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INTRODUCTION

JEFIS is the New Jersey Judiciary’s electronic filing and imaging system. It
allows participating attorneys to file documents with the New Jersey Courts
electronically through the Internet. It also provides a mechanism for the New
Jersey Courts to send correspondence to JEFIS e-filing attorneys electronically
through e-mail.

Attorneys who participate in the JEFIS program gain from the benefit of
reduced postage fees and paper expenditures along with a quicker response
time in the processing of their electronic documents by court staff.

As an additional benefit, JEFIS e-filing attorneys are provided free access to
the JEFIS Services application and the public access version of the Automated
Case Management System (ACMS-PA). The JEFIS Services application
provides inquiry access to JEFIS electronic case jacket and collateral accounts.
Information on the JEFIS Services application and ACMS-PA are available at
the following links.

JEFIS Services
http://www.judiciary.state.nj.us/jefis/JEFIS Services manual.pdf

ACMS-PA
http://www.judiciary.state.nj.us/jefis/acmspa.pdf

JEFIS Features

¢ E-filing through JEFIS is free. There is no application fee and no charge to use
JEFIS. NOTE: Standard filing fees still apply and are paid through a collateral
account.

e E-filing is available 24 hours a day, 7 days a week.

¢ All e-filed documents are saved to a Judiciary mainframe backed-up regularly.

JEFIS System Requirements

e Microsoft .NET Framework 2.0 or higher.

e MS-Windows operating system (Windows 2000, ME, XP or Vista) using a
minimum screen resolution of 1024 by 768 pixels.

e Internet access through Internet Explorer version 6.0 sp2 or higher (spl with
Windows 2000).

e A scanner capable of 300 dots per inch (dpi) with a document feeder to create
Tagged Image Format (TIF) files for exhibits. The TIF file must be TIF group 4
[2d-fax] and together with its e-filed document, cannot exceed 4MB.

JEFIS Support

Support is available Monday through Friday from 8:00AM to 5:00PM for
guestions related to the installation and use of the JEFIS application through the
Judiciary Problem Reporting Desk at (800) 343-7002 or (609) 633-2275.
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Installation

Accessing JEFIS

JEFIS application can be accessed by entering the following web address:
https://njcourts.judiciary.state.nj.us/web14/sso

New users can access JEFIS applications by going to NJ Courts Online page
and clicking on ‘Attorney Registration and Contact Information’.

‘!
q
Home Courts* Forms= General Information* Legal* News & Publications= Online Resources~ Opinions=

E—ET

Essential Links

New Jersey Courts

Independence = Integrity » Fairness - Quality Service

Programs & Services* Self-Help Center Search

N1 Courts en Espafiol
State of New Jersey
NJ State Bar Assoc.
About NJ Courts

ADA Accommodations

ex County Courthouse, Newton, NJ
Iﬁ ﬁ-l T T (W

Administrative Offices

The Salem County Courthouse at 92 Market St., Salem will be closed to the public Questions about using NIMCDirect? Contact us.

Calendars & Schedules

Concerned about Fair
Treatment?

Driving Directions

on Friday, Oct. 24 from 12:30 p.m. until 4:30 p.m. for a security drill. The Fenwick
Building at 85 Market St., Salem also will be closed beginning at 12:30 p.m. The
finance window at the Fenwick Building will reopen at 3:30 p.m. Domestic
violence restraining order applications will be handled through local police
departments and the state police barracks. For emergent matters during the above

/
" Attorney Reqistration and
Contact Information

Guardianship Monitering

Pemmen -

hours, contact the Superior Court Operations Division at 856-935-7510, ext.
8226 for further instructions.

Civil Mediation Resources

Click on ‘Attorney Online Registration and Payment Center button
5 4

 New Jersey Courts

||| Independence « Integrity + Fairness « Quality Service

Home Courts= Forms+ General Information= Legal- Mews & Publications= Online Resources~  Opinions~  Programs & Services-  Self-Help Center Search

Information about Attorney Annual Registration and Payment

Welcome. Please use this page to access compliance information about your annual attorney registration and payment. Attorneys
who are current and in good standing are encouraged to complete their annual registration form and submit their payment online
using the Online Registration and Payment Center below.

For additional information or for assistance please call 855-533-fund (3863) or e-mail CPF.Mailbox@judiciary.state.nj.us.

To Register and Pay your Annual Assessment:

Attorney Online Registration and Payment Center | |

To Update or Change Your Contact Information:

Change Your Contact Information |
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Click on ‘Login’ button.

hNﬁ"W Jersey Courts

ll I Independence « Integrity « Fairness » Quality Service

Home Courts= Forms- General Information- Legal- MNews & Publications-  On

0 sHRRe WM UD AT
Attorney Registration and Payment

Returning Users

Login with the User ID and Password you previously created.

Login |

Forgot your User ID? Click here.
Forgot your password? Click here.

Enter the User ID and Password provided on the JEFIS Participation form
received after JEFIS registration from the Office of the Lawyers fund for Client
Protection, and then click the Login button. Please note that passwords are case

sensitive.

N1Courts Online

fl-l;;(l-thw Jersey Courts

ndependence « Integrity  Faimess « Cuality Service

Login
Enter your User ID and password.
If you have been provided with a temporary password, login below.

User Id: [131313131

Password: quuu -

For Login Help, click "Reset Password™ or to request information about
your existing id click "Request User Id Information™.

Reszet Password Request User Id Information
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New Jersey Courts Welcome page is displayed, defaulting to the ‘My Access’
Tab. Click on the JEFIS tab.

N1Courts Online MICourts Online | Log Out
P ¥ New Jersey Courts A ) N 4
lll ndependence « Integrity  Faimess « Guality Service % '.. AU - =Byl e SR L LR e L

My Profile | My Access | 131313131 Logged In

Attorney Registration and Payment | Update Contact Information | JEFIS |

Welcome

To complete your annual attorney registration, please click on the Attorney Registration and Payment tab above.
To update your contact information without completing your annual registration, please click on the Update Contact Information tab above.

Please click here to update your Contact Information.

Installing and Running JEFIS Attorney Filing Manager

This process needs to be completed once on each computer that will be used to
access the JEFIS Attorney Filing Manager.

JEFIS welcome page is displayed. Click on ‘Attorney Filing Manager’ Link to
access the New Jersey Courts- NJ JEFIS, Attorney Filing Manager Page.

N1 JEFIS

Documentation | Help | Logout

- . fiFc .

‘!{T;(FNCW Jersey Courts

ndependence « Integrity * Faimess « Quality Service

User ID: 131313131

Welcome to the NJ Judiciary
Electronic Filing & Imaging System (JEFIS) Attorney Filing Manager  ACMS PA

This site allows access to the following Electronic Filing (eFiling) functions: Recent Announcements

| Attorney Filing Manager. 07/01/11 Effective July 1, 2011 the Judiciary

* Automated Case Management System - Public Access (ACMS PA). will no longer be accepting
e MNJ JEFIS Services: electronic filings through email.

o Search and View DC and Foreclosure Case Jackets and eFilings. In addition, the Judiciary will no
o Download Motices. longer be hosting email accounts
o View and download Collateral Account information. for JEFIS filers.

o View important Announcements. 0B/01/09 JEFIS users can access ACMS for

Docket Type free of charge.
07/10/09 Filing Fees - Special Civil Part

View All

Click the Run button to launch the application.
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/5 Attorney Filing Manager - Windows Internet Explorer 1Ol x|

New Jersey Courts - NJ JEFIS

Attorney Filing Manager

Name: Attorney Filing Manager
Version: 8.4.1.85

Publisher: New lersey Courts - N1 JEFIS

Run

The Launching Application message will display while verifying application
requirements.

Launching Application m |

5 9

Verifying application requirements. This may take a few moments.

After completing the verification of application requirements, the Application
Run window will display.

Application Run - Security Warning m I

Do you want to run this application?

Name:
Attorney Filing Manager

From (Hower over the string below to see the full domain):
njcourts.judiciary.state.nj.us

Publisher:
Judiciary Courts of the State of Mew Jersey

Don'tRun }

While applications from the Internet can be useful, they can potentially harm your
computer. If you do not trustthe source, do not run this software. More Information...

Click the Run button to download the JEFIS Attorney Filing Manager. The

progress of the download is indicated by the Downloading Attorney Filing
Manager window below.
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(100%) Downloading Attorney Filing Manager !El m I
Downloading Attorney Filing Manager ﬁ,’
This may take seweral minutes. You can use your computer to do other tasks during .
the installation
'il Mame: Attorney Filing Manager

rom: njcourts.judiciary.state.nj.us

|

Preparing Application...

Once the download process is completed, the Attorney Filer message below will
display, indicating that the Settings need to be completed.

AttorneyFiler m |

Settings have not been completed for the attorney filer. Please complete
the settings form before using this application.

Click OK to proceed to the Account Information window.

Account Information Set-up

The Account Information window will display, requiring information to be entered
in order to complete the Settings.

NOTE: Avoid entering any special characters such as commas, periods,
slashes, etc., in the Account Information Window, Folder name, File name
and Filing Data unless specified in the help.
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x|
File
Firm Id Environment ————
|1234567830 ’7 [FROD -]
Collateral Accounts

Account Description

fees

| Collateral Id

Attomey Ids
Attomey Mame Attomey Id ‘Web User Id {Optional)
& | Attomey 1 123456789 |
*
Default Work Directony
I\\courts\aoc‘u_lsers‘mawann.jose\l\'h' DocumentsDeshktop |
Save Settings

The following steps will outline Account Information set-up. Please refer to the
JEFIS Participation Form that was received from the Office of the Lawyers fund
for Client Protection for the information needed to complete the account
information.

Step 1. Enter the Firm ID in the Firm Id box.

Step 2. Select PROD from the Environment drop-down box.

Step 3. Chose a name for the Collateral account then enter that name in the
Account Description field. Enter the collateral account number in the Collateral
Id field.

NOTE: Fee exempt filers can enter Fee Exempt in the Account Description field
and 99999 in the Collateral ID field.

NOTE: If more than one Collateral Account is being entered, click the next field
below the first account entered and repeat this step.

Step 4. Enter an Attorney Name in the required field in the Attorney lds Section,
and then enter the 9 digit Attorney ID, Web User Id is optional.

NOTE: If more than one Attorney is being entered, click the next field below the
first attorney entered and repeat this step.
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NOTE: If entering an Attorney’s middle initial, please do not add a period after it.
Step 5. Enter a Default Work Directory by typing the directory path in the
Default Work Directory field or by clicking the browse button to the right of the
Default Work Directory field and selecting a directory. This directory should
contain the files to be transmitted during the JEFIS e-filing process.

Click the Save Settings button on the Account Information window to retain
the data and then click the OK button when the message ‘Settings Saved
Successfully’ displays.

Attorney Filer m |

Settings Saved Successfully

JEFIS Login

Clicking the OK button on the “Setting Saved Successfully” window will launch
the Attorney Filer Login. After initial set-up of account information, every time
the Attorney Filing Manager is ran, it will take you to this login window.

Attorney Filer Login !E] m
Usemame: I LI
Password: |

oK Cancel |
. Account Information ;
4

If only one Attorney Name was entered in the Account Information window, that
Attorney Name will display in the Username field on the Attorney Filer Login. If
more than one Attorney Name was entered in the Account Information window,
click the drop-down arrow and select the correct attorney from the Username list.
Enter the attorney’s Password and click the OK button to access the JEFIS
Attorney Filing Manager.
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After completion of installation, a Security Warning window will appear, stating
that a certificate is about to be installed from the Judiciary. Click Yes to install the
certificate.

