs John Doe, et al 02/22/2023 Active (O BUR-23-030375 Chris Doe 001 PCMON100 W-2023-000132-0315 11/21/2018
Defendants x O BUR-24-030174 Jake Doe 001 PCMON100 W-2024-000027-0315 01/28/2024
m O BUR-24-030174 Kim Doe 001 PCMON100 W-2024-000028-0315 01/28/2024
001 - John Doa
C:\ BUR-24-030188 Jack Doe 001 PCMON100 W-2024-000018-0315 02/06/2024
002 - Jane Doe
O BUR-24-030195 5am Doe 0 PCMON100 W-2024-000059-0315 03/11/2024
003 - Chris Doe

-
T
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Manual Case Entry — Associate Complaint

System launches the Manual
ase 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 Management  Essex County

Associate Complaint I)

Complaint number

Complaint number

© Please enter the complaint number if available.

Sequence numbe

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.

-
New Jersey Judiciary ‘ |||

Criminal Case Management  Essex County

Associate Complaint >

Complaint number
© Please enter the complaint number if available.

Complaint number

New Jersey Courts
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Manual Case Entry— Verity Defendant

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.

Manual Case X

Criminal Case Management  Essex County

Associate Complaint »  Verify Defendant >

-

New Jersey Judiciary ‘ ||
Independence - Integrity * Fairness » Quality Service

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 2C14-2M(4) l
o[t [ | EE
Manual Case X v
Criminal Case Management = Essex County
Associate Complaint » Verify Defendant >
Complaints
1record
Issue date Complaint number Defendant name SBI number Police case number Offense date Offense
£  04/042023  W-2023-000010-0180 John Doe 04/04/2023 2C:18-3A [ verify |
Back I ’ Cancel ] ’ Save ]




Manual Case Entry — Verity 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.

New Jersey Judiciary

Complaints
1record
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 list below or selecting the "Assign new defendant” option below to add a new defendant to Promis Gavel.

Search by: + Add/Change

1 records
Defendantname $  Date of birth & SBI number % SSN % SPN ¥ Race $ Hispanic/Latinx? $  Gender &

= JOHN DOE 01/05/1995 456213N 333-44-4555 2359 White No MALE

Assign new defendant

Back || cancel |[ save ]m

“W New Jersey Courts
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Manual Case Entry — Verity Defendant (cont.)

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

 [fdefendant 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
chckmé on the
+Add/Change link.

Associate Complaint > Verify Defendant >

Complaints

Complaint number was entered or modified. Please re-verify defendant.

1record

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

() 04/04/2023 W-2023-000010-0180 John Doe 04/04/2023 2C18-3A

Defendant search results

Defendant - DOUBLE MINT

Verify the defendant by either 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: + Add/Change

Defendant name & Date of birth & SBl number % SSN ¥ SPN Race ¥ Hispanic/Latinx? & Gender ¥
No Records Found

[] Assign new defendant

Back H Cancel H Save

New Jersey Judiciary

-
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User also has an option
to manually search for a
defendant in Criminal
Case Management
system by clicking on
the +Add/Change link.

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

New Jersey Judiciary

0

Manual Case Entry — Verity Defendant (cont.)

Search options

Search criteria

| Select

Associate Complaint

2 Complaints

> Verify Defendant > CaseDetails Defendant and Charge Information

1record
Issue date Complaint number Defendant name SBI number Police case number Offense date Offense
[=1] 04/04/2023 W-2023-000010-0180 DOUBLE MINT 04/04/2025 2C183A
Defendant search results
Defendant - John Doe
Verify the defendant by either selecting a defendant from the list below or selecting the "Assign new defendant” opti adda
+ Add/Change
Date of birth & SBI number % SSN & SPN = Rax Hispanic/Latinx: Gend
12/06/1999 462891N 157-48-9857 317 Asial Mo MALE
Back | ‘ Cancel ‘ ‘ Save

NeW Jersey Courts

Independence - Integrity * Fairness » Quality Service
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Manual Case Entry — Verity Defendant (cont.)

» Select the defendant and Click
the Assign button.

» [fthe 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.

