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I. INTRODUCTION 
 

This manual contains instructions on the Electronic Court Disposition Reporting (eCDR) system 
for law enforcement, prosecutors, and other agencies using the eCDR system.  It is provided by 
the Administrative Office of the Courts, Automated Trial Court Services Unit, Municipal.  eCDR 
is accessible using various internet browsers, including mobile devices, Safari, Google Chrome, 
Microsoft Edge, and Firefox. 
  
For all applicable laws and guidelines, the user should refer to the New Jersey Code of Criminal 
Justice, the New Jersey Rules of Court, and the Attorney General’s Law Enforcement Charging 
Manual. 
 
 
 

II. USER ID AND REGISTRATION 
 
A User ID is required to access to all Judiciary systems. A User ID activation process must be 
completed prior to accessing the eCDR system.  A User ID may be obtained when a request is 
submitted to the Helpdesk by the Terminal Agency Coordinator, also known as the TAC Officer. 
 
Should you have any questions, you may also contact the Judiciary Information Support Center 
at 609-421-6100.  
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III.  ACCESSING ECDR 
 
The eCDR system is accessible through the Police Applications Web Portal from any device with 
an internet connection.  
 
Note:  Prosecutors log into NJCourts.com using their Attorney ID to access eCDR. 

 
To sign into eCDR: 

1) Open an internet browser. 
2) Enter the following in the address line:  https://portal.njcourts.gov/webe3/sso 
3) Enter your User ID and Password. 
4) Click Login or press Enter. 

 

 
 

5) Two-Factor Authentication options will be displayed.  Select your mobile phone number or 
email address and click Confirm.  
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6) The One-Time Passcode will be sent to the selected device. The code will expire 10 minutes 

after it is requested. 
 

 

       
 

7) Enter the Passcode provided and click ‘Login’. 
 

 
 

Note:   
• All Users signing into New Jersey Judiciary Systems will need to use Two-Factor 

Authentication (One-Time Passcode). The profile page will prompt upon sign-in 

Mobile Phone Email 



 

 
eCDR Manual 2024  Page 8 of 69 

requiring all users to provide a mobile phone number and email address, which will be 
used to send a One-Time Passcode. 

• If you enter an expired Passcode, click ‘Regenerate’ to get a new One-Time Passcode. 
 

 
 

8) Once the two-factor authentication is completed, the Portal Home Page will display. Click 
the eMACS Portal tile. 
 

 
 

9) The eCDR Home Page will display. 
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IV. HOME PAGE 
 

COMPLAINTS 
Default Home page for navigating municipal complaints. 
 

 
 
PETITIONS 
The Home Page for navigating and creating petitions.  Please refer to the Electronic Risk 
Protective Orders (ERPO) training materials for additional information. 
 

 
 
WELCOME MESSAGE 
The Welcome Message may include notifications and upcoming enhancements to the system.  
The Welcome Message section may be collapsed/expanded by clicking the arrow on the left.  
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CASE SEARCH (MUNICIPAL) 
Allows users to retrieve municipal complaint information. The Case Search section may be 
collapsed/expanded by clicking the arrow on the left. 
 
To retrieve case information: 

1) Under Case Search, enter the municipal case information. 
2) Click Search.  The case information will display. 
3) Click Actions and select the appropriate function. 

 

 
 
Note:   

• Available Actions are determined by the status of the case.  Please see the APPENDIX 
section for additional assistance, if necessary. 

 
 
MY CASES (MUNICIPAL) 
List of municipal cases generated by the user in the last seven days.   The date range can be 
modified.  Please see the  APPENDIX section for additional assistance, if necessary.  Cases will 
be listed in descending order by Date Created. The My Cases workbasket may be 
collapsed/expanded by clicking the arrow on the left.   
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To access case information: 
1) Under My Cases, click Actions next to the case. 
2) Select the appropriate option.  

 

 
 
Note: 

• Click Refresh List to refresh the list of cases displayed. 
• Available Actions are determined by the status of the case.  Please see the APPENDIX 

section for additional assistance, if necessary. 
 

 
REVIEW WORKLIST  
List of cases waiting to be reviewed.  A name will display in the Reviewer column indicating a 
review has been completed.  The Review Worklist workbasket may be collapsed/expanded by 
clicking the arrow on the left. 
 

 
 
Note: 

• Click Refresh List to refresh the list of cases displayed. 
• Available Actions are determined by the status of the case.  Please see the APPENDIX 

section for additional assistance, if necessary. 
 
To review a case: 

1) Under the Review Worklist section, select Actions – Open next to the case.  The 
Prosecutor Review screen will display. 
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2) Select the Complaint Type, optional. 
3) Click Run PSA, if necessary.  The Public Safety Assessment (PSA) will be available if 

the complaint was generated using Live Scan. The PSA may be processed before and/or 
after the review.   

4) Select Accept, Modify, or Decline next to each offense. 
 

 
 

5) Click Save.  
6) Click the appropriate option.   

 
Note: If the complaint is returned to the Originator, the officer will need to open the complaint, 
modify if necessary, and submit the complaint to the Court. 

 
To modify a case: 

1) Click Case Modify.  The case will display on the Defendant tab in edit mode. 
2) Click the appropriate tab(s).  Tabs may be selected in any order.  If any field(s) is updated, 

click Save before continuing. 
3) Click Close to return to the Prosecutor Review.  Only updates saved on the Charges and 

Narratives tab will display on the Prosecutor Review screen. 
4) Click Return to Originator.  The Prosecutor will only be able to route the case back to 

the originating officer, if any updates were made.  The case will be removed from Review 
Worklist. 
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Note:  

• For county prosecutors, the Review Worklist will be listed by county instead of by 
individual court. 