Security Warning XI

Fay You are about to install a certificate from a certification authority
/&, (ca) daiming to represent:

efilingwebserviceqa.judidary.state.nj.us

Windows cannot validate that the certificate is actually from

“e i Judidary.state.nj.us”. You should confirm its
origin by contacting “efilingwebservicega.judidary.state.nj.us™.
The following number will assist you in this process:

Thumbprint (shal): D376B433 CD37D3FB 13C4FD57 E0438824
AOOEB7C4

Warning:

If you install this root certificate, Windows will automatically trust
any certificate issued by this CA. Installing a certificate with an
unconfirmed thumbprint is a security risk. If you dick “Yes™ you
acknowledge this risk.

Do you want to install this certificate?

R (|

The JEFIS Attorney Filing Manager displays after clicking the YES button on the
Security Warning window. The JEFIS Attorney Filing Manager is used to create
filings and transmit them to the New Jersey Courts. Click File, Exit to close the
JEFIS Attorney Filing Manager.

File  About

Firm IO Collataral Account Numbar Agtomay 10

TR [fees. 120303 = [Attomey 1. 131313931, atty13 =l
Mﬁhnlbucnl-‘w|

-] o -

[Mesunsiaocusereimanyann josa\Mly DocumanteiDaskiophh |

T Sewecied Files
| |Fletame | FeType | Fiesze |rnmm e
T 10115 rectasse.. pdf 185k
[T Crol Casn dock i FE
T CopyalCopyel paf 173k
[ F1146008_Co_ paf 173k
I intake_Entry 0. ot 04k
[T 518 _Sereen pl 195k
I Sconned recta . pdf 156k
™ Scheduling_M_ paf 4Tk
I tes Document it 12k
I tnstnaens el Bk
™ tohessa72138  pat
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NOTE: The Account Information window remains accessible from the
Attorney Filer Login through the Account Information button (see above) and
from the JEFIS Attorney Filing Manager through the File, Account Information

menu commands (see below).

File | About
Account Information
Refresh File List
Exit
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JEFIS FILE FORMATS

JEFIS uses the JEFIS Attorney Filing Manager to transmit Extensible Markup
Language (XML) files electronically to the New Jersey Courts. Each XML file
consists of a lead file that may contain one or more optional exhibit files.

The following three file formats can be used in creating the lead and optional
exhibit files for an XML file.

1. Portable Document Format (PDF)
2. Rich Text Format (RTF)
3. Tagged Image Format (TIF)

Each XML file must contain one lead PDF, RTF or TIF file and can be
accompanied by one or more PDF, RTF and/or TIF exhibit files.

NOTE: The JEFIS Attorney Filing Manager defaults RTF files to lead files and
TIF files to exhibit files however, these defaults can be changed prior to
transmitting or saving an XML file. Also, the lead and exhibit files contained in
an XML file cannot exceed the limit of 4MB.

Below is a sample XML file for an answer document:

e Answer.PDF (lead file - required)
e Exhibitl.TIF (exhibit file - optional)
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CREATING EXTENSIBLE MARKUP LANGUAGE (XML) FILES
USING THE JEFIS ATTORNEY FILING MANAGER

The JEFIS Attorney Filing Manager creates Extensible Markup Language (XML)
files containing lead files and exhibits. XML files allow the mechanized entry of
case data into the court’s Automated Case Management System (ACMS).

To create an XML file, access the Attorney Filing Manager application and click
the Run button. Clicking the Run button each time the Attorney Filing Manager
application is accessed will allow the latest version of the application to be
downloaded and provide access to the JEFIS Attorney Filing Manager via the
Attorney Filer Login.

See the topic titled Running the JEFIS Attorney Filing Manager in this manual for
instructions on accessing the Attorney Filing Manager application.

JEFIS Attorney Filing Manager
Eile  About

Firm 1D Collateral Account Number Attorney 1D
Civil Fees, 12345 ¥ | |Jane E. Doe, 9083249878, lfdoe e

Single Filing | Batch Filings

Court Document Type Venue
DC v w w
Attachments | Field Validation
CAJEFIS (]
Selected Files
File Name File Type File Size File Selection
[ allen rif 34k
[ hamilten rif 5k
O johnson rif 37
[ jones rif 5k
O murray rif Bk
O smith rif 5k
[ wilson rif 5k
< >

Total Plaintifis . 0
Total Defendants © 0

[ Transmit Single Filing l MNew Filing

Save to Batch List l

File:

GMTIZ010 1230 PH
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JEFIS Attorney Filing Manager

JEFIS Attorney Filing Manager |Z| |E|[z|
Eile  About
Firm 1D Collateral Account Number Attorney D

Ciil Fees, 12345 v| |Jane E. Doe, 9083249873, lidoe v

Single Filing | Batch Filings

Court Document Type Venue

oc ¥ 4| ]
| Field Validation
\C:EFIS L]

File Name File Type File Size File Selection

[ allen
[J hamiltan
O johnson
O jones
[ wilson

Selected Files

34k
5k
37
5k
Bk

22333

< | >

Total Plaintifis . 0
Total Defendants - 0

[ Tranzmit Single Filing l l Save to Batch List l Hew Filing

File:

SMTI2010 1230 PM

The JEFIS Attorney Filing Manager displays the Single Filing, Attachments tab
screen with the Firm ID, Collateral Account Number and Attorney ID recorded
on the Account Information window and the files contained in the default work
directory. If more than one collateral account or attorney ID is recorded on the
Account Information window, the Collateral Account Number and/or
Attorney ID field will be blank. If this occurs, click the down arrow next to the
Collateral Account Number or Attorney ID fields to select an account number
and/or ID. Failure to provide a collateral account number or attorney ID will result
in the following error message when an attempt is made to add case data,
transmit or save an XML file to batch.

File Selection

A Collateral Account Number and Attorney Id must be selected

If this error displays, click the OK button and select a Collateral Account
Number and/or Attorney ID prior to adding case data, transmitting or saving an
XML file to batch.
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JEFIS Attorney Filing Manager

JEFIS Attorney Filing Manager

File About
Firm 1D Collateral Account Number Attorney 1D
|Ciil Fees, 12345 v| |Jane E. Doe, 9083249873, lidoe v
Single Filing | Batch Filings
Court Document Type Venue
e ¥ 4 &
] Field Validation
(C:\EFIS L]
Selected Files
File Name File Type File Size File Selection
[ allen o 34k
[ hamilten if 5k
O johnson rif 37
[ jones i 5k
O murray _rif Bk
O smith rif 5k
[ wilson rif 5k
< | >
[ Transmit Single Filing l l Sawve to Batch List l Mew Filing Total Plaintiffs . 0
Total Defendants : 0
File:

GMTIZ010 1230 PH

To sort the files that display on the Single Filing, Attachments tab screen by
name, type, size, selection or modification date, click once on the corresponding
column title (e.g. File Name, File Type). To view the files of a different directory,
click the button to the right of the default directory name to access the Browse
for Folder window.

Browse For Folder

C:\IEFIS
I IBM -~
= 3 ¥FIS
BN} i package
I 20090318
Ih alalalalal KR 1
[ Make Mew Folder ] [ oK l [ Cancel
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Browse For Folder

Browse For Folder

C:\JEFIS
I IBM -~
= 3 ¥FIS
El=]rai package |
@ s .
[ Make Mew Folder ] [ K l [ Cancel ]

Select the desired directory from the Browse for Folder window and then click
the OK button to return to the JEFIS Attorney Filing Manager and view the files.

JEFIS Attorney Filing Manager

File About
Firm 1D Collateral Account Number Attorney 1D
Ciil Fees, 12345 v| |Jane E. Doe, 9083249873, lidoe v
Single Filing | Batch Filings
Court Document Type Venue
oc ¥ q0 =
] Field Validation
C:\EFIS\mail package L]
3 Selected Files
File Name File Type File Size File Selectio —
O =0 o 5k
O 35 o 5k
[T 41 f 5k
(! rif 5k
[ 44 i 5k
45 rif 5k
O 46 rif 5k
'_| AT - Rl- :
< | >
Transmit Single Filing l l Sawve to Batch List l Mew Filing Total Plaintiffs . i}
Total Defendants © 0
File:
BM15/2010 2:58 PM
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JEFIS Attorney Filing Manager

JEFIS Attorney Filing Manager

File About
Firm 1D Collateral Account Number Attorney 1D
Civil Fees, 12345 w | |Jane E. Doe, 9083249878, Ifdoe hd
Single Filing | Batch Filings
Court Document Type Venue
DC v w w
Field Validation
CAJEFISimail package (]
=3 Selected Files
File Name File Type File Size File Selectio
O 2o o 5k
35 f 5k
[T 41 f 5k
[ 42 rif 5k
O 44 rif Bk
45 rif 5k
45 rif 5k
'_| AT - El- 5
< ?
Transmit Single Filing l l Sawve to Batch List l Mew Filing Total Plaintiffs . 0
Total Defendants : 0
File:
BI15/2010 2:58 PM

To refresh the file list, click the Refresh File List command on the File menu.
This will allow files added to the default work directory after the JEFIS Attorney
Filing Manager was accessed to display on the current application session. The
Refresh File List command will also allow files to display after changing the
Court type on the Single Filing tab screen.

Eile | About

Account Information
Il Refresh File List |
Exit
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JEFIS Attorney Filing Manager

JEFIS Attorney Filing Manager |Z| |E|E|
Eile  About
Firm 1D Collateral Account Number Attorney 1D
|Ciil Fees, 12345 v| |Jane E. Doe, 9083249873, lidoe v
Single Filing | Batch Filings
Court Document Type Venue
c ¥ i &
] Field Validation
C:\EFIS\mail package L]
=3 Selected Files
File Name File Type File Size File Selectio —
1 30 f 5k
O 35 A 5k
O 41 A 5k
43 rif 5k
O 44 rif Bk
[ 45 o 5k
[0 46 rif 5k
'_| AT - El- !
< | >
Transmit Single Filing l l Sawve to Batch List l Mew Filing Total Plaintiffs . 0
Total Defendants : 0
File:
5152010 2:58 PM

To create an XML file click the New Filing button on the Single Filing,
Attachments tab screen and then click the down arrow on the Document Type
field and select a document type. Attempts to select a File Name without first
selecting a Document Type will result in the following error.

Document Selection

If this error displays, click the OK button and select a Document Type before
attempting to select a File Name.
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JEFIS Attorney Filing Manager

JEFIS Attorney Filing Manager |:| |§|fg|
File  About
Firm 1D Collateral Account Number Attorney 1D
|Civl Fees, 12345 v| |Jane E. Doe, 9083249878, Ifdoe v
Single Filing | Batch Filings
Court Document Type Venue
|DC v| |Complaint vl v| v|
3| Filing Data | Additional Parties | Field Validation
(C:\JEFIS\mail package L]
Selected Files
File Name File Type File Size File Selectio — :
O zo f 5k Lead
O 35 f 5k Lead
O a1 f 5k Lead
[ a3 f 5k Lead
[ 44 o 5k Lead
a5 o 5k Lead
'_| A7 - Rl- I m= ‘_'
< | >
Transmit Single Filing l l Sawve to Batch List New Filing | *indicates required field Total Plaintiffs . 0
Total Defendants - 0
File:

GM52010 2:38 PM

Once a document type is selected, the application will respond by showing the
File Selection status (either Lead or Exhibit) for each File Name. The JEFIS
Attorney Filing Manager defaults RTF files to Lead files and TIF files to Exhibit
files however, these defaults can be changed prior to transmitting or saving an
XML file to batch.

Next, select a lead File Name by clicking in the box to the left of the file. Be sure
the lead file is recorded as Lead in the File Selection column. If an attempt is
made to add case data, transmit or save an XML file to batch without a lead file,
the following error will display.