Manual Case ¥

Associate Complaint > Verify Defendant >

Complaints
1 record
Issue date Complaint number Defendant name SBI number Palice case number Offense date Offense
= 04/04/2023 W-2023-000010-0180 John Doe 04/04/2023 2C:18-3A

4628%%!

SBI number entered or assigned manually.

Defendant search results

Defendant - DOUBLE MINT

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

Assign new defendant

1

Search by:  Defendant name: John Doe X + Add/Change
1 records
Defendant name ¥ Date of birth ¥ SBI number & SSN ¥ SPN & Race ¥ Hispanic/Latinx? ¥ Gender ¥
= John Doe 12/06/1999 462891N 157-48-9897 231171 Asian No MALE

Back

=]

Save

=)

New Jersey Judiciary

irivg

-
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Manual Case Entry — Verity Defendant (cont.)

Associate Complaint » Verify Defendant >

Complaints
1record
Issue date Complaint 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

* Upon selecting
“Assign new
de fendant, ’ radio DEf:::::ej::f:an:t by either selecting a defendant from the list below or selecting the "Assign new defendant” option below to add a new defendant ta Promis Gavel.
button the Assign
button gets

enabled Defendant name $ Date of birth & SBI number ¢ SSN & SPN & Race & Hispanic/Latinx? & Gender $

Defendant search results

Search by: + Add/Change

No Records Found

| Assign new defendant

[ Reset I Assign l
Back I l Cancel l [ Save l
-
New Jorsey Judiciary i New Jersey Courts -
lI Independence « Integrity  Fairness * Quality Service Criminal Case Management 1 8



Manual Case Entry — Verity Defendant (cont.)

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’.

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

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

Confirm SBI number

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

@ Yes
O No

SBI number *

4

Associate Complaint > Verify Defendant > Case Details  Defendant and Charge Information  Review Victim/Witness/Other
Complaints.
1record
Issue date Complaint number Defendant name SBI number Police case number Offense date Offense
(=) 04/05/2023 W-2023-000011-0180 John Doe 489748N 04/05/2023 2C:18-3A Re-verif

Defendant search results

Defendant - JOHN DOE

Verify the defendant by either 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: + Add/Change

Defendant name $ Date of birth & SBI number % SSN & SPN & Race & Hispanic/Latinx? & Gender &

No Records Found

Assign new defendant

=1

Back |[ cancel |[ save Im

N dici .
ew Jersey Judiciary Criminal Case Management

NeW ersey Courts
T Jersey
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Manual Case Entry — Verity Defendant (cont.)

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

New Jersey Judiciary

Manual Case X
Criminal Case Management  Essex County

Associate Complaint > Verify Defendant >

Defendant

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

Search Defendant ] [ New Defendant

Back

e ]|

Save

=

“W New Jersey Courts

Independence - Integrity * Fairness * Quality Service Criminal Case Ma nagement
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Select ‘New Defendant’ to
assign a new defendant. Enter
the details and click Save
button.

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

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

Manual Case Entry — Verity Defendant (cont.)

Assign new defendant

First name Middle initial Last name * SBI number

-

New Jersey Judiciary

Assign new defendant X
First name Middle initial Last name * SBI number
John Doe 201101H
=

4

Associate Complaint >  Verify Defendant >

Defendant

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

search Defendant | [

1 row(s)
Defendant name & SBI number

JOHN DOE

i New Jersey Courts

Independence - Integrity * Fairness » Quality Service

Back | cancel ][ save |

Criminal Case Management
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Manual Case Entry — Veﬁfy Defendant (cont)

1.  Before assigning the new
defendant, clicking on the ellipses
will give you the option to -l s ©

‘Modify’ or ‘Delete’ the defendant | o
info entered.

Back || cancel |[ save |

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

Assign new defgéndant

again Or search for a,n eXiSting 3 Criminal Case Management = Essex County
defendant. Associate Complaint > Verify Defendant > CaseDetails Defendant and Charge Information  Review Victim/Witness/Othe:

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

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

search Defendant || New Defendant

sack [ cancel |[ sae | [EEEE

New Jersey Judiciary

~
i New Jersey Courts
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Manual Case Entr

— Verity Detendant (cont.)