• The Court column indicates the court the complaint is from. To search for a specific court, 
click on the down arrow on the Court column header. 

• Accept: Charge has been accepted. 
• Modify:  Updated charge must be selected. Statute number or description may be entered. 

Modifications to a charge are not currently recorded. 
• Decline:  When all charge(s) are declined, the Status will be updated to PRDN.  The case 

will be removed from the worklists and can be searched using Case Search. 
• Save:  Saves changes and leaves user on the current screen. 
• Run PSA:  Opens separate window with PSA risk scores.  PSA may be processed before 

and/or after review. 
• Return to Originator: Returns complaint to the officer and returns user to Home Page.  The 

complaint will display in the officer’s My Cases list. 
• Submit to Court: The Complaint may be submitted to the court when updates have not been 

applied. 
• Preview will display the case document. 

 
PROBABLE CAUSE 
List of cases waiting for a probable cause determination by a judicial officer. Allows a judge to 
authorize law enforcement to issue the complaint in an emergency when the judge is unable to 
get access to the internet to issue an electronic probable cause. The Probable Cause workbasket 
may be collapsed/expanded by clicking the arrow on the left. Please see the  APPENDIX section 
for additional assistance, if necessary. 
 
To activate a complaint:  

1) Under the Probable Cause section, select Actions – Open next to the complaint.  
 

 
 

2) The Probable Cause Determination tab will display.  Complete the Probable Cause 
Determination information.  When probable cause is found, the complaint type must be 
selected. 
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3) Click Submit.  A judicial officer must verify the probable cause determination as soon as 
possible. 

 

 
 
Note: 

• Preview:  A preview of the complaint will display without probable cause completed. 
• Close: Closes the Probable Cause Determination tab without completing probable cause. 

 

Complaint Bail Set 
Bail set is not available during complaint entry for any Disorderly Persons (DP) or indictable 
complaints.  Bail set will be available for Petty Disorderly Persons (PDP) warrants and entered 
via the Probable Cause screen.  
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MY ACCOUNT 
Navigate to other Judiciary systems. 
 

 
 
HELP 
Displays the eCDR Training and Resources Page. 
 

 
 
EXIT 
Closes the eCDR system and returns to the NJ Courts Portal Home Page. 
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MUNICIPAL QUICK SEARCH 
Retrieves limited case information via a ticket or complaint number. 
 

 
 
To retrieve case information: 

1) Click the Municipal Quick Search link. 
2) Select the Case Type. 
3) Enter the ticket/complaint number. 
4) Update the Court field as needed. 
5) Click Search. 

 

 
 

6) The case information will display. 
7) Click the X to close the window. 
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Note:  To lookup another case, update the case information and click Search. 
 
NAVIGATION BUTTONS 
Allows users to navigate between opened tabs, close individual tabs, close all opened tabs, or 
return to the Home Page without closing opened tabs.  Users may navigate by clicking the 
appropriate tab on the left or clicking the down arrow on the right. 
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V. COMPLAINT ENTRY 
 
COMPLAINT GENERATION USING LIVESCAN 
The LiveScan Arrest List is a list of LiveScan records generated for a municipality and should be 
used to generate a complaint. LiveScan records will be listed in descending order by Date of 
Arrest. When generating a complaint using a LiveScan record, the Public Safety Assessment 
(PSA) will be available once the complaint is created. Refer to Title 53 regarding fingerprinting. 
 
To generate a complaint using LiveScan: 

1) Click eCDR/eMACS - Case Processing - Complaint Entry. 
2) Select Complaint Generation. 
3) Complete the Complaint Entry information. 

 

 
 

4) Select Yes to the custody question. 
 

 
 

5) Under LiveScan Arrest List, select the LiveScan record. 
6) Click Continue.  
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Note: 

• Under LiveScan Arrest List, click Refresh List to refresh the list of offenses displayed. 
• A green check mark will appear to the right of a record when all offenses from the LiveScan 

record was processed. 
• The FP Status and PCN fields will default with information from the LiveScan record and 

cannot be modified. 
• Use Search by PCN to search for a LiveScan record by the Processed Control Number. 

Once the ‘Search by PCN’ box is checked, a field will display to the right. If the PCN 
number is not found, an error message indicating PCN not found will display. This search 
feature will assist in finding a LiveScan record that may have been generated with an 
incorrect municipality code. 
 

 
 

7) The Defendant tab will display.  The Defendant tab will include information from the 
Livescan record. Modify the defendant information, if necessary. 
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Note:   
• Last Name:  Enter two spaces after the last name for the Generation Qualifier, if 

applicable.  Ex. Smith<space><space>Jr. 
• Phone Number and Email address:  For complaints issued on or after 1/24/2020, 

systematic reminders will be sent to the defendant 4 days prior to the scheduled municipal 
court date.  Work phone numbers will not receive a reminder.  

• Hispanic or Latino is not entered during LiveScan and will be required during eCDR 
generation. 
 

8) Click Continue.   
 
Note:  If an autopic error is displayed regarding a NJ license, select NA for the Driver License 
State field to save the NJ license to the complaint.    
 

9) The Complaint tab will display.  The complaint information will include information from 
the Livescan record. Update the complaint information. 

10) Click Continue.   
 

 
 
Note:  Assigned Agency: Enter the municipality of where the individual resides. 
 

11) The Charges and Narratives tab will display.  The charges information will include 
information from the Livescan record.  Enter the narrative information for each charge. 

12) Click Continue.   
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Note:  

• To add additional offense(s), click Add Item.  Click Save, after adding each offense. 
• The Narrative field allows 1040 characters for each offense. 
• Wording may be copied from other applications or use the Charge Manual.  Charge Manual 

data does not exist for all charges.  Please see the CHARGE MANUAL section, if 
necessary. 