Attorney Filer [‘5—(|

Flease select the required attachments for filing Lead

If this error displays, click the OK button and select a lead file before adding case
data, transmitting or saving an XML file to batch.
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JEFIS Attorney Filing Manager

EEl JEFIS Attorney Filing Manager |Z| |§|fz|
Eile  About
Firm 1D Collateral Account Number Attorney 1D
|Civil Fees, 12345 v| |Jane E. Doe, 9083249878, lidoe v
Single Filing | Batch Filings
Court Document Type Venue
|DC v| |Complaint vl v| v|
Filing Data | Additional Parties | Field Validation
(C:WEFIS\mail package L]
Selected Files
File Name File Type File Size File Selectio — :

1 30 o 5k Lead

35 o 5k Lead

O a1 o 5k Lead

[ 43 rf 5k Lead

(] 44 i 5k Lead

[ 45 o 5k Lead

[ 46 f 5k Lead

'_| A7 - Rl- I m= !

< | >

Transmit Single Filing l l Sawve to Batch List l New Filing | *indicates required field Total Plaintiffs . i}
Total Defendants - 0
File:
/15/2010 2:35 P

If an exhibit or exhibits accompany the lead file, click in the box to the left of each
exhibit file and be sure the exhibit files display as Exhibit in the File Selection
column.

To change a file’s status, click the down arrow next to either Lead or Exhibit in
the File Selection column and select the file’s role in the XML file. Every selected
file must be recorded as either Lead or Exhibit as files with a blank status cannot
be transmitted or saved to batch.

Lead w

Exhibit
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JEFIS Attorney Filing Manager

JEFIS Attorney Filing Manager

File About
Firm 1D Collateral Account Number Attorney 1D
|Ciil Fees, 12345 v| |Jane E. Doe, 9083249873, lidoe v
Single Filing | Batch Filings

Court Document Type Venue

|DC V||C0mplaint vl V|| V|
Filing Data | Additional Parties | e
C:\EFIS\mail package L]
=3 Selected Files
File Name File Type File Size File Selectio || 43.nf
45 rtf
O 30 i 5k Lead 46.1itf
O 35 it 5k Lead 44.nf
[T 41 f 5k Lead
43 rif 5k Lead
44 rif 5k Exhibit
45 rif 5k Exhibit
46 Tt Bk Exchibit
'_| AT - El- I = ‘_’
< | >
Transmit Single Filing l l Sawve to Batch List l New Filing | *indicates required field Total Plaintiffs . 0
Total Defendants © 0
File:
B/15/2010 3:55 PM

Only one lead file can be selected for each XML file but that lead file may contain
multiple exhibit files (as depicted above) provided the combined file size of the
lead and exhibits do not exceed the limit of 4MB. If the selected files exceed the
4MB limit, the following error message will display when attempting to transmit
the file or save it to batch.

Save Filing
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JEFIS Attorney Filing Manager

05 5 Attorne Tim: nager T =] |
JEFIS A y Filing Manag = [B)[*]
File About
Firm 1D Collateral Account Number Attorney 1D
|Ciil Fees, 12345 v| |Jane E. Doe, 9083249873, lidoe v
Single Filing | Batch Filings
Court Document Type Venue Docket Number  Year
oc Mfaswert WlMon ¥ oc
| Additional Paries | ——
(C:\EFIS L]
Selected Files

File Name File Type File Size File Selection || hamilton.if
[ allen o 34k Lead

amilten rif Bk Lead
O johnson rif 37 Lead
[ jones i 5k Lead
O murray _rif Bk Lead
O smith rif 5k Lead
[ wilson rif 5k Lead
< | >
[ Transmit Single Filing l l Sawve to Batch List l Mew Filing Total Plaintiffs . 0

Total Defendants : 0
File:

GMTZ010 115 PM

After indicating a Document Type and selecting a required lead and optional
exhibit file(s), click the down arrow next to the Venue field, choose the venue
where the case resides (or for complaints, the venue where the case will reside)
and for non-complaint documents, enter the case’s Docket Number and Year.
The Docket Number and Year fields will not display when a Complaint is chosen
as the Document Type.

The following sections explain the process of creating XML files for complaints,
judgments, non-complaints and non-judgments.
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Creating XML Files for Complaints

To create an XML file for a complaint, start by clicking the New Filing button on
the Single Filing tab screen of the JEFIS Attorney Filing Manager, select the
Document Type of Complaint, enter the complaint’'s Venue, and select its lead
file and, if applicable, its exhibit(s).

JEFIS Attorney Filing Manager |Z| IEID__(I
Eile  About
Firm ID Collateral Account Number Attomey 1D

|Civl Fees, 12345 v| |Jane E. Doe, 9083249878, Ifdoe v

Single Filing | Batch Filings

Court Document Type Venue
DC v| Complaintvt  ||MON v/
Attachments | Filing Data] Additional Paniesl Field Validation
(C:WEFIS\mail package ]
Selected Files
File Mame File Type File Size File Selectio || CaseA04 ntf
rif 8k Lead
if 100k Exhibit
[ caseans rif 12k Lead
[ Caset0s tif 100k Exhibit
[ casers f 12k Lead N
[ CasetDB tif 100k Exhibit
O caser0? i 12k Lead
'_| M e ANT i 1Ml Corhibit Y
< | >
Transmit Single Filing l l Save to Batch List l New Filing | *indicates required field Total Plaintifis 0

Total Defendants - 0
File:

GIT/Z010 4:04 PM

Click the Filing Data tab to display the Single Filing, Filing Data tab screen and
the data fields for a complaint.
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JEFIS Attorney Filing Manager

JEFIS Attorney Filing Manager |Z| |E|E|
File About
Firm ID Collateral Account Number Attarney 1D

|Ciil Fees, 12345 v| |Jane E. Doe, 9083249873, lidoe: v

Single Filing | Batch Filings

Court Document Type Venue

Ibc v||Complaintvt  «||moN ¥

JNEEE el Filing Data | Additional Parties | Field Validation

Description Entry Detail

L4 Law Firm Case ID *
Document Date *
Case Type *
Service Type * 03 Certified
Initiating Document * C33 Complaint
Jury Demand * M Mo
Demand Amt § *
Summons Fee § *
Service Fee § *

Cmbidnme AHarnmr Coan O

£ |

||

| <

*plmiminlzlalelelniz=l -

Additional Defendant Names Additional Plaintiff Names

*indicates required field Total Plaintiffs 0
Total Defendants : 0

Transmit Single Filing l l Save to Batch List l MNew Filing

File:

GT/2010 4:.02 PM

Use the mouse or tab key to move the cursor to and enter data in the Entry
column fields on the Filing Data tab screen. The items followed by an asterisk
(*) in the Description column are fields requiring an entry. Requests to save an
XML file to batch or transmit it without an entry in these fields will be denied.

Tables of valid entries are available for fields that require the entry of a code.
These tables are accessed by using the F1 key when the cursor is in the field or
by double-clicking in the field. For example, placing the cursor in the Entry
column field for Case Type and pressing F1 (or double-clicking the field) will
display a table of valid case type entries.

Case Type * - Select from List

Detail

r Contract-Reg

Forfeiture
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Case Type Code Table

Case Type * - Select from List

Detail
:
Forfeiture
Penalty
Replevin
Tort-Auto
Tort-MNegligence
Tort-Other

Clicking a case type in the table places the case type code in the corresponding
Entry column field on the Filing Data tab screen and places the code’s
description in the Detail column.

JEFIS Attorney Filing Manager

Eile  About
Firm 1D Collateral Account Number Attorney 1D
|Ciil Fees, 12345 v| |Jane E. Doe, 9083249878, lidoe ~|
Single Filing | Batch Filings
Court Document Type Venue

Ibc v||Complaintvt  «||moN ¥

JNEEE el Filing Data | Additional Parties | Field Validation
Description Entry Detail il
Law Firm Case ID * A
Document Date * Fa

L4 Case Type * 028 Contract-Reg 0O
Service Type * 03 Certified 0
Initiating Document * C33 Complaint H
Jury Demand * M Mo N
Demand Amt § * F
Summons Fee $ * F
Service Fee § * F
Cdnbiidane AHArnAe Can @ [ = !

< | >

Additional Defendant Names Additional Plaintiff Names
Transmit Single Filing l l Sawve to Batch List l New Filing | *indicates required field Total Plaintiffs . 0
Total Defendants © 0
File:
G/B/2010 :30 AW
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JEFIS Attorney Filing Manager

JEFIS Attorney Filing Manager
Eile  About

Firm 1D Collateral Account Number Attorney 1D
Civil Fees, 12345 ¥ | |Jane E. Doe, 9083249878, lfdoe e

Single Filing | Batch Filings

Court Document Type Venue
DC + | | Complaint v1 | [MON |
Attachments JFlLIRBEIE] | Additional Parties T
ail Help #| | Maximum number of characters Last

. P _ Mame/Corporation: 20/30
Maximum number of characters: 9.Electronic Billing Participants

Valid values:AGY Agency.BNK Bank BUS Business, COM Compi
Maximum number of characters: 9
Maximum number of characters: 1

Maximum number of characters Last Name/Corporation: 20/30
Maximum number of characters: 36
Maximum number of characters: 36
Maximum number of characters: 16

Maximum number of characters: 2
e

Cithorr £ moomabosee s O oo bosoee

£ >

Additional Defendant Names Additional Plaintiff Names

*indicates required field Total Plaintiffs 0
Total Defendants : 0

Transmit Single Filing l l Save to Batch List l MNew Filing

File:

GIE2010 9:31 AN

Continue to place data in the Entry column using the information provided in the
Help column as a guide to formatting and valid field entries. Click an entry in the
Help column to view the entry’s full text in the Field Validation section of the
Single Filing tab screen.

NOTE: The APPENDIX contains a description of each Entry column field on
the Single Filing, Filing Data tab screen for complaints.

After entering the necessary data on the Filing Data tab screen, click the
Additional Parties tab, the Transmit Single Filing button or the Save to Batch
List button to add parties and/or alternate names to the XML file, transmit it or
save it to batch. See the topics titled Adding Additional Parties, Adding
Additional Alternate Names, Saving an XML File to Batch and Transmitting a
Single XML File in this manual for instruction on adding parties and additional
alternate names to an XML file, transmitting a single XML file and saving an XML
file to batch.
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Creating XML Files for Judgments

To create an XML file for a judgment, start by clicking the New Filing button on
the Single Filing tab screen of the JEFIS Attorney Filing Manager, select the
Document Type of Judgments, enter the judgment’'s Venue, Docket Number
and Year, and select its lead file and, if applicable, its exhibit(s).

£ JEFIS Attorney Filing Manager

Eile  About
Firm ID Collateral Account Number Attorney 1D
|Ciil Fees, 12345 v| |Jane E. Doe, 9083249873, idoe: v
Single Filing | Batch Filings |
Court Document Type Venue Docket Number  “vear

oc v|[Judgments vt | [mon v DC

Attachments SllfsRREIES | Party Association ] Field Validation
Description Entry Detail Help

4 Demand Amount Format: 99999.99
Contractual Attorney Fees Format: 99999 99
Credits Format: 99999 99
Pre Judgment Interest Format: 9999999
Statutory Attorney Fees Format: 99999 99
Court Costs Format: 999.09
Included Document * Must include eithe

< | >

[ Transmit Single Filing l l Save to Batch List l New Filing | *indicates required field Total Plaintifis . 0

Total Defendants : 0
File:
B/9/2010 12:22 PM

Click the Filing Data tab to display the Single Filing, Filing Data tab screen and
the data fields for a judgment.
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JEFIS Attorney Filing Manager

JEFIS Attorney Filing Manager

File  About
Firm 1D Collateral Account Number Attorney 1D
|Civl Fees, 12345 v| |Jane E. Doe, 9083249875, Ifdoe: v
Single Filing | Batch Filings |
Court Document Type Venue Docket Mumber  ear
o v|[Judgments vt ¥|[moN ¥]  bc
Attachments SEllfsRRE S | Party Association ] Field Validation
Description Entry Detail Help
L4 Demand Amount Format: 99999 99
Contractual Attorney Fees Format: 99999.99
Credits Format: 9999999
Pre Judgment Interest Format: 99999 99
Statutory Attorney Fees Format: 99999 99
Court Costs Format: 999 89
Included Document * Must include eithe
< | >
[ Transmit Single Filing l l Sawve to Batch List l New Fiing | *indicates required field Total Plaintiffs . i}
Total Defendants - 0
File:

GI92010 12:22 PM

Use the mouse or tab key to move to and enter data in the Entry column fields on
the Filing Data tab screen. The items followed by an asterisk (*) in the
Description column are fields requiring an entry. Requests to save an XML file to
batch or transmit it without an entry in these fields will be denied.