1. Select ‘Search
Defendant’ to
search defendants
within the county.
Enter the search
criteria and click
the ‘Search’ button. 5 B

Defendant

2. B ase d on the S earch No complaint was entered. Click "Search Defendant” to search defendants within this county or assign “New Defendant”.
criteria, the system
will return the
matching records
from Criminal Case Defendantname . Dateofbith & SBimumber$ SN @ son s

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

123 456 789 10 .. >

Race & Hispanic/Latinx? & Gender &
M t =} o JOHN DOE 06/15/1978 980119B 140-72-6090 128598 Black or African American MALE
anagemen & () JOHN#1DOE — 097581
System. @ ()  JOHN#2DOE — 097582
w]] O JOHN D DOE 01/15/1967 300180B 146-64-3924 019443 Asian No FEMALE
= O JOHN D DOE 01/15/1967 300180B 146-64-3924 019443 Asian No FEMALE

Back | cancel ][ sawe ]m

New Jersey Judiciary ‘Tf NeW Jer Sey Cour (S
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Manual Case Entry — Verity 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.

MesuLIGLE LuIpIanI. s ¥Siny USictuan. -

Complaints
Complaint number was entered or modified. Please re-verify defendant.
1record
Defendant name SBI number

Issue date Complaint number

] 07/31/2024 W-2024-000066-0714 JOHN DOE 456213N

Defendant search results

Defendant - JOHN DOE

Police case number Offense date Offense

1000000003 07/30/2024 2C:14-2A(4)

Verify the defendant by either 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: + Add/Change

1 records

Defendant name ¥ Date of birth & SBl number ¥ SSN %

01/05/1995 456213N 333-44-4555

8}

JOHN DOE

Assign new defendant

SPN % Race ¥ Hispanic/Latinx? &

231159

Gender ¥

White No MALE

Back H Cancel H

Save

=

-

New Jersey Judiciary

i New Jersey Courts
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Manual Case Entry — Case Details

Associate Complaint » Verify Defendant > CaseDetails >

1. Case Details screen provides option 1

to enter case details such as Most po— o o -
serious crime, Category, Originating St e Jre——— = e
municipality, Case Initiation date,
Change date, Manual case Creation . . ) - 5
reason etc. = e = ‘
Trasferespense Supersession date o el B
2. For the Manual case creation reason es No . ]
field, the system will display the
following: -
+ Add Case Note
. Direct indictment/ Accusation

Back |[ cancel |[ save ]“

. Recovery Court Transfer

Associate Complaint > Verify Defendant > Case Details >

. Pre-indictment Transfer 2 A
. Post-indictment Transfer e o e
. Originating municipality * Case initiation date * Evidence ID Change date *
. Complaint/DP from Other ) ® ®

County Judge Prosecutor detective Prosecutor

4 4 4

[ ] Other Transfer response Supersession date Lab number Manual case creation reason *

Yes No i) | Other ™

; - |
Note: When Other 1s chosen, a required Diree eimentAcaieaton

Comment field will appear on the screen. Femaiing 6 charscas ey o e

Pre-Indictment Transfer

Case Notes Post-Indictment Transfer

Complaint/DP from Other County

<+ Add Case Note

-

New Jersey Courts

New Jersey Judiciary ‘ | -
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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.

Associate Complaint » Verify Defendant > Case Details >
Case Details
Most sericus crime Prosecutor case jacket status Category Wildcat code
AAS - ASSAULT IS - INTAKE/SCREENING MI - NON-IMPACT —
Originating municipality Case initiation date Evidence ID Change date *
0714 - NEWARK CITY 03/13/2023 —_ 03/13/2023 &
udge Prosecutor detective Prosecutor
4 MOSCO, DIT 4
Transfer response Supersession date Lab number Manual case creation reason *
Yes No = ~
Case Notes
C' Refresh
Search by: + Add/Change
11 records
= Group & Fields TL Show More/Less Default view >
Sequence number s Case note s Case note date s Entered by
001 testing case note 1 - 5/13/2024 05/13/2024 JUAIOYO
002 testing case note 2 - 5/13/24 05/10/2024 JUAJOYO
003 TEST NOTE ADDED THRU MAINTENANCE 5/15/24 05/15/2024 JuPGUZO
004 TESTING MAINT CASE NOTE ENTRY 6/10/2024 06/10/2024 JUAIOYO
005 TEST CASE NOTE 1 06/13/2024 JUAJIOYO
006 TEST CASE NOTE 1 06/13/2024 JUAICYO

-

New Jersey Courts

New Jersey Judiciary ‘ | -
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Manual Case Entry — Case Details (cont.)