• DNA Collected, Drug Offender Restraining Act (DORA) and Sex Offender Restraining 
Order (SORO) fields will display for applicable offenses. 

 
13) The Affidavit of Probable Cause tab will display.  Complete the Affidavit of Probable 

Cause as required. If data is entered on the Affidavit of Probable Cause, select By Signing 
Below… (located at the bottom). 

14) Click Continue. 
 

 
 

15) The PLEIR tab will display.  Complete the Preliminary Law Enforcement Incident 
Report.  Only the fields selected will display on the complaint.  If data is entered, select 
By Signing Below… (located at the bottom). 

16) Click Continue. 
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17) The Involved Person tab will display.  Click Add Item to add an Involved Person, if 
applicable. 

18) Click Submit.   
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19) Upon submitting the complaint AND the Livescan record was associated to the complaint, 
the Preliminary Public Safety Assessment (PSA) will automatically run and be displayed.  
 

 
 

20) The Confirmation screen will be displayed.  Select the Complaint Type and complete 
the First Appearance Information. 

 
Note:  The ‘First Appearance Information’ section and ‘Review Draft certification’ button will 
be displayed after the complaint type is selected. 
 

 
 
Note:  The First Appearance Information will default based on the Complaint Type selected and 
the charges included on the complaint. 
 

21) Click Review Draft Certification. 
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22) A draft of the complaint will be displayed and after review, close the complaint. 
23) Submit the Complaint. 
24) Click Close to exit complaint generation. 

 
Note:  The ‘Back’ option will allow you to return to the ‘Defendant’ tab.  The complaint will 
remain in ‘Work in Progress’ (WIP) status and will not be submitted.  
 
 
COMPLAINT GENERATION WITHOUT USING LIVESCAN 
 
To generate a complaint without a LiveScan record: 

1) Click eCDR/eMACS - Case Processing - Complaint Entry. 
2) Select Complaint Generation. 
3) Complete the Complaint Entry information.   
 

 
 

4) Click Continue.  A warning message will display for complaints generated without using 
a LiveScan record,  

5) Click Continue (or Cancel to exit). 
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6) The Defendant tab will display.  Enter the Defendant information. An asterisk indicates 
that information is required.  

 
Note:   

• Last Name:  Enter two spaces after the last name for the Generation Qualifier, if 
applicable.  Ex. Smith<space><space>Jr. 

• Phone Number and Email address:  For complaints issued on or after 1/24/2020, 
systematic reminders will be sent to the defendant 4 days prior to the scheduled municipal 
court date.  Work phone numbers will not receive a reminder.  
 

7) When a Livescan record is not selected, the Fingerprint (FP Status) field must be 
completed by selecting one of the listed options. 

8) Click Continue.  
 

 
 

9) The Defendant tab will display. Enter the defendant information. An asterisk indicates 
that information is required.  
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10) Click Continue.  
 

 
 
Note:  If an autopic error is displayed regarding a NJ license, select NA for the Driver License 
State field to save the NJ license to the complaint.    
 

11) The Complaint tab will display.  Enter the complaint information. An asterisk indicates 
that information is required.  

12) Click Continue.   
 

Note:  Assigned Agency: Enter the municipality of where the individual resides. 
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13) The Charges and Narratives tab will display.  Click Add Item to add an offense. 
14) Enter the offense number/description and complete the Charges and Narratives 

information. 
15) Click Continue.   
 

 
 
Note:  

• The Fingerprint (FP status) will display the value that was previously selected during 
complaint entry but can be modified, if necessary.  

• To add additional offense(s), click Add Item.  Click Save, after adding each offense. 
• The Narrative field allows 1040 characters for each offense. 
• Wording may be copied from other applications or use the Charge Manual.  Charge Manual 

data does not exist for all charges.  Please see the CHARGE MANUAL section, if 
necessary. 

• DNA Collected, Drug Offender Restraining Act (DORA) and Sex Offender Restraining 
Order (SORO) fields will display for applicable offenses. 

• Click Back to modify Defendant and/or Complaint information. 
 

16) The Affidavit of Probable Cause tab will display.  Complete the Affidavit of Probable 
Cause. If data is entered on the Affidavit of Probable Cause, select By Signing Below… 
(located at the bottom). 

17) Click Continue. 
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Note:  
• Save: Saves the information. 
• Back: Moves to the previous tab. Once Back is selected, click Continue to move forward. 

 
18) The PLEIR tab will display.  Complete the Preliminary Law Enforcement Incident 

Report.  Only the fields selected will display on the complaint.  If data is entered on the 
PLEIR, select By Signing Below… (located at the bottom). 

19) Click Continue. 
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Note:  
• Save: Saves the information. 
• Back: Moves to the previous tab. Once Back is clicked, click Continue to move forward. 

 
20) The Involved Person tab will display.  Click Add Item to add an Involved Person, if 

applicable. 
21) Click Submit.   

 

 
 

22) The Confirmation screen will be displayed.  Select the Complaint Type and complete 
the First Appearance Information. 

 
Note:  The ‘First Appearance Information’ section and ‘Review Draft certification’ button will 
be displayed after the complaint type is selected. 
 

 
 
Note:  The First Appearance Information will default based on the Complaint Type selected and 
the charges included on the complaint. 
 

23) Click Review Draft Certification. 
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24) A draft of the complaint will be displayed and after review, close the complaint. 
25) Submit the Complaint. 
25) Click Close to exit complaint generation. 

 
ETRO 
When the Domestic Violence Indicator is a Yes and the user has security access to the Electronic 
Temporary Restraining Order (eTRO) system, the Proceed to eTRO button will display on the 
confirmation screen. The system will copy information from the complaint to create a temporary 
restraining order.  Please refer to the eTRO manual for additional instruction. 
 