Tables of valid entries are available for fields that require the entry of a code.
These tables are accessed by using the F1 key when the cursor is in the field or
by double-clicking in the field. For example, placing the cursor in the Entry
column field for Included Document and pressing F1 (or double-clicking the field)
displays a table of valid document entries.

Included Document * - Select from List |'5|
Dietail

4 Affidavit of Proof

Aff Proof /Mon Miltary Serv
Certffication of Amount Due
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Included Document Code Table

8 Included Document * - Select from List |X|
Detail

Affidavit of Proof
Aff Proof /Mon Miltary Serv
Certification of Ameurt Dus

Certffication of Proof

*

Clicking a Detail item in the table places the code in the corresponding Entry
column field on the Filing Data tab screen and the code’s description in the
Detail column.

£ JEFIS Attorney Filing Manager

File  About

Firm ID Collateral Account Number Attomey 1D
9737535100 |Civl Fees, 12345 v| |Jane E. Doe, 9083249875, Ifdoe: v
Single Filing | Batch Filings |

Court Document Type Venue Docket Mumber  ear

|DC v| |Judgments v v| |MON V| bc
Attachments Party Association | Field Validation

Description Entry Detail Help

Demand Amount Format: 99999.99
Contractual Attorney Fees Format: 99999.99
Credits Format: 99999 99
Pre Judgment Interest Format: 99999 99
Statutory Attorney Fees Format: 9999999
Court Costs Format: 999.99
Included Document * Affidavit . UDEBEGHEIGERGE

*indicates required field Total Plaintiffs 0

L Transmit Single Filing J [ Save to Batch List l [ MNew Filing
Total Defendants 0

File:

819/2010 1225 PM ™
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JEFIS Attorney Filing Manager

£ JEFIS Attorney Filing Manager
File  About
Firm 1D Collateral Account Number Attorney 1D

|Civl Fees, 12345 v| |Jane E. Doe, 9083249875, Ifdoe: v

Single Filing | Batch Filings |

Court Document Type Venue Docket Mumber  ear

|DC v| |Judgments v v| |MON V| bc
Attachments Party Association | Field Validation

Description Entry Detail Help Must include either the Affidavit of
) Proof or Aff Proof/Mon Military Serv
Demand Amount Format: 99999.99 | ; certification of Amount Due or
Contractual Attorney Fees Format: 99999 g9 | Certification of Proaf
Credits Format: 99999 99
Pre Judgment Interest Format: 99999 99
Statutory Attorney Fees Format: 9999999
Court Costs Format: 999.99

L4 Included Document * X9z PO\ A VUST include eithe

< | >

| Transmit Single Filing H Save to Batch List l Mew Filing

*indicates required field Total Plaintiffs 0
Total Defendants © 0

File:

/9/2010 12:25 PM

Continue to place data in the Entry column using the information provided in the
Help column as a guide to formatting and valid field entries. Click an entry in the
Help column to view the entry’s full text in the Field Validation section of the
Single Filing tab screen.

NOTE: The APPENDIX contains a description of each Entry column field on
the Single Filing, Filing Data tab screen for judgments.
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After entering the necessary data on the Filing Data tab screen, click the Single
Filing, Party Association tab to display the Party Association tab screen and
record the judgment’s creditor(s) and debtor(s).

NOTE: The Party Association tab will only display when a judgment
Document Type is selected on the Single Filing tab screen.

£ JEFIS Attorney Filing Manager

File  About
Firm 1D Collateral Account Number Attorney D
9737535100 || Civil Fees, 12345 v| |Jane E. Doe, 9083249878, Ifdoe v
' Single Filing | Batch Filings|
Court Document Type Venue Docket Humber  ear

|DC v| |Judgments vl V| |MON V| bc

Attachments | FPeEey Party Association

Field Validation

Creditor Party First npn?g . Party Last
or Debtor MName Initial Name

Aszsociate Party

Transmit Single Filing l [ Save to Batch List l [ Mew Filing

*indicates required field Total Plaintifis o0
Total Defendants - 0

File:

69/2010 1225 PM

Click the Associate Party button on the Single Filing, Party Association tab
screen to display the Party Association window.

£8 Party Association

Description Entry Detail Help
» Creditor or Debtor * | Valid values:C
Party First Mame Mandmum num
Party Middle Inttial Madmum num
Party Last MName * Madmum num
£ i | >
indicates required field
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Party Association

&8l Party Association

Description Entry Detail Help

» Creditor or Debtor * | Walid values:C
Party First Mame Mazimum num
Party Middle Initial Mazimum num
Party Last Name ~ Mazimum num

< i | 3|

* indicates required field

The items followed by an asterisk (*) in the Description column are required
fields. Requests to save an XML file to batch or transmit it without an entry in
these fields will be denied.

Tables of valid entries are available for fields that require the entry of a code.
These tables are accessed by using the F1 key when the cursor is in the field or
by double-clicking in the field. For example, placing the cursor in the Entry
column field for Creditor or Debtor and pressing F1 (or double-clicking the field)
displays a table of valid entries.

EE| Creditor or Debtor * - Select from List |£|

Creditor

Clicking a Detail item in the table places the code in the corresponding Entry
column field on the Party Association window and the code’s description in the
Detail column.

NOTE: The APPENDIX contains a description of each Entry column field on
the Party Association window.
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Party Association

f8 Party Association

Description Entry Dietail Help

Creditor or Debtor = C Creditor Valid values:C

Party First Mame Jane Mazimum num
» Party Middle Inttial Mazdmum rum

Party Last Name * Mandmum num

& i | 2

*indicates required field

Continue to place data in the Entry column using the information provided in the
Help column as a guide to formatting and valid field entries.

Click the Save button when completed entering data in the Entry column. If entry
errors exist, an error message will display indicating the fields with invalid or
missing data. In the example below, the Party Last Name field is blank and
requires an entry prior to saving.

Associated Party Validation |g|

Associated Party can't be saved,

SCP DC MOM ASSOCIATED PARTY

PARTY LAST MAME has no value
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If an error message displays, click the OK button to return to the Party
Association window and correct the error prior to clicking the Save button again.

If no entry errors exist, clicking the Save button on the Party Association
window will display the Single Filing, Party Association tab screen of the
JEFIS Attorney Filing Manager with the associated party. Be sure to use this
process to record all creditors and debtors related to the judgment.

£ JEFIS Attorney Filing Manager

File  About
Firm ID Collateral Account Number Attarney D
|Civl Fees, 12345 v| |Jane E. Doe, 9083249875, Ifdoe: v
Court Document Type Venue Docket Number  Year
oc v|[Judgments vt ¥|[mon ¥]  bc
Attachments ] Filing Data Field Validation

Creditor Party First [ a0/ Party Last
or Debtor MName Initial MName

4

c BB L Williams

D Carl Jamison

Aszociate Party

Save to Batch List l

*indicates required field Total Plaintiffs 0

Transmit Single Filing l
Total Defendants - 0

Hew Filing

File:

GI92010 12:27 PM

NOTE: Double-clicking on a party displayed in the Single Filing, Party
Association tab screen will provide access to the data recorded for the party
on the Party Association window. Also, clicking once on a column title (e.g.
Creditor or Debtor, Party First Name) will sort the data alphabetically.

After recording the judgment’s party associations, click the Additional Parties
tab, the Transmit Single Filing button or the Save to Batch List button to
transmit the XML file or save it to batch. See the topics titled Saving an XML
File to Batch and Transmitting a Single XML File in this manual for instruction on
transmitting a single XML file and saving an XML file to batch.
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Creating XML Files for Non-Complaints and Non-Judgments

To create XML files for non-complaints and non-judgments, start by clicking the
New Filing button on the Single Filing tab screen of the JEFIS Attorney Filing
Manager and then select a non-compliant or non-judgment Document Type,
enter the document’s Venue, Docket Number and Year, and select its lead file
and, if applicable, its exhibit(s).

JEFIS Attorney Filing Manager
Eile  About

Firm 1D Collateral Account Number Attorney 1D
Civil Fees, 12345 ¥ | |Jane E. Doe, 9083249878, lfdee e

Single Filing | Batch Filings

Court Document Type Venue Docket Number  Year
DC | | Answer v1 | [MON |» DC 19 09
Additional Parties ——
CAJEFISimail package (]
=3 Selected Files
File Name File Type File Size File Selectio CaseA10.nf
O ashley Tt 15k Lead
[ CaseAD4 f gk Lead
CaseA10 rif 12k Lead
O carman rif 15k Lead
[ CaseAD3 i ak Lead
] Casefd rif 7k Lead
O casean7 i 12k Lead
'_| M m s AN T s Tl I = 5
< ?
Transmit Single Filing l l Sawve to Batch List l Mew Filing Total Plaintiffs . 0
Total Defendants : 0
File:

GM0201012:03 PH

After entering the necessary data on the Single Filing tab screen, click the
Additional Parties tab, the Transmit Single Filing button or the Save to Batch
List button to add parties and/or alternate names to the XML file, transmit it or
save it to batch. See the topics titled Adding Additional Parties, Adding
Additional Alternate Names, Saving an XML File to Batch and Transmitting a
Single XML File in this manual for instruction on adding parties and additional
alternate names to an XML file, transmitting a single XML file and saving an XML
file to batch.

NOTE: The APPENDIX contains a list of document types that allow the
recording of additional parties.
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Adding Additional Parties

To include additional parties in an XML file, click the Additional Parties tab on
the Single Filing tab screen of the JEFIS Attorney Filing Manager to display the
Single Filing, Additional Parties tab screen.

NOTE: The ability to add an additional party is based on the Document Type

selected on the Single Filing tab screen. See the APPENDIX for a list of
document types that can contain additional parties.

EEl JEFIS Attorney Filing Manager

File  About
Firm 1D Collateral Account Number Attorney 1D
9737535100 | |Civil Fees, 12345 v| |Jane E. Doe, 9083249878, Ifdoe v
Single Filing | Batch Filings |
Court Document Type Venue
Ibc v||Complaintvt  «||moN ¥
Attachments | Filing Data [alellilLERENIE Field Validation
_— Party to Party
ey foaton Initial Firstname  Middle
yP Complaint Initial

< ¥
Transmit Single Filing l [ Sawve to Batch List l [ﬂew Fiing | *indicates required field Tofal Plaintiffs . 0
Total Defendants © 0O
File:
BIB/2010 3:32 AN

On the Single Filing, Additional Parties tab screen, click the Add Party button
to display the Add Party window.
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Add Party Window

Add Party

Description Entry Detail Help
» Party Type ~ | Party’s role in t
Affiligtion Code * AGY - Agency
Party to Initial Complaint * Yes for Initial €
First name Maximum rum
Party Middle Intial Madmum num
Last Name or Comparny * Maxdmum num
Address1 * Mzdmum num
Address2 Maximum rum
City ™ Madmum num
State * Mzdmum num
fip* Must be either
Phone Must be 10 nu
Attemate Type Code AK - Also Knon
Altemate Affiliation Code Valid values al
Alt First Name Maximum rum
Alt Middle: Initial Maximum rum
Alt Last Name Mzdmum num
~ indicates required field

The items followed by an asterisk (*) in the Description column on the Add Party
window are required fields. Requests to save an XML file to batch or transmit it
without an entry in these fields will be denied.