Case Notes section: IO o

M Home

*  When an existing criminal - —
case IS SeleCted t €n casc 0714 - NEWARK CITY 0311312023 — 03/13/2023 s
notes from the criminal
case will be displayed. . 4 | mosco.om )

Transfer response Supersession date Lab number Manual case creation reason

* System will dlsﬁlay case o
note details suc
Sequence number, Case  Refresh
note, Case note date Searchby: + Add/Change
Entered by (user 1d)

= Group & Fields T4 Show More/Less Default view >

° The. fOI]‘O.W]‘n features a’re Sequence number Bl Case note Case note date H Entered by
avallable mn t c Case Notes 001 testing case note 1 - 5/13/2024 05/13/2024

4@

JUAJOYD H
S ection : 002 testing case note 2 - 5/13/24 05/10/2024 JuAJOYD ::‘:‘::'

- View case note 003 TEST NOTE ADDED THRU MAINTENANCE 5/15/24 05/15/2024 JUPGUZO .
004 TESTING MAINT CASE NOTE ENTRY 6/10/2024 06/10/2024 Juajovo
u MOdify casc note 005 TEST CASE NOTE 1 06/13/2024 JUAJOYO
006 TEST CASE NOTE 1 06/13/2024 JUAIOYO
" Delete Case nOte 007 TEST CASE NOTE 1 06/13/2024 JUAJOYD
u Add new case note 008 TEST CASE NOTE 1 06/13/2024 JUAJOYO
S h t 009 TEST CASENOTE 1 06/13/2024 Juajovo
. carc (.:ase n(,) c o010 TEST CASE NOTE 1 06/13/2024 JuajoYo

= Customized view of o

case notes
= Refresh case notes

= New Jersey Courts

New Jersey Judiciary ‘ -
lI Independence - Integrity * Fairness * Quality Service Criminal Case Management 2

\I



Manual Case Entry — Case Details (cont.)

Clicking the “Refresh” link will o
IC)qu the updated case notes from S m &

riminal case management ) 1 [osco.5 )
SyStem. Transfer response Supersession date Lab number vianual case creation reason *

Yes No ] A
. . Case Notes

If a case note for an existing
Case Was . . Search by: + Add/Change
added/modified/deleted in o

the Criminal case management e
Sy'stem OutSlde Of the Case = Group ® Fields ™ Show More/Less

Default view »

Inltlatlon ap¥llcat1.0n then a Z::”en‘:e e : fej?n:i:; note 1 - 5/13/2024 ’ :j:;:;:jate ) IE::;Z i
message will be dlspfaye;d on oo ey
the tOp Of the SCreen aSklng the 003 TEST NOTE ADDED THRU MAINTENANCE 5/15/24 05/15/2024 JUPGUZO Delete

uscr tO I'CfI'CSh . 004 TESTING MAINT CASE NOTE ENTRY 6/10/2024 06/10/2024 JUAICYa

005 TEST CASE NOTE 1 06/13/2024 JUAJOYO

006 TEST CASE NOTE 1 06/13/2024 JUAICYD

. 007 TEST CASE NOTE 1 06/13/2024 JuAjOYO

Clle on the NeXt buttOIl tO 008 TEST CASE NOTE 1 06/13/2024 JUAIGYO

naVlgate tO the Defendant a,nd 009 TEST CASE NOTE 1 D6/13/2024 JUAICYD

Charge Information screen. Test case NoTE | uasove

1 2 Next
‘_

New Jersey Courts

New Jersey Judiciary ‘ | -
lI I Independence - Integrity * Fairness * Quality Service Criminal Case Management 2
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Manual Case Entry — Shell Case

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:

*  Ifyou 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
detendant info, you can
select 'Search Defendant' or
enter 'New Defendant' and
then click 'Next' button.

1

Criminal Case Management  Essex County

Case sea rch

G) Mew criminal case o Existing criminal case

Criminal Case Management Essex County

Complaint number

© Please enter the complaint number if available.