 
 
CITIZEN COMPLAINT GENERATION 
To generate a complaint on behalf of a private citizen AND where a complaint number has not 
been previously assigned.   
 
To generate a citizen complaint: 

1) Click eCDR/eMACS - Case Processing - Complaint Entry. 
2) Select Citizen Complaint Generation. 
3) Complete the Complaint Entry information.  The officer ID will default to 9999. 
4) Click Continue. 
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5) Complete the defendant information. 
6) Complete the remaining fields, as required. 
7) Click Continue. 

 
Note:  If the Public Official or Candidate for Public Office box is selected as Yes and the charge 
is a Disorderly Persons offense, the complaint requires a Prosecutor Review. 

 

 
 

8) Complete the remaining sections. The Certification check box validation on the PLEIR 
screen is not required for citizen complaints. 

9) Click Submit on the Involved Persons tab and the confirmation screen will display. 
10) A complaint number will generate and display.  Click Review Draft Certification. 
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11) The complaint draft will display. Review complaint and close the complaint. 
 
Note: Close:  Closes the confirmation window and the complaint will be a work in progress 
(WIP). 
 

12) A preview of the complaint will display.  An electronic signature is not available for a 
citizen complaint. 

13) After review, click X to close the complaint window. 
14) Select the verification box and click Submit to Court.   

 

 
 
Note: 

• All Indictables and Disorderly Persons (DP) complaints involving a Public Official or 
Candidate for Public Office will require PROSECUTOR REVIEW.   
 

 
 

15) A preview of the complaint will display. An electronic signature is not available for a 
citizen complaint.  Once the complaint has been reviewed, click Close.  
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Note: 
• SERVICE should be completed AFTER Probable Cause is determined on a Summons 

complaint. 
 
 
QUICK COPY FROM 
Allows users to generate a complaint using complaint information previously entered.  Users will 
not have the option to use a LiveScan record when using Quick Copy From. 
 
To copy from a complaint: 

1) Click eCDR/eMACS - Case Processing - Complaint Entry. 
2) Complete the Complaint Entry information. 
3) Under Quick Copy From, select Quick Entry From:  The LiveScan Arrest List will not 

display. 
4) Enter the Complaint information in Copy Complaint From fields. 
5) Select the portion of the complaint to be copied.  
6) Click Continue to complete the complaint generation process.  
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VI. COMPLAINT MAINTENANCE 
 
COMPLAINT MODIFY 
Modify will not display as an option once the complaint has been processed by the court. 
 
To modify a complaint: 
 

1) Under My Cases, select Actions – Modify next to the complaint.   
 

 
 

2) The complaint information will be displayed.  Modify the necessary information and click 
Save. 

 

 
 
Note:  Navigate to the section of complaint by clicking the tab name.  Click Save on each section 
that is modified. 
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LIVESCAN AFTER COMPLAINT GENERATION 
 
The Livescan arrest record should be linked to a complaint after the complaint has been entered 
into eCDR if the Livescan record has not returned before the complaint was generated. This 
process is also known Backlinking.  
This should be done: 

• When an arrest has been made on an outstanding warrant and the defendant must appear at 
Central First Appearance/CJP court, or  

• When a summons was issued but the defendant was never fingerprinted and they have 
appeared at Central First Appearance/CJP court, or  

• When the Livescan record has been unreasonably delayed and the complaint had to be 
entered without the Livescan Arrest Record linkage.  

 
To link a complaint: 

1) Under Case Search, enter the complaint number and click Search. 
 

 
 

2) Under Actions, select FingerPrint.  If a case has already been connected to a LiveScan 
record, the fingerprint option will not display. 
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3) Enter the Officer ID. 
 

 
 

4) Select the Livescan record and click Submit. 
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5) A Confirmation screen will display.  Click Finish.  The complaint will now be linked to 
the CCH arrest record and eCDR will automatically execute the warrant after linking to 
LiveScan. 

 

 
 
Note: 

• Any additional complaints associated to the outstanding warrant will also be executed.  
• Search by PCN allows Law Enforcement to search for a LiveScan record by the Process 

Control Number (PCN). 
• Enter the PCN and click Search.  The LiveScan record will be displayed.  Select the 

LiveScan record and click Continue. 
 

 
 
 
SERVICE 
Service should be completed AFTER Probable Cause is determined on a Citizen Complaint 
Summons. 
 
To complete service: 

1) Under My Cases, click Actions – Service next to the complaint. 
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2) Complete the form of service and click Submit. 
 

 
 

Note: 
• Close:  Closes the service window without service being completed. 
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VII. REFERENCE TABLE SEARCH 
 
Displays the reference tables. There are 12 table options in which a search can be performed.     
 
To access Reference Tables: 

1) Click eCDR/eMACS – Table Search.  
  

 
 
 
COURT INFORMATION 
Displays address, phone number, and other details for a Criminal or Municipal Court. 
 
To search for Court information: 

1) Select Court Information from the Search By dropdown. 
2) Select Court Type.  
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Note: When Criminal is selected as the Court Type, the county must be selected.  
 

 
 

Note: When Municipal is selected as the Court Type, the Court Code/Name and Year must 
be entered. 

 

 
 

3) Click Search.  The court information will display. 
 
Court Information - Criminal 
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Court Information - Municipal 

 
 

4) Click Print to print the details. 
 
STATUTE/CODE VIOLATION NUMBER 
Displays state, local, and county statute and traffic violation information using the statute/code 
number. 
 
To search for Statute or Code Violation by Number:  

1) Select Statute/Code Violation Number from the Search By dropdown. 
2) Enter the Statute/Code, Region, and Status.  
3) Click Search. The search results list will display.  
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4) Click Print to print the search results. 
 

 
 

Note:  To sort the Search Results by Statute/Code, Description, Type, Degree, or Payable, click 
the field name. 