Tables of valid entries are available for fields that require the entry of a code.
These tables are accessed by using the F1 key when the cursor is in the field or
by double-clicking in the field. For example, clicking in the Entry column next to
the Party Type Description and pressing F1 (or double-clicking in the field)
displays a table of valid party type entries.

R Party Type * - Select from List g
Detail
:
Plaintiff
1

Clicking a party type in the table places the party type code in the corresponding
Entry column field on the Add Party window and places the code’s description in
the Detail column.

NOTE: The APPENDIX contains a description of each Entry column field on
the Add Party window.
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Add Party

Add Party Window

Description Entry Detail Help
Party Type * DF Defendant Party’s role int
Affiliation Code IND Individual AGY - Agency
Party to Initial Complaint = Y Yes Yes for Initial C
First name James Maximum rum
Party Middle Initial L Maxdmum num
Last Name or Comparny * Hamilton Maxdmum num
Address1” 56 South End Avenue Maximum rum
Address2 Maximum rum
City = Freehold Maximum rum
State * NJ Mzdmum num
b Zp- : Must be either
Phone Must be 10 nu
Altemate Type Code AK Also Known As AHK - Mlso Knoy
Altemate Affiliation Code | Individual Valid values al
Alt First Name Jimmy Maxdmum num
Alt Middle: Initial Maximum rum
Alt Last Name Hamilton Maximum rum
5 >
* indicates required field

Continue to place data in the Entry column on the Add Party window using the
information provided in the Help column as a guide to formatting and valid field
entries. When completed, click the Validate Party button.

If an invalid entry is placed in the Entry column, an error message will display

indicating the reason the additional party cannot be validated.
below, the party cannot be validated because the zip code is invalid.

Party Validation g‘

Party can't be saved.

SCP DC MID PARTY

Z1P Required Must be either 5 or 9@ numbers

oK

In the example
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Party Validation Error Message

Party Validation g|
Party can't be saved.

SCP DC MID PARTY

ZIP Required Must be either 5 or 9 numbers

OK

If an error message displays, click the OK button to return to the Add Party
window, correct the invalid data and click the Validate Party button again.

If no entry errors exist, clicking the Validate Party button on the Add Party
window will display the Single Filing, Additional Parties tab screen of the
JEFIS Attorney Filing Manager with the additional parties.

JEFIS Attorney Filing Manager

File  About
Firm 1D Collateral Account Number Attorney 1D
Cil Fees, 12345 v| |Jane E Doe, 9083249878, Ifdoe v
Single Filing | Batch Filings
Court Document Type WVenue
[ v||Complaintvi  «[[mon ¥
Attachments l Filing Data RatelelienEREE T | Field Validation
_— Party to Party
.FFa”g gfgg:nan Initial Firstname  Middle
Y Complaint Initial
4 DF IND Y James L
< | >
[ Transmit Single Filing l l Save to Batch List l New Fiing | *indicates required field Total Plaintiffs . 0

Total Defendants 0

File:

G23Z010 9:51 AN

NOTE: Double-clicking on a party displayed in the Single Filing, Additional
Parties tab screen will provide access to the data recorded for the party on the
Add Party window. Also, clicking once on a column title (e.g. Party Type,
Affiliation Code) will sort the data alphabetically.
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Adding Additional Alternate Names

Additional alternate names can be included in an XML file if an alternate plaintiff
and/or defendant code, affiliation code and name were entered on the Single
Filing, Filing Data tab screen or if an alternate type code, indicator and name
were entered on the Add Party window of the JEFIS Attorney Filing Manager.

JEFIS Attorney Filing Manager |Z| |E|E|
File  About
Firm 1D Collateral Account Number Attorney D

|Ciil Fees, 12345 v| |Jane E. Doe, 9083249878, lidoe v

Single Filing | Batch Filings
Court Document Type Venue

[ v||Complaintvi  «|[mon ¥

Attachments [RElLGRREE] | Additional Parties | Field Validation
Description Entry Detail HiS
Plaintiff City * Freehold M
Plaintiff State * MNJ M
Plaintiff Zip Code * 07712 E
Plaintiff Phone M
Alternate Plaintiff Code AK Also Known ... A
Alternate Plaintiff Affiliation | Individual Vi
Alternate Plaintiff First Name Joan M
Alternate Plaintiff Middle Initial W M
Alternate Plaintiff Last Name/.. Waison M
Nafandant AfFilintiam * IKITY lvrdivridvi Al A !

< | >

Additional Defendant Names Additional Plaintiff Names
Transmit Single Filng l l Save to Batch List l MNew Fiing | *indicates required field Total Plaintiffs . 0
Tofal Defendants - 0
File:

/92010 12:01 PM

When a request is made to save an XML file to batch or transmit it with an
alternate name recorded on the Filing Data tab screen, one or both of the
following messages will appear allowing the entry of additional alternate plaintiff
and/or defendant names.

Save Filing

Do you want to add additional alternate names to DEFEMDANT?

Save Filing

Do you want to add additional alternate names to PLAINTIFF?
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Add Party Window

B8 Add Party X

Description Entry Dietail Help

Party Tvpe © PF Plainitiff Party’s role int

Affiliation Code = IND Individual AGY - Agency

Party to Initial Complaint ~ M Na Yes for Initial C

First name: Dennis Mazdmum num

Party Middle Initial Mazimum num

Last Name ar Compary ~ Thompson Maimum num

Address ~ 123 East Main Street Mazimum num

Address Mazdmum num

City * Freehold Mandimum num

State ™ MNJ Mazdimum rnum

Zip~ 07722 Must be either

Phone Must be 10 nu

Altemate Type Code AK Also Known As AK - Also Knoy

Atemate Indicator I Individual Valid values a

Alt First Name Donald Mazdmum num

Alt Middle: Initial Mazdmum num

F Alt Last Name Thomas| Mazdmum rum

~ indicates required field

When a request is made to validate a party with an alternate name recorded on
the Add Party window of the JEFIS Attorney Filing Manager, the following
message will appear allowing the entry of additional alternate names.

Do you want to add additional alternate names?

| Yes | [ Mo ]

To add additional alternate names, click the Yes button on the Save Filing
message or Add Party message to display the Add Additional Alternate
Names window.

NOTE: The same process is followed to enter additional alternate plaintiff
names and additional alternate defendant names.
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Add Additional Alternate Names

Add Additional Alternate Names

| #

Alt Middle Name 2

Alt Last Mame/Company 2
Atemate Type Code 3
Atemate Affiiation Code 3
Alt First Name 3

Alt Middle Name 3

Alt Last Mame/Company 3

Description Entry Dietail Help

Party Mame Joan Watson Party Mame for which
r First Altemate Name First altemate name

Atemate Type Code 2 AK - Also Known As,

Atemate Affiiation Code 2 Valid Values:| Individ

Alt First Name 2 Mazdmum number of ¢

Mazdmum number of ¢
Mazdmum number of ¢
AK - Also Known As,
Valid Values:| Individ
Mazdmum number of ¢
Mazdmum number of ¢

Maxdmum number of ¢

Atemate Type Code 4 AK - Also Known As,
Atemate Affiliation Code 4 Walid Values:| Individi
Alt First Mame 4 Maxdmum number of ¢

Alt Middle Name 4

Alt Last Mame/Company 4
Atemate Type Code &
Altemate Affiiation Code 5
Alt First Name &

At Middle Mame 5

Alt Last Mame/Company 5

Mazdmum number of ¢
Mazdmum number of ¢
AK - Also Known As,
Walid Values:| Individ
Mazdmum number of ¢
Mazimum number of ¢

Maxdmum number of ¢

k)

[ Remove Atemate MName ] ["u"alidate Additional Atemate Names ]

The Party Name and First Alternate Name fields on the Add Additional
Alternate Names window are automatically populated using the plaintiff or
defendant names and associated alternate names entered on the Filing Data tab
screen or the Add Party window of the JEFIS Attorney Filing Manager. The
remaining fields provide space to enter up to four additional alternate names.
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Add Additional Alternate Names

Add Additional Alternate Names

Description Entry Dietail Help

Party Name Joan Watson Party Mame far whick
r First Atemate Name First attemate name

Altemate Type Code 2 AK - Also Known As,

Altemate Affilistion Code 2 Walid Values:| Individ

Alt First Name 2 Mazdmum rumber of ¢

Alt Middle Name 2

Alt Last Mame/Company 2
Altemate Type Code 3
Altemate Affilistion Code 3
Alt First Name 3

Alt Middle Name 3

Alt Last Mame/Company 3
Altemate Type Code 4
Altemate Affilistion Code 4
Alt First Name 4

Alt Middle Name 4

Alt Last Mame/Company 4

Mazdmum rumber of ¢
Mazdmum rumber of ¢
AK - Also Known As,
Walid Values:| Individ
Mazdmum rumber of ¢
Mazdmum rumber of ¢
Mazdmum rumber of ¢
AK - Also Known As,
Walid Values:| Individ
Mazdmum rumber of ¢
Mazdmum rumber of ¢

Mapdmum number aof ¢

>

| #

[ Remove Altemate MName ] ["u"alidate Additional Atemate Names ]

Tables of valid entries are available for items in the Description column that
require the entry of a code. These tables are accessed by using the F1 key
when the cursor is in the field or by double-clicking in the field. For example,
clicking in the Entry column next to Alternate Type Code 2 (or 3 or 4 or 5) and
pressing F1 (or double-clicking in the field) displays a table of valid alternate type
code entries.

Alternate Type Code 2 - Select from ... [Z|
Detail

»
Doing Business As
Fomery Known As
On Behalf Of
Trading As
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Alternate Type Code Table

Alternate Type Code 2 - Select from ... E|
Detail

»
Doing Business As
Formery Known As
On Behaff Of
Trading As

Clicking an alternate type code in the table places the code in the corresponding
Entry column field on the Add Additional Alternate Names window and places
the code’s description in the Detail column.

Add Additional Alternate Names M=

Description Entry Dietail Help
Party Name Joan Watson Party Mame far whick
First Altemate Mame Joan W Watson First altemate name
Altemate Type Code 2 AK Also Known As AK - Also Known As,
Altemate Affilistion Code 2 I Individual Walid Values:| Individ
Alt First Name 2 Joni Mazdmum rumber of ¢
Alt Middle Name 2 Mazdmum rumber of ¢

& Alt Last Mame/Company 2 Watton| Mapdmum number aof ¢
Altemate Type Code 3 AK - Also Known As,
Altemate Affilistion Code 3 Walid Values:| Individ
Alt First Name 3 Mazdmum rumber of ¢
Alt Middle Mame 3 Mazdmurm number of ¢
Alt Last Mame/Company 3 Mapdmum number aof ¢
Altemate Type Code 4 AK - Also Known As,
Altemate Affilistion Code 4 Walid Values:| Individ
Alt First Name 4 Mazdmum rumber of ¢
Alt Middle Name 4 Mazdmum rumber of ¢
Alt Last Mame/Company 4 Mapdmum number aof ¢

Lt E

Remaove Atemate Mame ] ['h"alidate Additional Attemate Names
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Add Additional Alternate Names

f® Add Additional Alternate Names

Description Entry Dietail Help
Party Mame Joan Watson Party Mame for whick
First Altemate Name Joan W Watson First altemate name
Atemate Type Code 2 AK Alzo Known As AK - Also Known As,
Atemate Affiiation Code 2 I Individual Valid Values:| Individ
Alt First Name 2 Joni Mazdmum number of ¢
Alt Middle Name 2 Mazdmum number of ¢
& Alt Last Mame/Company 2 Watton| Maxdmum number of ¢
Altemate Type Code 3 AK - Also Known As,
Atemate Affiiation Code 3 Valid Values:| Individ
I | - >
[ Remaove Atemate Mame ] ["u"alidate Additional Attemate Names ]

After completing the entry of additional alternate names, click the Validate
Additional Alternate Names button to record the additional alternate names and
return to the JEFIS Attorney Filing Manager.