Complaint number

-

New Jersey Judiciary

i New Jersey Courts

wal Case X
Criminal Case Management Essex County

Associate Complaint >  Verify Defendant >

Defendant

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

Search Defendant || New Defendant

Independence - Integrity * Fairness » Quality Service



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

2. On the Defendant and Charge
Information screen:

*  Ifuser 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.

<<<<<

eeeeee

-

Review Victim/Witness/Other

0 recor ds)

Name &

No data available

Witness type

Address

usiness phone &

“
- <] =]
- - -
[:::] Complpnt/DP from Other County ~
[
+ N
[ - |
2 e
Crimina | Case Management E: County
mplaint >  Verify > CaseDetails > Defendantand Charge Information
Defendants
Defendant nam: Date of birth SBI number
data available
e \q
3 Complaint > Verify > CaseDetails > Defendant and Charge Informati Review Victim/Witness /Other

Testimony type %

e

New Jersey Courts

New Jersey Judiciary ‘ ||
Independence - Integrity * Fairness » Quality Service
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Manual Case Entry — Defendant and Charge Information

1. On Defendant and Charge
Information screen, 1 Associate Complaint » Verify Defendant > Case Details ) | Defendant and Charge Information >
‘Defendants’ section at the
top display details such as Defendants
Defendant name, Date of
birth, Gender, Race, SBI Defendant name Date of birth Gender Race SBI number SPN
number, SPN for the JOHN DOE 01/05/1995 MALE WHITE 456213N 231159 o

defendant. This will be based
on defendant from the Verify

stage. T R | |

For Shell case, no defendant

information will be populated,
and user will be allowed to ? Information
proceed to next stage.

CDR contains confidential Victim/Witness information. ¥ou are not authorized to review that information.

2. If user doesn’t have access to
“Review
Victim/Witness/Other” stage,

Bssociate Complaint 3  Verify Defendant » Case Details » Defendant and Charge Information 2

. . Defendants
then system will display
Informatlon message on tOp Defendant name Date of birth Gender Race 5Bl number SPN
of Defendant and Charge
Information screen LALURA TESTCASE 01/01/1980 FEMALE WHITE 111666K 056583 (3]
This information message will
remain on the screen.

-

New Jersey Courts

New Jersey Judiciary ‘ | -
lI I Independence - Integrity * Fairness * Quality Service Criminal Case Management 31



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.

Associate Complaint » Verify Defendant »

Case Details »

Defendant and Charge Information >

Defendants %
Defendant name Date of hirth Gender Race SBI number SPN
JOHN DOE 01/05/1995 MALE WHITE 456213N 231159 [ ]
o ][ ot ][_sove ] [N
Associate Complaint » Verify Defendant > CaseDetails > Defendant and Charge Information >
Defendants
Defendant name Date of birth Gender Race SBI number SPN
JOHN DOE 01/05/1995 MALE WHITE 456213N 231158 Review 9
Primary Defendant - 001
Back l l Cancel l l Save l .==-

New Jersey Judiciary

“W New Jersey Courts

Independence - Integrity * Fairness » Quality Service

Criminal Case Management
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Manual Case Entry —

Detendant 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

Associate Complaint > Verify Defendant > Case Details > Defendant and Charge Informartion >

Defendants

Defendant name

JOHN DOE

[ Defendant Informartion ] Allases

Primary defendant
Defendant - JOHN DOE

Dot

Date
JOHMN DOF
Date of birth

01/05/1995

Birth
Halr col
BLACK

nail dicator =

Yes No
ERI
Pr guage
J vites o -

Yes ~No
Public lcense

Ve No
Distinguishing marks

Pre sentence ordered date

Physlcal address information ]

Acdr T 1 -

654 MARKET STREET

New Jersey Judiciary

Independence - Integrity * Fairness » Quality Service

supplemental information |
Name of contact
First name

Date of birth Gender Race
Q1/05/1998 MALE VWHITE asez12M

Charge Information werlfy Release/Ball Conditions

SBI numbe: ringerprinted
asar13n v
Social secu W mbe Drive cense mbe
e 333-44-4555
Geractes
MALE FEMALE