 
5) Click the arrow to display the details. The offense details will display. 
6) Click Print to print the details. 
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STATUTE/CODE VIOLATION DESCRIPTION 
Displays state, local, and county statute and traffic violation information using the statute/code 
description. 
 
To search for Statute or Code Violation by Description  

1) Select Statute/Code Violation Description from the Search By dropdown. 
2) Enter the Statute/Code Description, Region, and Status.  

 

 
 

3) Click Search. The search results list will display. 
4) Click Print to print the search results. 
  

 
 
Note: To sort the Search Results by Statute/Code, Description, Type, Degree, or Payable, click 
the field name. 

 
5) Click the arrow to display the details. The offense details will display. 
6) Click Print to print the details. 
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LAW ENFORCEMENT AGENCY ASSOCIATION TO COURT 
Displays the law enforcement agencies that are associated to a specific Municipal Court or 
agency.  
 
To search for Law Enforcement Agency associated to a specific Municipal Court or Agency: 

1) Select Law Enforcement Agency Association to Court from the Search By dropdown. 
2) Select Search Type. 
3) Click Search. The search results list will display.  

 
Note: When Court is selected, enter a court to see all agencies associated to the court. Click the 
agency number to view a list of officers for that agency. 
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Note: When Agency is selected, enter an agency to see all courts associated to the agency.  
 

 
 

4) Click Print to print the search results. 
 

Note: To sort the Search Results by Agency or Agency Name, click the field name. 
 
 
LAW ENFORCEMENT OFFICER INFORMATION 
Displays address, phone number, agency, and other details for a law enforcement officer. 
 
To search Law Enforcement Officer Information: 

1) Select Law Enforcement Officer Information from the Search By dropdown. 
2) Select Search Type. 
3) Click Search. The search results list will display.   

 
Note: When Name is selected, enter First Name, MI, Last Name, Agency Number/Name, 
and Status. (First Name, MI, and Agency are optional.)    
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Note: When ID is selected, enter Agency Number/Name, Officer ID, and Status. (Officer ID 
is optional).  

 

 
 
4) Click Print to print the search results. 

 
Note: To sort the Search Results by Officer ID or Officer Name, click the field name. 
 
 
LAW ENFORCEMENT AGENCY INFORMATION 
Displays address, phone number, and other details for a Law Enforcement Agency.  
 
To search for Law Enforcement Agency: 

1) Select Law Enforcement Agency Information from the Search By dropdown. 
2) Enter Agency Number/Name. 
3) Click Search. The search results will display. 
4) Click Print to print the search results. 
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Note: To sort the Search Results by Officer ID, Officer Name, or Status, click the field name. 
 
 
ATTORNEY INFORMATION 
Displays address, phone number, and other details for an attorney in a Criminal or Municipal 
Court. 
 
To search for Attorney Information by Name: 

1) Select Attorney Information from the Search By dropdown. 
2) Select Court Type. 

 
Note:  When Criminal is selected as the Court Type and Name is selected as the Search 
Type, enter First Name, MI, Last Name, and County. (First Name and MI are optional.) 
 

 
 
Note: When Municipal is selected as the Court Type and Name is selected as the Search 
Type, enter First Name, MI, Last Name, and Status. (First Name and MI are optional.) 
 

 
 

3) Click Search. The search results will display. 
4) Click Print to print the search results. 
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Note:   
• To sort the Search Results, click the field name. 
• Click the arrow to display the details.   
• Click Print to print the details.  

 
To search for Attorney Information by Bar ID:  

1) Select Attorney Information from the Search By dropdown. 
2) Select Criminal as the Court Type. 
3) Select Bar ID as the Search Type. 
4) Enter the Bar ID. 
5) Click Search. The search results will display. 
6) Click Print to print the search results. 
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Note:   
• To sort the Search Results, click the field name. 
• Click the arrow to display the details.   
• Click Print to print the details.  

 
To search for Attorney Information by Firm ID:  

1) Select Attorney Information from the Search By dropdown. 
2) Select Criminal as the Court Type. 
3) Select Bar ID as the Search Type. 
4) Enter the Firm ID. 
5) Click Search. The search results will display. 
6) Click Print to print the search results. 

 

 
 
Note:   

• To sort the Search Results, click the field name. 
• Click the arrow to display the details.   
• Click Print to print the details.  

 
To search for Attorney Information by Attorney ID/Phone Number:  

1) Select Attorney Information from the Search By dropdown. 
2) Select Municipal as the Court Type. 
3) Select Attorney ID/Phone Number as the Search Type. 
4) Enter the Attorney ID/Phone Number. 
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5) Click Search. The search results will display. 
6) Click Print to print the search results. 

 

 
 

Note:   
• To sort the Search Results, click the field name. 
• Click the arrow to display the details.   
• Click Print to print the details.  

 
 
PROSECUTOR INFORMATION 
Displays address, phone number, and other details for a Criminal or Municipal Court Prosecutor.  
 
To search for Prosecutor Information by Name:  

1) Select Prosecutor Information from the Search By dropdown. 
2) Select Court Type. 

 
Note:  When Criminal is selected as the Court Type and Name is selected as the Search 
Type, enter First Name, MI, Last Name, and County. (First Name and MI are optional.) 
 

 
 
Note: When Municipal is selected as the Court Type and Name is selected as the Search 
Type, enter First Name, MI, Last Name, and Court. (First Name, MI, and Court are optional.) 
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3) Click Search. The search results will display. 
4) Click Print to print the search results. 

 

 
 

Note:   
• To sort the Search Results, click the field name. 
• Click the arrow to display the details.   
• Click Print to print the details.  