To delete a single entry on the Add Additional Alternate Names window click in
the field containing data to be deleted and use the delete key to remove the
entry. To remove all additional alternate names, click on the Remove Alternate
Name button to delete all existing additional alternate names.

Add Party

Description Entry Detail Help

Fhone Must be 1Unu
Altemate Type Code AK AK - Also Knoy
Altemate Affilistion Code I Valid values ar
Alt First Name Hamy Maimum num
Alt Middle: Iritial Maxdmum num
Alt Last Mame Remington Mazimum num

< | >
[ Additional Atemate Mames ][ Validate Party ]

~ indicates required field

NOTE: The Additional Alternate Names button on the Add Party window
will be active when a party with an additional alternate name is opened.
Clicking the Additional Alternate Names button will display the Add
Additional Alternate Names window for the party.
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Saving an XML File to Batch

To save an XML file to batch click the Save to Batch List button on the Single
Filing tab screen of the JEFIS Attorney Filing Manager. Clicking this button will
save the XML file for e-filing at a later time and, if the XML file contains alternate
plaintiff and/or alternate defendant names, a message will appear allowing the
entry of additional alternate plaintiff and/or defendant names.

NOTE: See the topic titled Adding Additional Alternate Names in this manual
for instruction on adding additional alternate names to an XML file.

Clicking the Save to Batch List button also calculates the number of plaintiffs
and defendants recorded in the XML file and places the sum in the Total Plaintiffs
and Total Defendants fields on the Single Filing tab screen of the JEFIS
Attorney Filing Manager when the file is opened for editing.

New Filing l *indicates required field Tptal Plaintiffs -1
Total Defendants : 2

l Tranzmit Single Filing l Save to Batch List

File: CAJEFIS\mail package\COMPLAINT MON_06082010095021 xml

Once the XML file has been saved to batch, the Field Validation section on the
Single Filing tab screen of the JEFIS Attorney Filing Manager displays the
message ‘Completed Successfully’ for the document and each additional party (if
applicable) recorded in the XML file.

Field Validation
SCP DC WMON COMPLAINT

Completed Successfully

SCP DC WMON PARTY

Completed Successfully

SCP DC MON PARTY

Completed Successfully
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The lead and optional exhibit files attached to an XML file saved to batch will
appear grayed-out on the Single Filing, Attachments tab screen where they will
remain until the XML file is transmitted.

File Mame File Type File Size File Selectio =
O 24 - 5k
O 25 T 5k
O 20 f 5k
(Y o 5k
O 35 f 5k
O 41 f 5k
O 43 f 5k
M ae e EL L/
< »

A saved XML file appears in the File Name list on the Batch Filings tab screen.
It is now ready to be e-filed later using the Transmit button. See the section
titled E-Filing Documents using the JEFIS Attorney Filing Manager in this manual
for instructions on e-filing documents using the Batch Filings tab screen.

JEFIS Attorney Filing Manager
Eile  About

Firm 1D Collateral Account Number Attorney 1D
Civil Fees, 12345 ~| |Jane E. Doe, 9083249878, [fdoe v

Single Filing | Batch Filings

CAJEFIS\mail package Filing Statistics

[ Al Filings for Selected Attorney Filings Requested —
Ead

1
File Mame Fle Type | File Size | Date Modified Files in all Filings = 2
COMPLAINT MON.0... sl 1k 2010/06/08 Flings Processed = 0
Files Not Processed = 0
File Validation
W
< >

6/8/2010 5:51 AM

NOTE: The JEFIS Attorney Filing Manager will NOT provide a warning if a file
needs to be saved to batch prior to clicking on the New Filing button or exiting
the application. To ensure an XML file is saved successfully, click the Save to
Batch List button prior to clicking the New Filing button or exiting the
application.
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Correcting Invalid XML Field Entries

If the data entered in the JEFIS Attorney Filing Manager is invalid or if required
information is missing, the following error message will display when attempting
to save an XML file to batch.

Save As &|

Error Saving Document ; Invald entries. Please review Field Yalidation,

84

If the message above displays, click the OK button to return to the JEFIS
Attorney Filing Manager and correct the invalid or missing data on the Single
Filing, Filing Data tab screen.

JEFIS Attorney Filing Manager |Z| |E|rg|
Eile  About
Firm 1D Collateral Account Number Attorney 1D
|Civl Fees, 12345 v| |Jane E. Doe, 9083249878, Ifdoe v
Single Filing | Batch Filings
Court Document Type Venue

DC v| Complaintvt  ||MON v/

Attachments JEllTRBEIE) | Additional Paniesl Field Validation
Description Entry Detail F# | SCP OC MON COMPLAINT

4 Law Firm Case ID * A
Document Date * F LAWY FIRM CASE ID has no valug

) DOCUMENT DATE has no value

Case Type * 028 Contract-Reg 0O AMT RECD/DEBIT § hag no value
Service Type * 03 Certified 0
Initiating Document * C33 Complaint ¥
Jury Demand * N Mo N
Demand Amt § * 7000.00 F
Summons Fee § * 38.00 F
Service Fee $ * 7.00 F
Ctatitane Atbarnoar Coan O [ =4 !

< | 3

Additional Defendant Names Additional Plaintiff Names
Transmit Single Filing l l Save to Batch List l New Filing | *indicates required field Total Plaintifis 0
Total Defendants © 0
File:
BIB/2010 9:37 AM

Text will appear in the Field Validation section of the Single Filing tab screen to
record the reason an XML file could not be saved to batch.

Page 47



Judiciary Electronic Filing Imaging System (JEFIS) Attorney Manual

JEFIS Attorney Filing Manager

JEFIS Attorney Filing Manager |Z| |E|E|
Eile  About
Firm 1D Collateral Account Number Attorney 1D
|Ciil Fees, 12345 v| |Jane E. Doe, 9083249878, lidoe ~|
Single Filing | Batch Filings
Court Document Type Venue

Ibc v||Complaintvt  «||moN ¥

Attachments [lIsRREES | Additional Parties | Field Validation
Description Entry Detail k#| | SCP DC MON COMPLAINT

4 Law Firm Case ID * A
Document Date * E L&W FIRM CASE ID has no value

B DOCUMENT DATE has no value

Case Type * 028 Contract-Reg 0 AMT RECD/DEB § has no value
Service Type * 03 Certified 0
Initiating Document * C33 Complaint H
Jury Demand * M Mo N
Demand Amt $ * 7000.00 F
Summons Fee § * 38.00 F
Service Fee § * 7.00 F
Cdnbiidane AHArnAe Can @ [ = !

< | >

Additional Defendant Names Additional Plaintiff Names
Transmit Single Filing l l Sawve to Batch List l New Filing | *indicates required field Total Plaintiffs . 0
Total Defendants © 0
File:
GIB/Z010 :37 AW

In the example above, the Field Validation text records missing values in the
Law Firm Case ID, Document Date and Amt Recd/Debit fields.

Correct the Field Validation errors prior to clicking the Save to Batch List
button again.
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Editing Batch Filings

To edit an existing XML file start at the Batch Filings tab screen of the JEFIS
Attorney Filing Manager and double-click the XML file name to be edited.

JEFIS Attorney Filing Manager
File  About
Firm ID Collateral Account Number Attorney 1D

|Ciil Fees, 12345 v| |Jane E. Doe, 9083249873, idoe: v
Single Filing | Batch Filings |

|C:UEFIS\maiI package | G Filing Statistics
[] All Filings for Selected Attorney Hlings Requested = 1
Hies in all Flings = 2
- " =

File Mame File Type File Size Date Modified N Filings _ 0
COMPLAINT MON.O...  xml 11k 2009/02/02
[] JUDGMENTS.MON.... xml % 2008/02/02 1 Files Not Processed = 0
[] ANSWER.CAM.CAM... xml Bk 2009/01/23 File Validation

5/M18/2008 10:38 AM

The Single Filing, Attachments tab screen will open and display the selected
lead file and exhibit file (if applicable) attached to the XML file, and the XML file
name will appear at the bottom of the JEFIS Attorney Filing Manager.

JEFIS Attorney Filing Manager

Eile  About
Firm 1D Collateral Account Number Attorney 1D
|Civl Fees, 12345 v| |Jane E. Doe, 9083249875, Ifdoe: v
Single Filing | Batch Filings
Court Document Type Venue
IDC v||Complaintvi  w|[moN v
Filing Data | Additional Parties | T
C:\JEFIS\mail package (L]
Selected Files
File Name File Type File Size File Selectio || Carman.rif
O ashley Tt 15k Lead
O ashley if 13k Exhibit 0
I Bamy i 13k Exhibit
Carman rif 15k Lead
O carman Aif 18k Exhibit
'_| M AN -+ Tl I = !
< | >
Transmit Single Filing l l Save to Batch List l New Filing | *indicates required field Total Plaintifis . 1
Total Defendants © 1
File: CMJEFIS'mail package\COMPLAINT.MOM.06082010095021 xml
5/9/2010 12:08 PN
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JEFIS Attorney Filing Manager

JEFIS Attorney Filing Manager
Eile  About

Firm 1D Collateral Account Number Attorney 1D
Civil Fees, 12345 ¥ | |Jane E. Doe, 9083249878, lfdoe e

Single Filing | Batch Filings

Court Document Type Venue

DC + | | Complaint v1 | [MON |

JNEEE el Filing Data | Additional Parties Field Validation
Description Entry Detail il
Plaintiff City * Freehold M
Plaintiff State * MNJ M
Plaintiff Zip Code * 07712 E
Plaintiff Phone M
Alternate Plaintiff Code AK Also Known ... A
Alternate Plaintiff Affiliation | Individual W
Alternate Plaintiff First Name Joan Y
Alternate Plaintiff Middle Initial W M
Alternate Plaintiff Last Name/... Watson i

[ Y Mafandant AfFFiliatian * Ik [ T PR | AT 5

< >

| Additional Defendant Names || Additional Plaintiff Names
Transmit Single Filing l l Sawve to Batch List l New Filing | *indicates required field Total Plaintiffs . 1

Total Defendants 2
File: CMJEFISYmail package\COMPLAINT.MON.06062010095021 xml

G220 1242 PM

If the XML file contains additional alternate names, the Additional Defendant
Names and/or Additional Plaintiff Names buttons will be active on the Single
Filing, Filing Data tab screen of the JEFIS Attorney Filing Manager. Clicking
one of these buttons will display the Add Additional Alternate Names window
where edits can be made to additional alternate names.

NOTE: See the topic titled Adding Additional Alternate Names in this manual
for instruction on adding additional alternate names to an XML file.
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JEFIS Attorney Filing Manager

JEFIS Attorney Filing Manager

File  About
Firm 1D Collateral Account Number Attorney 1D
|Civl Fees, 12345 v| |Jane E. Doe, 9083249875, Ifdoe: v
Single Filing | Batch Filings
Court Document Type Venue
oc ¥ q #
] Field Validation
(C:\JEFIS\mail package |
= Selected Files
File Name File Type File Size File Selectio —
O ashley Tt 15k
[ ashley tif 13k 0
< | »
Transmit Single Filing l l Save to Batch List l Mew Filing Total Plaintiffs . 0
Tofal Defendants : 0
File:
B9/2010 12:14 PR

The lead file attached to an XML file can be chosen for editing by double-clicking
the selected lead file name on the Single Filing, Attachments tab screen and
clicking the Yes button when asked, ‘Do you want to edit filing?’

Edit Filing

Filing 'C: VEFIS\mail package \COMPLAIMT.MOM, 0608201009502 1. xml' contains this file. Do you want to edit filing?