Inte eter needed Interpreter language
- Yes No
Deferdant status * Chearge date *
A - ACTIVE/NOMN-FUGIHT IVE P 10/08/202a
RrRepresented by type Represented by
-
Career criminal PTI registry number
Yes No
Pre sentence completed date
Actcdrersass Linne 2 City =~
TRENTOMN
County =
>
Primary mobile Secon moblle
Language for rem e Cmergency phone mbe
~ Select ~
mMiddle initial Last name

SBI number

Urikerown

sPN =

221159 -

B Undo |E save

-
Vvt )
oo
No
No
Fle ar
Yes o
Criminal Probation Office
-
Department of corrections numbe
State w
MNEWW JERSEY P

low long at this address

Fmall address

~r
NIDHIN JOYE@NJUDLAB. NJCOURTS.GOW

rRelationship

:";r!NeW ]ersey Courts

Criminal Case Management
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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

e Career criminal

*  PTI registry number

* Department of Corrections
number

* Pre sentence ordered date
* Pre sentence completed date

New Jersey Judiciary

-

irivg

Associate Complaint >

Verify Defendant >

Case Detail:

s >

Defendant and Charge Informartion >

Defendants

Defendant name Date of birth Gender Race SEl number SPMN
JOHN DOE O1/05,1555 MALE WHITE 456213M 231159 L]
|, Defendant Information W Aliases Charge Information Verify Release/Bail Conditions
ndo Save
Primary defendant
Defendant - JOHMN DOE
Defendant information
Defendant name SEI number Fingerp = SPM
JOHN DOE 456213N Yes 231159
Dare of birth Sacial security = Driver's e e = Driver's license state
01/,05/1995 (223 332-44-4555 -
Birt ace Sender Heig el wWeight (Ios.)
MALE FEMALE o5 S o2 ~ 200
Hair calo Eye color Hispanic or Latino? @ Race @
BELACK - BROWWIN P Yes Mo Unkrowen VW iTe ——
a ndicator * Defenda wrre = Track assigne Related traff er(s)
Yes MNo — p Yes Mo
S=T = BCl numbe ecower T type Finge n =
Selec R
Primary language Inter preter needed erpreter language Domestic violence indicato
- Yes Mo - Yes Mo
Junae| e dicator * Defendant status * Change date * Electronic surveillance
Yes No As - ACTIVESMNO MN-FUGITIVE P 1OF0S8 2024 (==:] Yes Mo
Pul ense Represented by type epresented by na obation Office
Yes Mo P - -
(o] guishing marks ares al FT1 registry number Departmnent o ectio =
Yes Mo
Pre sente e ordered dare Pre sentence completed date
i3] e=:)
Physical address information
Address line 1 * A ess Line 2 Cigy * State *
654 MARKET STREET TRENTOM MNEW JERSEY P
Zip code = ou Coury H ng at this address
08111 - 1224 P .
Independence - Integrity * Fairness * Quality Service Criminal Case Ma nager ent 34




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.

. 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.

-

New Jersey Judiciary ‘ll ||

1

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

New Jersey Courts

Independence - Integrity * Fairness » Quality Service

Vd Modify

O Primary defendant

Defendant - JOHN DOE

Defendant information

Defendant name SBI number Fingerprinted SPN

JOHN DOE 456213N —_ 231159

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

01/01/1996 _ _ _

01/05/1995 333-44-4555
Birth place Gender Height Weight (Ibs.)
_ MALE 602" 190
200
2 [ Defendant Information ] Aliases Charge Information Verify Release/Bail Conditions \
# Modify
© Primary defendant
Defendant - JOHN DOE
Defendant information
Defendant name SBI number Fingerprinted SPN
JOHN DOE 456213N —_ 231159
Date of birth Sodial security number Driver's license number Driver's license state
01/01/1996 — —_ JE—
01/05/1995 333-44-4555
Birth place Gender Height weight (Ibs.
e MALE 6'02" 190
200

Criminal Case Management
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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 1n the source system ACS. System
displays yield icon, checkbox & value from
Promis Gavel under the respective field where the
((:}ompllamt value does not match with Promis

avel.

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.