 
 
To search for Prosecutor Information by Bar ID:  

1) Select Prosecutor Information from the Search By dropdown. 
2) Select Criminal as the Court Type. 
3) Select Bar ID as the Search Type. 
4) Enter the Bar ID. 
5) Click Search. The search results will display. 
6) Click Print to print the search results. 
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Note:   

• To sort the Search Results, click the field name. 
• Click the arrow to display the details.   
• Click Print to print the details.  

 
To search for Prosecutor Information by Firm ID:  

1) Select Attorney Information from the Search By dropdown. 
2) Select Criminal as the Court Type. 
3) Select Bar ID as the Search Type. 
4) Enter the Firm ID. 
5) Click Search. The search results will display. 
6) Click Print to print the search results. 
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Note:   
• To sort the Search Results, click the field name. 
• Click the arrow to display the details.   
• Click Print to print the details.  

 
 
COURT REPORTER INFORMATION 
Displays address, phone number, and other details for a Court Reporter in a Criminal Court.  
 
To search for Court Reporter Information: 

1) Select Court Reporter Information from the Search By dropdown. 
2) Enter First Name, MI, Last Name, and County. (First Name and MI are optional.) 
3) Click Search. The search results will display. 
4) Click Print to print the search results. 

 

 
 
Note:   

• To sort the Search Results, click the field name. 
• Click the arrow to display the details.   
• Click Print to print the details.  

 
 
INVESTIGATOR INFORMATION 
Displays address, phone number, and other details for an Investigator in a Criminal Court. 
 
To search for Investigator Information: 

1) Select Investigator Information from the Search By dropdown. 
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2) Enter First Name, MI, Last Name, and County. (First Name and Middle Initial are 
optional.) 

3) Click Search. The search results will display. 
4) Click Print to print the search results. 

 

 
 
Note:   

• To sort the Search Results, click the field name. 
• Click the arrow to display the details.   
• Click Print to print the details.  

 
 
 
LAW ENFORCEMENT UNIT INFORMATION 
Displays the unit name, address, and phone number for a unit code/number.  
 
To view information by Law Enforcement information by Unit: 

1) Select Law Enforcement Unit Information from the Search By dropdown. 
2) Select Unit as the Search Type. 
3) Enter Unit. 
4) Click Search. The search results will display. 
5) Click Print to print the search results. 
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To view information by Law Enforcement information by City: 
1) Select Law Enforcement Unit Information from the Search By dropdown. 
2) Select City as the Search Type. 
3) Enter City. 
4) Click Search. The search results will display. 
5) Click Print to print the search results. 
 

 
 
Note:  To sort the Search Results, click the field name. 
 
 
COLLECTION AGENCY INFORMATION 
Displays the name, address, phone number, and other details for a collection agency in a 
Municipal Court.  
 
To view collection agency information: 

1) Select Collection Agency Information from the Search By dropdown. 
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2) Enter Court Code/Name. 
3) Click Search. The search results will display. 
4) Click Print to print the search results. 

 

 
 
 
Note:  Collection information will only display if the court is associated with a collection agency. 
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VIII.  APPENDIX 
 
 
ACTIONS 
Available Actions are determined by the status of the case. 
 

• Copy:  A complaint tab will open with the Quick Entry portion completed. 
• Delete:  Allows user to delete a case that is incomplete. 
• Fingerprint: Allows for an existing complaint to be linked to a Livescan record. 
• Modify:  A complaint tab will open with the complaint to be modified.  
• Open: Opens a complaint that has not been submitted to the court. 
• Print: A print preview of the complaint will display.  
• Review: A complaint tab will open with detailed complaint information. The Probable 

Cause Determination tab will display whether probable cause was found, the type of 
complaint (i.e. S or W), first appearance information and probable cause comments. The 
Event History tab will display all the events associated with the case. 

• Service: Return of Service is required for all Summons complaints.  The officer cannot 
print the complaint until Service is completed.   To complete Service, an officer must select 
Service from the Action drop down list and once Return of Service is completed, the Print 
option will be enabled.  

• View Case Jacket: Provides key documents, including a copy of the complaint, Public 
Safety Assessment (PSA), Criminal Justice (CJP) Release Order, and Motion for Pretrial 
Detention.   

• View MugShot: Provides law enforcement, prosecutors and court staff with access to view 
the mugshot of a defendant for identification purposes. If a complaint has an State Police 
Bureau of Identification (SBI #), the View MugShot link will display in the Action 
dropdown. Law Enforcement can View MugShot from the My Cases list as well as the 
LiveScan list.  Prosecutors can View MugShot from their Review Worklist. 

 
AFFIDAVIT OF PROBABLE CAUSE 

• The Affidavit/Certification is to more fully describe the facts of the alleged offense so that 
a judge or authorized judicial officer may determine probable cause. 

 
CHARGE MANUAL 
A Charge manual option exists for limited offenses and will display with narrative information.   
 
To use the charge manual: 

1) From the Charges and Narratives tab, enter the offense number/description. 
2) If the Charge Manual button displays, click Charge Manual. 
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3) Under Using Charge Manual, select the appropriate option(s). 
4) Click Generate Narrative. 
5) Modify the narrative information, if necessary. 
6) Click Save. 

 
CHARGES ON THE SAME COMPLAINT 

• Indictable and Non-Indictable charges may be entered on the same complaint. 
• No limit to the number of charges on a single complaint. 
• eCDR disallows 2A:160-10 (Fugitive from Justice) statute to be mixed with any other 

charges on the same complaint. If another charge is entered on the same complaint an error 
message will display ‘No additional charge/s can be added to this complaint. Charge 
2A:160-10 (FUGITIVE FROM JUSTICE) must be on a separate complaint.’ 
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COMPLAINT DRAFTS 
 

Summons (Complaint) Summons (Return of Service) 
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Affidavit of Probable Cause 
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Warrant (Complaint) WARRANT (Commitment) 

 
 

 
 
COMPLAINT STATUS 

• ACTI:  (Active) Complaint successfully completed and submitted to the Municipal Court. 
• DRFT:  (Draft) Oath was selected but the second electronic signature was not completed.  
• HELD:  Case that has been submitted to the Municipal Court for Probable Cause 

Determination. 
• Incomplete:  Case was generated but not completed.  The case can only be modified by the 

user that created it.  Incomplete cases will only appear on that user’s My Cases list. 
Complaints in Incomplete status may be deleted from the My Cases Worklist. 

