Topic:

eCourts Civil Part - eFiling
Verified Complaint with an Order
to Show Cause

Summary:

This document demonstrates how
to efile a Verified Complaint with
an Order to Show Cause. The
Attorney will be required to
Upload an Order to Show Cause
along with the Proposed Final
Order, and the Verified
Complaint.

This Guide is for:

Attorneys’ eFiling a Verified
Complaint with an Order to Show
Cause.
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eCourts Civil Part- eFiling Verified Complaint with an Order to Show Cause

This Guide is for:
Attorneys eFiling a Verified Complaint with an Order to Show Cause in Civil Part.
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eCourts Home

1. From the eCourts Home
page, select ‘Civil Part’
from the ‘Select
Court/Division’ drop-down
list.

2. Click
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Enter a Case/Search an
Existing Case

1. Click

System will Enter a New Case
screen.

2. Select the Venue.

3. Select whether or not
the matter in controversy
is the subject of another

action.

4.Enter all remaining Case
Details.

5.Click Continue.
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Add a Filer(s)

1. Click to enter Filer
(s) information.

2. A pop-up will display to ‘Add
a Filer' with following fields:

- Party Type

- Party Description

- Party Affiliation

- Name

- Address Line 1

- Address Line 2

- City

- State of New Jersey
- Phone

NOTE: Fields with the red
asterisk are required:

3. Enter Alternate Type
(If applicable)

4. Enter Interpreter (if applicable)

5. Enter ADA accommodation
(if applicable).

6. Click
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Modify Plaintiff
1. Click Modify hyperlink

2. A pop-up will display
to ‘Modify Plaintiff.’

3.Enter modification (if
applicable).

4, Click

NOTE: Entry can be deleted
by clicking trash bin.
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Enter Adversary

Click  to enter Adversary
(s) information.

2. A pop-up will display to
‘Add an Adversary’ with
following fields:

- Party Type

- Party Description

- Party Affiliation

- Name

- Address Line 1

- Address Line 2

- City

- State of New Jersey

- Phone

NOTE: Fields with the red
asterisk are required:

3. Enter Alternate Type
(If applicable)

4, Click
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Modify Adversary
1. Click Modify hyperlink

2. A pop-up will display
to ‘Modify Adversary.’

3. Enter modification
(if applicable).

4, Click

NOTE: Entry can be deleted
by clicking trash bin.
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Upload Required Documents

1. Click the checkbox to
certify that all confidential
personal identifiers have
been redacted.

2. Click to select
and upload documents.

NOTE: Browse option will not
be available until checkbox is
clicked.

Required documents include:

- Verified Complaint/Order
to Show Cause

- Order to Show Cause

- Proposed Final Order

3. Click on the trash bin icon
on the same row to delete an
uploaded document if
needed.

4. Click
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Review and Submit
1. From the Review and
Submit screen review entries

made in eCourts

2. Click to view
adraft of the CIS form.
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Fees

1. Select the Payment
Method from the drop-down
list.

2. Select the Account
Number from the
dropdown.

NOTE: Fields with the red
asterisk are required:

3. If Filer is exempt from
fees click the checkbox to
certify exemption.

4. Select the reason for
exemption from the

dropdown

NOTE: Other payment
options will be disabled.

5. Click

6. Submit Filing pop-up

will display.

7. Click after
carefully reading the
contents.
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Confirmation

1. A confirmation message will
display in green, indicating that
the filing has been successfully
submitted, and email
notification sent.

2. Transaction
information section will
include:
e Transaction ID
e Documents Received
e Date Received by eCourts
e Total Payment Amount

3. Click on the ‘Print’ button to

view, save or print
confirmation details.
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Case Jacket

1. The Docket Number will
be displayed.

2. The Case details will
be displayed.

3. Parties, ACMS Documents
and Fees tabs will be displayed.

4. Case Actions will be
displayed and will include:
e Filed Date
e Filings
e Docket Text
e Transaction ID
e Entry Date
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Case Actions - Envelope

NOTE: The Filings column
displays the envelope for
parties notified or not notified
electronically for a filing.

1. Click
2. A pop will display the parties
associated with the filing that

have been notified or not
notified electronically.
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Case Actions - Paper Clip

NOTE: The Filings column
displays the paper clip
with documents filed for a
filing.

1. Click

2. A pop will display the
documents that are included
in the filing.

- Verified Complaint

- Order to Show Cause

- Proposed Final Order

- Case Information Statement

NOTE: The Case Information
Statement (CIS) is generated
by eCourts.

3. Click ‘Select All' then

to open,
view, save or print all the
documents.

OR
4. Click each hyperlink to
open, view, save or print

individual documents.

5. Click to
view Case Summary.
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Case Summary

1. The Summary Report is a
PDF version of the Case Jacket
that can be viewed, saved or
printed.
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