-

New Jersey Judiciary ‘ ||
Independence - Integrity * Fairness » Quality Service

Defendant Information | Aliases | Chargenformation | Verify Release/Bail Conditions
@ Undol@ Save
 Primary defendant
Defendant - JOHN DOE
Defendant information
Defendant name SBI number Fingerprinted SPN
|OHN DOE 456213N —_— 231159
Date of birth Social security number Driver's license number Driver's license state
01/01/199 @ y
(] 01/05/1995 333444555

Birth place Gender Height (ft.) Height (in.) Veight (|

MALE FEMALE 3 v 02 190

[] 200
New Jersey Courts
Criminal Case Management 36



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

[ Defendant Information ] AT

Primary defendant
Defendant - JOHMN DOE

Defendant information

JOHN DOE

01051995

BLACK,

ias

ez

Mo

Charge Information Verify Releasze/Bail Conditions

s

A56213M Yes

& Undo | i@ Save

security numbe Iriver's license number *

S33-44-4555

MALE FEMALE (al=] w0z

Unkrown Wihite -

Wes Mo

Yes [RE=]

Yes Mo

Cantact infarmation

l FRIMARY MOBILE-CALL

) Select
EMAIL
PRIMARY HOME-CALL

PRIMARY MOBILE-TEXT

S

SECONDARY MOBILE-CALL
SECONDARY MOBILE-TEXT

Select -

PRIMARY MOBILE-CALL

MNIDHIN. JOY@NIUDLAB.NJCOURTS. GOV

-

New Jersey Courts

New Jersey Judiciary ‘ ||
Independence - Integrity * Fairness » Quality Service
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Manual Case Entry — Defendant and Charge Information (cont.)

[ Defendant Information ] Aliases Charge Information Verify Release/Bail Conditions

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

@ Undo|B Save

O Primary defendant
Defendant - JOHN DOE

Defendant information

Defendant name SBI number Fingerprinted SPH
JOHN DOE 456213N — 231159
Date of birth Social security number Driver's license number Driver's license state
01/01/1996 iz 4
[] o1/05/1995 333-44-4555
Birth place Gender Height (ft.) Height (in.) Weight (Ibs.)
MALE FEMALE 06 v | 02 v 190
[ 200
== New Jersey Courts
. TeeT y
New Jersey ]ud1c1ary ‘W Independence - Integrity * Fairness » Quality Service Criminal Case Ma nagement 3 8



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

Clicking action Save link
on top right will run the
validations to make sure:

e 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.

&} Defendant Information Allzzes

Charge Information

€ Atleast one required value is missing or an entered value is invalid.

Primary defendant
Defendant - SAEROM MCGL

Defendant information

Defendant name

SAEROM MCGL

o]

ate of birth
&TEST
01/01/1571

Military indicator *

Yes Mo

SBl number

1071804

Social secur Ly nmumber

Bl 123456789

ﬂ Please select/enter a valid value for
LSocial security number,

Gender
MALE FEMALE
MALE

Verify Release/Bail Conditions

8}
]
m
[i7]
=]
i
m
51

Eva color

LY | red J
ﬂ Please select/enter a valid value for
Eye color.

GREEM

Defendant currently in ja

LK assigned

@ Undo| @ Save

056837

" |
Weight (lbs
110
?.3-:5'@'
White w
Related traffic ticket(s

Yes Mo

New Jersey Judiciary

-

i New Jersey Courts

Independence - Integrity * Fairness » Quality Service

Criminal Case Management
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Manual Case Entry — Defendant and Charge Information (cont.)

values.

view.

If all validations are successful:

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

* Navigate user back to read only

* Display successful message under
Defendant information action tab.

New Jersey Judiciary

-

irivg

I

Defendant Information } Aliazes Charge Informaticn Verify Releaze/Bail Conditions

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

# Modify

" Primary defendant
Defendant - SAEROM MCGL

Defendant information

Defendant name
SAERCM MCGL

te of birth
L Lrt

[
I
i

o
o

s
i)

[N=)

37
01019

Birth place

Hair color

RED

itary indicator

Mo

5Bl number
1071804
Sooial security number

Gender
FEMALE

MALE
Eye color

GREEN

Defendant currently in ja

CE6E37

Race '@

White

Related traffic ticket(s)

Hao

New Jersey Courts

Independence - Integrity * Fairness » Quality Service
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Manual Case Entry — Defendant and Charge Information (cont.)