• NOPC: (No Probable Cause) – When Probable Cause is NOT found, the Case Status will 
be updated to NOPC instead of remaining in HELD status. NOPC cases will be removed 
from the Probable Cause Worklist however will remain on the My Case Worklist.  
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• PRDN: (Prosecutor Denied all Charges) – When the Prosecutor declines all charges on a 
complaint, the Case Status will be updated to PRDN. Cases in PRDN status will not display 
on the Worklists however can be searched using Case Search. 

• PROR:  (Prosecutor Review Officer Review). Complaint has been sent for review and 
waiting to be returned to the officer. 

• WARR:  (Warrant) Probable Cause found and complaint warrant has been issued. 
• WIP: (Work in Progress) Case that was initiated by an officer and the Certfication/Oath 

signature has not been completed.  Complaints in WIP status may be deleted from the My 
Cases Worklist. (i.e. complaint was never completed or replaced with another complaint). 
Each Friday, WIP complaints over 30 days will be removed automatically from the My 
Cases worklists and be deleted from the system immediately. 

 
DCJ INDICATOR 
To identify cases to be prosecuted by the Division of Criminal Justice (DCJ).  
 

 
 

• The selection options for this field are “N” – Not a DCJ case, “Y” – Yes, DCJ case or “D” 
Direct Presentment – DCJ Case Only. 

• For Law Enforcement – A column ‘DCJ Indicator’ has been added in the My Cases 
Worklist to indicate a DCJ (Division of Criminal Justice) Complaint. 

• For DAG`s - A column ‘DCJ Indicator’ has been added in the Review Worklist to indicate 
a DCJ Complaint. The DAG with security clearance will review the DCJ Complaint(s) in 
the worklist. 

• For Prosecutor`s - A column ‘DCJ Indicator’ has been added in the Review Worklist to 
indicate a DCJ Complaint. 

• For Judge(s) - A column ‘DCJ Indicator’ has been added in the Probable Cause Worklist 
to indicate a DCJ Complaint. The Judge will review the Complaint(s) in the worklist in 
order to determine Probable Cause. 

• For the Direct Presentment Judge (DPJ) - A column ‘DCJ Indicator’ has been added in the 
Probable cause Worklist to indicate a DCJ Complaint. The Judge will review the 
Complaint(s) in the worklist to determine Probable Cause. 

• If a DCJ complaint is Sealed, the DCJ indicator will also be displayed on the Sealed 
Complaint Worklist. 
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DOMESTIC VIOLENCE INDICATOR 
The Domestic Violence Indicator may be modified when it is different from the LiveScan record.  
If the DV Indicator is updated during the complaint entry process and it is different from the 
selected LiveScan record, a message will display. 
 
ERRORS 
The following errors cannot be modified and a new complaint should be created: 

• Summons to a Warrant 
• Warrant to a Summons 
• Changing a Complaint from a Citizen Complaint 
• Changing the Court Code 
• Changing the Domestic Violence Indicator 

The court should be notified of any duplicate complaints. 
 
FILTER BEYOND DATE RANGE 
To adjust a date range: 

1) Click Filter Beyond Last…. 
2) Enter the date range or use the calendar. 
3) Click Submit.  Filter will be applied to the current workbasket.  Cases will display in 

descending order by Date Created. 
 

 
 
FILTERS 
Lists may be filtered by clicking the down arrow to the right of the column heading. 
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FINGERPRINT STATUS 
The custody question, ‘Is the defendant in your physical custody to be fingerprinted?’ will be 
displayed. 
If NO is selected: 

• Confirmation pop-up message will display on the screen to confirm that the defendant is 
not in custody for charges being filed on this complaint. 

• On the Complaint Entry screen, the LiveScan Arrest List will not display. 
• On the Complaint tab, the Date of Arrest field will be disabled, and the Appearance Court 

will default to Central First Appearance/CJP. 
• The Fingerprint (FP status) field will be disabled. 
• Once the complaint is submitted to court, on the Probable Cause screen, the system will 

display “Defendant is not in custody for the charges filed on this complaint”.  
  
If YES is selected: 

• Confirmation pop-up message will display on the screen to confirm that the defendant is 
in custody for charges being filed on this complaint   

• User can continue to create the complaint by selecting the LiveScan record from the 
LiveScan Arrest List. 

• Once the complaint is submitted to the court, on the Probable Cause screen, the system 
will display “Defendant is in custody for the charges filed on this complaint”.   

 
LIVESCAN AFTER COMPLAINT GENERATION 
Also known as backlinking.  eCDR will automatically execute a warrant after linking to LiveScan. 
Any additional complaints associated to the outstanding warrant will also be executed.  
 
MULTIPLE PAGES 
The image below will appear if there is more than one page in a section.  Click the appropriate 
button to navigate. 
 

 
 
PRINTING 

• Complaints print on standard 8 ½ x 11 paper.  You will receive a minimum of 7 pages per 
complaint.   