= w ]

This will allow the lead file to be edited and saved or transmitted by clicking the
Yes button when asked to overwrite the existing XML file.

Overwrite

Do you want to overwrite the existing file?

| Yes | [ Mo ]

To cancel the editing operation and not save the edited file, click the No button
when asked to overwrite the existing XML file.
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E-FILING DOCUMENTS USING THE JEFIS ATTORNEY FILING
MANAGER

XML files can be transmitted to the New Jersey Courts one at a time or in batch
using the JEFIS Attorney Filing Manager. The Transmit Single File button on
the Single Filing tab screen allows a single XML file to be e-filed and the
Transmit button on the Batch Filings tab screen allows multiple XML files to be
selected and e-filed at one time.

Transmitting a Single XML File

To e-file a single XML file access the JEFIS Attorney Filing Manager, enter a
Document Type, Venue, Docket Number and Year (for non-complaints), select
a lead file and optional exhibit file, and click the Transmit Single Filing button to
display the Attorney Filer Login.

NOTE: See the section titled Creating Extensible Markup Language (XML)
Files using the JEFIS Attorney Filing Manager in this manual for instructions
on creating XML files for electronic filing.

JEFIS Attorney Filing Manager
Eile  About

Firm 1D Collateral Account Number Attorney 1D
Civil Fees, 12345 ¥ | |Jane E. Doe, 9083249878, lfdoe e

Single Filing | Batch Filings

Court Document Type Venue Docket Number  vear
DC “ | |Bankruptcy vl % | |[MON % DC 365 09
Field Validation
CAJEFISimail package (]
Selected Files
File Name File Type File Size File Selectio AT if
O 30 i 5k Lead
O 35 i 5k Lead
[T 41 f 5k Lead
] 42 f 5k Lead
] 44 i 5k Lead
O 45 rif 5k Lead
O 46 f 5k Lead
(3 5)17 T El- | J— 5
< >

Total Plaintifis . 0

Transmit Single Filing l
Total Defendants 0

Save to Batch List l

MNew Filing

File:

S2Z12010 10:02 AW
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Attorney Filer Login

Attorney Filer Login E@@

|semame:

Password:

QK ] [ Cancel

NOTE: The Attorney Filer Login will not display if a successful transmission
(either single or batch) occurred previously during the same session of the
JEFIS Attorney Filing Manager. Instead, the Username and Password
entered during the previous transmission will be retained and used for
subsequent transmissions until a different attorney ID is selected on the JEFIS
Attorney Filing Manager or if the application is closed and reopened.

Also, the Attorney Filer Login will not display if an alternate plaintiff and/or
defendant code, affiliation code and name were entered on the Single Filing,
Filing Data tab screen of the JEFIS Attorney Filing Manager. Instead, a
message will display allowing the entry of additional alternate names. See the
topic titled Adding Additional Alternate Names in this manual for instructions
on including additional alternate names in an XML file.

Lastly, the Attorney Filer Login will not display if the JEFIS Attorney Filing
Manager contains invalid or missing data. Instructions on addressing XML file
errors are included at the end of this topic.
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Attorney Filer Login

Attorney Filer Login

|semame: | |

Password: |"""| |

[ QK H Cancel ]

When the Attorney Filer Login displays, the Total Plaintiffs and Total
Defendants contained in an XML file are automatically calculated and placed on
the Single Filing tab screen of the JEFIS Attorney Filing Manager.

Total Plaintiffs 1
Total Defendants : 2

Enter the username’s Password on the Attorney Filer Login and click the OK
button to transmit the XML file and return to the JEFIS Attorney Filing Manager.

JEFIS Attorney Filing Manager |Z| |E|E|
File  About
Firm 1D Collateral Account Number Attorney ID

|Ciil Fees, 12345 v| |Jane E. Doe. 9083249878, Ifdoe v

Single Filing | Batch Filings

Court Document Type Venue

E| ¥ =

Attachments | ] Field Validation

Completed Transmiszion for

- - CAJEFISmail
|C'UEF|S“mE'| package | E] _ package\BANKRUPTCY MON MOND
Selected Files CO0036509.xml No rrors Filing I0 :
File Name File Type File Size File Selectio — 387105 TimeStamp : 2010-08-14
10:00:38.087813
O 30 rif 5k
O35 rif 5k
O 41 i 5k
< >
Transmit Single Filing | l Save to Batch List l Mew Filing Total Plaintiffs . 0
Total Defendants - 0
File:

GM42010 10:00 AM
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JEFIS Attorney Filing Manager

JEFIS Attorney Filing Manager |Z| |E|[z|
File About
Firm ID Collateral Account Number Attorney ID

|Civil Fees, 12345 v| |Jane E. Doe, 9083249878, lfdoe v

Single Filing | Batch Filings

Court Document Type Venue

E ] ¥4 &

Attachments | | Field Validation

Completed Tranzmizzicn for
. - C:AJEFISimail
|C'UEF|S“mE'| package | [:] ] package\BANKRUPTCY.MON. MOND
— Selected Files | coo038509.xmi No errors Filing ID :
File Name File Type File Size File Selectio — 387105 TimeStamp : 2010-08-14
10:00:38.087813
O 30 i 5k
35 f 5k
O a1 rif 5k
O 42 rif 5k
[ 43 rif 5k
[ 44 rif 5k
O a5 Tt Bk
'_| AR - El- ‘_’
< | ?
| Transmit Single Filing | l Sawve to Batch List l Mew Filing Total Plaintiffs . 0
Total Defendants : 0
File:

GM14/2010 10:00 AW

Successfully transmitted lead and exhibit (if present) files are removed from the
File Name list and the File Validation section displays the filing date, time and
Filing ID for each transmitted XML file. It is important to retain the Filing ID as it
can be entered in the JEFIS Services application to track the processing of an e-
filed document by the New Jersey Courts. A separate manual available at the
following link contains instruction on using the JEFIS Services application.

http://www.judiciary.state.nj.us/jefis/JEFIS Services manual.pdf
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Successfully transmitted XML files are automatically saved to a folder created by
the JEFIS Attorney Filing Manager and named with the XML file’s transmission
date. The folder is placed inside the directory where the lead and exhibit (if
applicable) files were retrieved for electronic filing.

& 30100671 HEES
Fle Edit View Favorites Tools Help Fz
Qo - ) - (P Psesrcr |7 roders | 7D

Address |25 C:\EFIS\mall package\20100621 V| Go

.\ A7.rtf . cu) BANKRUPTCY.MON.MONDCOD...
File and Folder Tasks 2 é Rich Text Format g XML Document
— | 5k8 =| 1k

{9 Make a new folder
&N Publsh this foder to the
Web

{2 Share this folder

Other Places

3 mal package
My Documents
i§ My Computer

Details

20100621
File Folder

Date Modified: Today, June 21,
2010, 10:10 AM

In the example above, an XML file and its associated lead file transmitted on
June 21, 2010 are automatically placed in the folder 20100621 created by the
JEFIS Attorney Filing Manager within the directory of C:\JEFIS\mail package.
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If the JEFIS Attorney Filing Manager contains invalid or missing data, the
following error message will display after clicking the Transmit Single Filing
button

Save As &|

Error Saving Document ; Invald entries. Please review Field Yalidation,

84

If the message above displays, click the OK button to return to the JEFIS
Attorney Filing Manager.

JEFIS Attorney Filing Manager |Z| |E|fz|
File About
Firm 1D Collateral Account Number Attorney 1D
|Ciil Fees, 12345 v| |Jane E. Doe, 9083249873, lidoe v
Single Filing | Batch Filings
Court Document Type Venue Docket Number  Year
Ibc v||Judgments i |[mON ¥ DC | 000033
Filing Data] Party Association ] Field Validation
Required field ‘Included Documesnt =
C:\EFIS\mail package L] Is empty
Selected Files
File Name File Type File Size File Selectio || 25.nf
[ 24 o 5k Lead
25 if 5k Lead
[ 30 f 5k Lead
[ 34 i 5k Lead
O35 i 5k Lead
[ 41 rif 5k Lead
O 43 rif 5k Lead
'_| AA - El- I = ‘_’
< ?
| Transmit Single Filing | l Sawve to Batch List l New Filing | *indicates required field Total Plaintiffs . 0
' : Total Defendants © 0
File:

S2Z12Z010 1237 PM

The File Validation section on the Single Filing tab screen will contain the
reason(s) a single filing could not be transmitted. Using the reason(s) provided,
make changes to the case data contained on the JEFIS Attorney Filing Manager
prior to attempting transmission again using the Transmit Single Filing button.
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JEFIS Attorney Filing Manager

JEFIS Attorney Filing Manager
Eile  About

Firm 1D Collateral Account Number Attorney 1D
Civil Fees, 12345 ¥ | |Jane E. Doe, 9083249878, lfdoe e

Single Filing | Batch Filings

Court Document Type Venue Docket Number  Year
DC * | [Judgments v1 | [MON |» pC | 000033 | |09
Attachments | Filing Data | Party Association Field Validation

Required field ‘Included Documesnt =
CAJEFISimail package (] Is empty
=3 Selected Files

File Name File Type File Size File Selectio 25 f
[ 24 o 5k Lead
25 if 5k Lead
[ 30 f 5k Lead
[ 34 i 5k Lead
O35 i 5k Lead
[ 41 rif 5k Lead
O 43 rif 5k Lead
'_| 1A - El- I = 5
< ?
| Transmit Single Filing | l Sawve to Batch List l New Filing | *indicates required field Total Plaintiffs . 0

Total Defendants 0
File:

S2Z12Z010 1237 PM

In the example above, a judgment could not be transmitted because the Included
Document was not specified on the Filing Data tab screen below.

Attachments FiIing Data | Party Association ] Field Validation
Description Entry Detail Helf
Demand Amount 7000.00 Forr
Contractual Attorney Fees 1500.00 Forr
Credits 600.00 Forr
» Pre Judgment Interest Forr
Statutory Attorney Fees Forr
Court Costs Forr
Included Document * Mus

Entering a value in the Entry column to record an Included Document will allow
the file to be transmitted successfully using the Transmit Single Filing button on
the Single Filing tab screen.
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Transmitting XML Files in Batch

XML files saved to batch using the Save to Batch List function can be
transmitted in batch using the JEFIS Attorney Filing Manager’'s Batch Filings tab

screen.

NOTE: See the section titled Creating Extensible Markup Language (XML)
Files using the JEFIS Attorney Filing Manager in this manual for instructions
on creating XML files for electronic filing.

To transmit documents in batch, start by clicking the Batch Filings tab on the
JEFIS Attorney Filing Manager to display the Batch Filings tab screen.

JEFIS Attorney Filing Manager

Eile  About
Firm 1D Collateral Account Number Attorney 1D
Civil Fees, 12345 w| |Jane E. Doe, 9083249878, lfdoe bt
Single Filing | Batch Filings
CWJEFIS E Filing Statistics
[ Al Filings for Selected Attorney Fiings Requested = 0
File Name Fle Type | FleSize | Date Modified A Files in all Filings = 0
[] ADJOURNMENT.M... i B 2010/06/10 Filings Processed= 0
[ ADJOURNMENT.M... i B 20100607 Files Not Processed = 0
] BANKRUPTCY.MON... xml B 2010/06/10 e
[[] COMPLAINT MON.0...  xml 11k 2010/06/08
[J COMPLAINT.MON.O... i Tk 2010/06/09
[ JUDGMENTS.MON.... s % 20100610
b
4 b4
61102010 2:24 PM

The default work directory selected when downloading the JEFIS Attorney Filing
Manager displays along with the files contained in the directory.

To sort the files by name, type, size or modification date, click once on the
corresponding column title (e.g. File Name, File Type).