Associate Complaint » Verify Defendant » CaseDetails » Defendant and Charge Information >
. . . Defendants
Aliases tab displays the Alias N
details for the defendant on Defendant name Date of birth Gender Race SBI number SPN
SeleCted CDR as entered on JOHN DOE 01/05/1995 MALE WHITE 456213N 231159
Associate screen.
System Wlll dlsplay Defendant Information Aliases l Charge Information Verify Release/Bail Conditions
defendant First name,
Middle Initial, Last name, Defendant - JOHN DOE
date of birth and SSN for
each Alias. First name Middle initial Last name Date of birth SSN
ABRAHAM1 B BUCKS1 01/01/1980 777-77-9977
ABRAHAN2 C BUCKS2 01/02/1980 408-57-9475
ABRAHAN3 D BUCKS3 01/03/1980 —
+ Add alias
Back l l Cancel l l Save
- New Jersey C
New Jersey Judiciary || c ersey Ourts -
Independence - Integrity * Fairness * Quality Service Criminal Case Ma nagement 4 1




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’

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

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

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

-

New Jersey Judiciary ‘ll ||

Associate Complaint » Verify Defendant >

Case Details » Defendant and Charge Information

>

Defendant - JOHN DOE

First name Middle initial
ABRAHAMI B
ABRAHAMZ C
ABRAHAM3 (n]
WILLIAM
ROEBERT
+ Add alias

Defendants
Defendant name Date of birth Gender
JOHN DOE 01/05/1995 MALE

Defendant Information Aliases Charge Information Verify Release/Bail Conditions

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

Last name

BUCKS

BUCKS2

BUCKS3

BUSCH

COLON

Race

WHITE

Date of birth

01/01/15980

01/02/1980

0140141980

SBl number SPM
456213N 231159
Page| 1 of2 » »
55N
734292333
405.57.9475
TI7-778977
-
-
Back || Cancel || Save

New Jersey Courts

Independence - Integrity * Fairness » Quality Service

Criminal Case Management
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Manual Case Entry — Defendant and Charge Information (cont.)

Associate Complaint » Verify Defendant » Case Details » Defendant and Charge Information 2>

Defendants
Edit alias details by clicking Modify S
. . . Defendant name Date of birth Gender Race SBl number SPN
button against respective alias.
JOHN DOE 01/05/1995 MALE WHITE 456213N 231159

Add new alias by clicking Add alias
hnk. Defendant Information | Aliases \ Charge Information Verify Release/Bail Conditions

Defendant - JOHN DOE

First name Middle initial Last name Date of birth SSN

ABRAHAM1 B BUCKS1 01/01/1980 777-77-9977

ABRAHAM2 C BUCKS2 01/02/1980 408-57-9475 Modify

ABRAHAM3 D BUCKS3 01/03/1980 S
+ Add alias

Back || cancel |[ save

-

New Jersey Judiciary ‘W NeW Jer Sey Cour (S

Independence - Integrity * Fairness * Quality Service Criminal Case Ma nagement



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

Modify / Delete Alias 1

1. System will open ‘Modify Modity Allas
Alias’ modal window to —— FOT— S I
add or modify alias details ' =

ABRAHAM B BUCKS1 01/01/1980

for the selected defendant.

55N

. . . TIT7-77-9977
2. 'Alias' information can be

deleted by clicking Ellipsis
1con against respective
alias and select Delete
from Action menu.

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

Defendant Information Aliases 1 Charge Information Verify Release/Bail Conditions
If user deletes any CDR,
alias information which 2
was pulled from ACS for Defendant -JOHN DOE |
the respective CDR, will
be I‘CmOVed. First name Middle initial Last name Date of birth SSN
ABRAHAM1 B BUCKS1 01/01/1980 777-77-9977 | :
Alias entered by user will Delete
ABRAHAM2 c BUCKS2 01/02/1980 408-57-9475 [ ™odify |
not be deleted.
ABRAHAMS3 D BUCKS3 01/03/1980 — ;
+ Add alias

New Jersey Courts

New Jersey Judiciary -
Independence - Integrity * Fairness * Quality Service Criminal Case Management 44

11
i




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

Associate Compl