• Users are responsible for providing the hard copy of the complaint to the court. 
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REQUEST ORDER TO SEAL 
Procedures for the prosecutor to electronically apply to a Superior Court Judge for a temporary 
seal of the complaint. A Sealed Complaint Worklist will display for select county prosecutors 
on the eCDR Homepage to review/request a Temporary Order to Seal. A Sealed Complaint 
worklist will display for Superior Court Judges on the eMACS Homepage to Grant/Deny Order 
to Seal.  Prosecutors may request an additional 10-day extension on an existing Temporary Order 
to Seal.  The request to seal information may be updated on the Complaint tab, if necessary. 
 

 
 

• For complaints in the eCDR system and the linkage with the other automated systems 
increase the likelihood that this information could be disclosed prior to the defendant's 
arrest, thereby increasing the risk of harm to individuals and to police officers, as well as 
the overall risk that defendants may flee should this information be prematurely disclosed. 

• A ‘Sealed Complaint’ worklist will display for select county prosecutors on the eCDR 
Homepage to review/request a Temporary Order to Seal. 

• A ‘Sealed Complaint’ worklist will display for Superior Court Judges on the eMACS 
Homepage to Grant/Deny Order to Seal. 

• Once the Complaint is Sealed, it will remain Sealed for 10 days. If the defendant is arrested 
within the 10 days, the complaint will automatically be unsealed upon fingerprint 
association. If the defendant is not arrested, the Order to Seal will expire on the 10th day 
unless the prosecutor makes a request for an additional 10 day extension of the Order to 
Seal. 

• If a DCJ complaint is Sealed, the DCJ indicator will also be displayed on the Sealed 
Complaint Worklist. 

 
PASSWORDS 
The P-synch (Password Synchronization) is a Self-service and will allow you to conveniently 
reset your password (or unlock your system if you've tried too many wrong passwords). You can 
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always contact the Helpdesk to reset your password, but we encourage you to do it yourself. Note 
the following: 

• Passwords: expire in 90 days; 
• Must be 14 characters long. 
• Must have upper and lower case characters. 
• Must have at least 1 digit(s). 
• Must have one of the following characters @ # $ 
• Cannot be the same as your last 32 passwords. 
• P-Synch is accessible by going to the eCDR Entry & Registration Website 

(https://portal.njcourts.gov/webe3/sso) and clicking the Forgot/Reset Password link. 
 
PRELIMINARY LAW ENFORCEMENT INCIDENT REPORT (PLEIR) 
Contains certain facts and circumstances that may be present and is in addition to but not in lieu 
of any arrest, incident or investigation reports. 

• ODARA (Domestic Violence Risk Factor) statements will be visible if the Domestic 
Violence (DV) Indicator is Y.  

 
PROCESS CONTROL NUMBER (PCN) 

• Search by PCN allows Law Enforcement to search for a LiveScan record by PCN. Once 
the Search by PCN box is checked, a field will appear to enter the PCN. If the PCN is not 
found, an error message indicating PCN not found will display, please correct.  

• This search feature will assist law enforcement in finding a LiveScan record that may have 
been generated with an incorrect municipality code. 

 
PROSECUTOR REVIEW (PROR) 

• Complaints with an indictable charge (Summons or Request a Warrant) must be sent to the 
Prosecutor for review.  

• If the Public Official or Candidate for Public Office box is selected and the charge is a 
Disorderly Persons offense, the complaint will be forwarded for Prosecutor Review. 

• Cases that have been on the Prosecutor’s worklist for 45 days or longer will be forwarded 
to the Judges and/or Courts Probable Cause worklists for review/PC determination.  

• Complaints with an indictable charge, when returned by the County Prosecutor, must have 
Probable Cause determined by the judge. 

 
PUBLIC SAFETY ASSESSMENT (PSA)  

• The PSA returns the risk scores, including current and out of state offense(s). 
• The only way to run a PSA through eCDR is to fingerprint the defendant and connect the 

LiveScan arrest record when generating the complaint in eCDR.  
• If you are directed by the Court to run a PSA prior to submitting the complaint, you may 

be required to Livescan and start the complaint entry process over from the beginning. 

https://portal.njcourts.gov/webe3/sso
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SORTING THE WORKBASKET 
Lists may be sorted by clicking the arrow next the column heading. 
 

 
 
SYSTEMATIC REMINDERS  

• For complaints issued on or after 1/24/2020, reminders will be sent to the defendant and 
the defendant’s attorney 1 business day prior to the scheduled municipal court date.  

• Defendant’s phone number/type and email address can be captured during complaint 
creation. When the phone number and/or email address fields are entered, that information 
will be used for automated court date reminders.  

• Reminders will not be sent to a work phone number.  
• Phone reminders are received as a phone call/voice mail, no text messages. If the defendant 

or the defendant’s attorney does not have a phone number or email address listed in the 
system, a reminder will not be sent.  

 
TIME OUT 
Each time users navigate to a different tab, a timer begins allowing 20 minutes to complete the 
information on that tab.  The eCDR system will time out after 20 minutes of inactivity. 
 
USER IDS 
A User ID is required to gain access to all judiciary systems. A User ID requires activation prior 
to accessing the eCDR system and may be obtained by a TAC officer submitting a Helpdesk 
ticket. 
 
VIEW CASE JACKET 
Stores key documents, including a copy of the complaint, Public Safety Assessment (PSA), 
Criminal Justice (CJP) Release Order, and Motion for Pretrial Detention.   
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VIEW PSA  
• The View PSA button will display when the PSA has already been run. To reduce the 

number of duplicate PSA’s being requested, this will display an alert message that the PSA 
has already been run for that complaint. By clicking View PSA, the latest PSA will display. 

• The View PSA button has been added to the following eCDR screens: Probable Cause, 
Prosecutor Review and Officer Submission screens.  

• If after selecting View PSA another PSA request is needed, you can click the Run PSA 
button located next to View PSA. If a PSA was never run for that complaint, only the Run 
PSA button will display. 
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