To display the files of a different directory, click the button to the right of the
default directory name to display the Browse for Folder window.
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Browse for Folder

Browse For Folder

C:\JEFIS\mail package

£ del
=) Deploy
() Documents and Settings
) IBM B
2 ) JEFIS
) 20081121
I mail package
[ SupportFiles
£ temp
[

< | B

[ *

| £

Make Mew Folder | oK | Cancel

Select the desired directory from the Browse for Folder window and then click
the OK button to return to the JEFIS Attorney Filing Manager.

JEFIS Attorney Filing Manager

Abot

Firm 1D Collateral Account Number Attorney D

Ciil Fees, 12345 v| |Jane E. Doe, 9083249873, lidoe v
Single Filing | Batch Filings |

(C:\JEFIS\mail package ] Filing Statistics
[] All Filings for Selected Attorney Filings Requested = 0
Fles in all Flings = 0
File: Name File: Type File Size Date Mot # Filings _ 0
[ ANSWER.MON. MONDCO0001909 xml R 2008/02/
[] COMPLAINT.MON.02022009100911 11k 2009/02 Files Not Processed = 0
[] JUDGMENTS.MON.MONDCO0001209  xml % 2009/02/ File Validation
[ ANSWER.CAM.CAMDCO0002203 xml B 2009/01/
[[] CHATTEL MON.MONDCD0001209 P R 2008/01/
[] COMPLAINT MON.01162009155508  xml 11k 2008/01/
!
<5 =

2/2/2009 12:54 PM
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JEFIS Attorney Filing Manager

JEFIS Attorney Filing Manager

File | About
Firm 1D Collateral Account Number Attorney 1D
Civil Fees, 12345 v | |Jane E. Doe, 9083249878, lfdoe v
Single Filing | Batch Filings
CAJEFIS\mail package [j Filing Statistics
] All Filings for Selected Attorney Hilings Requested = 0
Hies in all Flings = 0
i o
File Mame File Type File Size Date Mot Filings _ 0
[ ANSWER MON MONDCO0001909 xaml Bk 2009/02¢
[] COMPLAINT.MON.02022009100311  xml 11k 2009/02/ Files Not Processed = 0
[] JUDGMENTS.MON.MONDCD0001209  xml N 2008/02/ File Validation
[] ANSWER.CAM.CAMDCO0002209 zml Bk 2005/01/
[] CHATTEL.MON MONDCO0001209 xaml Bk 2009/01/
[] COMPLAINT MON 01162008155508 1k 2009/01/
v
< ¥
20202009 12:54 PM

To refresh the file list, click the Refresh File List command on the File menu.
This will allow files added to the default work directory after the JEFIS Attorney
Filing Manager was accessed to display on the current application session.

Eile | About

Account Information
Il Refresh File List |
Exit

To select all the XML files created by the attorney displayed in the Attorney ID
field at the top of the JEFIS Attorney Filing Manager, click the box to the left of
the All Filings for Selected Attorney field on the Batch Filings tab screen.
This will place a checkmark next to each of the XML files created by the attorney
displayed in the Attorney ID field.

Alternately, XML files created by the attorney displayed in the Attorney ID field
can be selected individually by clicking in the box to the left of a file name.
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JEFIS Attorney Filing Manager

JEFIS Attorney Filing Manager

File | About
Firm 1D Collateral Account Number Attorney 1D
Civil Fees, 12345 v | |Jane E. Doe, 9083249878, lfdoe v
Single Filing | Batch Filings
C:\JEFIS\mail package (] Filing Statistics
[] All Filings for Selected Attorney Filings Requested = 3
Fles in all Flings = 6
File Mame File Type File Size Date Maoc Filings _ 0
ANSWER.MOMN.MONDCOO00190% zml Bk 2008/02/
COMPLAINT.MON.02022009100911  xml 11k 2009/02/ Files Not Processed = 0
JUDGMENTS.MON.MONDCOO001208 ol S 2009/02/ File Validation
[ ANSWER.CAM.CAMDCO0002209 aml Bk 2009/01/
[[] CHATTEL. MON.MONDCOO00 209 aml Bk 2009/01/
[] COMPLAINT.MON.01162009155508 zml 11k 2005/01/
W
< >
2/2/2009 1:00 PM

Filing Statistics on the Batch Filings tab screen are automatically recorded as
XML files are selected. In the example above, Filings Requested are calculated
for the selection of three XML files. As each XML file in this example contains
two files (a lead and an exhibit), the Files in all Filings are calculated as six.

Click the Transmit button to begin the process of e-filing the selected XML files
and display the Attorney Filer Login.

NOTE: Selecting and transmitting XML files created by an attorney other than
the attorney displayed in the Attorney ID field or with a collateral account
other than the account contained in the Collateral Account Number field at
the top of the JEFIS Attorney Filing Manager will result in a File Validation
error. Be sure the attorney displayed in the Attorney ID field is the attorney
who created the XML file and the account contained in the Collateral
Account Number field is the account used to create the XML file prior to
attempting batch transmission.

Page 62



Judiciary Electronic Filing Imaging System (JEFIS) Attorney Manual

Attorney Filer Login

Attorney Filer Login B@@

Ilsemame:

Password:

] ] [ Cancel

NOTE: The Attorney Filer Login will not display if a successful transmission
(either single or batch) occurred previously during the same session of the
JEFIS Attorney Filing Manager. Instead, the last Username and Password
entered during the previous transmission will be retained and used for
subsequent transmissions until a different attorney ID is selected on the JEFIS
Attorney Filing Manager or if the application is closed and reopened.

Attorney Filer Login [Z][EIEI

|semame:

Password:

[ QK l [ Cancel

When the Attorney Filer Login displays enter the username’s Password and
click the OK button to process the e-filing and return to the JEFIS Attorney Filing

Manager.
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JEFIS Attorney Filing Manager

JEFIS Attorney Filing Manager |Z| |§|fz|
File About
Firm ID Collateral Account Number Attarney 1D

0737635100 || Civil Fees, 12345 v| |Jane E. Doe, 9083249878, Ifdoe v
Single Filing | Batch Filings |

[CJEFIS\mail package (5] Fiing statistics
[] Al Filings for Selected Attorney Fiings Requested = 0
File Name Fle Type | Fle Sze | Date Modiied » Flesinall Alings = 0
[] ANSWER CAM.CAMDC00002209 sl N 2009/01/ Hlings Processed = 3
[] CHATTELMON.MONDCO0001203 5 200901/ — Files Not Processed = 0
[] COMPLAINT.MON.01162009155508 11k 2009/01/ File Validation
Log File: C:\WEFIS\mail s

package\processlog111458 . log

Completed Transmit for
JUDGMENTS.MOMN.-MONDC00001209 xml,
No errors Filing ID - 387461 TimeStamp :
2010-06-21 11:14:58.666903

Completed Transrmit for
COMPLAINT.MOM.06212010111425 xml.
No errors Filing 1D : 387460 TimeStamp :
2010-06-21 11:14:57.585628

Completed Transrmit for
ANSWER.MON.MONDC00001909.xml, No —
errors Filing 1D : 387459 TimeStamp -

< I 2010-06-21 11:14:56.5258894 e

| £

S212010 1115 AW

Successfully transmitted XML files are removed from the File Name list on the
Batch Filings tab screen and the File Validation section displays the filing date,
time and Filing ID for each transmitted XML file. It is important to retain the Filing
ID as it can be entered in the JEFIS Services application to track the processing
of an e-filed document by the New Jersey Courts. A separate manual available
at the following link contains instruction on using the JEFIS Services application.

http://www.judiciary.state.nj.us/jefis/JEFIS Services manual.pdf

The Field Validation section also records the name and location of a batch
processing Log File created by the JEFIS Attorney Filing Manager after
successful transmission. This Log File contains the Filing ID, date and time of
transmission for each XML file in the batch.

B processlog111458.log - Notepad
File Edit Format View Help

rompleted Transmit for JUDGMENTS.MON.MONDCO0001209.xml, No errors Filing ID : 387461 TimeStamp : 2010-06-21 11:14:58.666903 ~

completed Transmit for COMPLAINT.MON.06212010111425.xml, No errors Filing ID : 387460 TimeStamp : 2010-06-21 11:14:57.585628

completed Transmit for ANSWER.MON.MONDCO0001909.xml, No errors Filing ID : 3874539 TimeStamp : 2010-06-21 11:14:56. 3528894
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Successfully transmitted XML files are automatically saved to a folder created by
the JEFIS Attorney Filing Manager and named with the XML file’s transmission
date. The folder is placed inside the directory where the lead and exhibit (if
applicable) files were retrieved for electronic filing.

& 20100621 B
Fle Edit View Favorites Tools  Help Fz

Qeosx - () [T Oz [7roes [

Address |53 €:UEFIS\mail package\20100621 “'l G"

4a.rtf Dy 4o.rtf S0.rtf g ANSWERMON.MONDCD0DOL. .
File and Folder Tasks | Rich Text Format E | Rich Text Format 31 Rich Text Format @ a1 Document
= | ske — | s5ke — | 5k8 =| 18
(7 Make anen folder
€ Pubish this folder to the (@) COMPLAINT.MON.052120101... | oy JUDGHENTS.MCH.MONDCOCD.
Vieb &) L Document | s Document
= | ks =

{2 Share this folder =|v

) mail package
(£} My Documents
i My Computer

Details
20100621
File Folder

Date Modified: Today, June 21,
2010, 11:19 AM

In the example above, XML files (along with their lead files) transmitted in batch
on June 21, 2010 are automatically placed in the folder 20100621 created by the
JEFIS Attorney Filing Manager within the directory of C:\JEFIS\mail package.
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If a batch transmission was unsuccessful, the File Validation section on the
Batch Filings tab screen of the JEFIS Attorney Filing Manager will contain the
reason(s) an XML file could not be transmitted. Using the reason(s) provided,
make changes to the XML file prior to attempting transmission again.

JEFIS Attorney Filing Manager

Eile  About
Firm 1D Collateral Account Number Attorney 1D
Collateral Account, 140009 w| |Jane E. Doe, 9083249878, lfdoe hd
Single Filing | Batch Filings
CAJEFISmail pECkEgE E Filing Statistics
[ Al Filings for Selected Attorney Fiings Requested = 0
File Name Fle Type | FleSize | Date Modified A Files in all Filings = 0
[] ADJOURNMENT.M...  xml 8k 2010/03/18 Filings Processed = 0
] ADJOURNMENT.M... xml 8k 2010/06/07 Files Not Processed = 1
[ ANSWERMONMO.. s B 2010/06/18 e e
[] ARREST-WARR.MO... xml 10k 2010/06/07 - .
Log File: CAJEFISimail
[ BAMK-LEVY-RELM...  xml 14k 20010706421 package\processlog 125046 og
Incomplete Transmit for
MOTION MON_MCONDC00002209 xml,
check errors - Filing: C:\JEFIS\mail
package\MOTION.MOM.MONDC000022089.
xml was filed using Collateral Account No :
12345 and Current Collateral Account
Number is 140009
TimeStamp : 2010-06-21 12:50:46
b
4 b4
62142010 12:50 PM

In the example above, an XML file could not be transmitted because the account
displayed in the Collateral Account Number field on the JEFIS Attorney Filing
Manager is not the account used to create the XML file. Changing the account
displayed in the Collateral Account Number field will allow the file to be

transmitted.
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Reconciliation Error

If an XML file contains a lead or exhibit file attached to another XML file, a Filing
Attachment Reconciliation message will display requesting reconciliation of the
file(s).

Filing Attachment Reconciliation

These Filings failed reconciliation. These conditions must be fixed prior to Transmit Filings:

Filing 'CHATTEL MON.MONDC00019108 xml' selects file 'Melson .nif butis also selected by filing 'ANSWER MON.MONDCO0019108xml"

[ sae | [ Close |

In the example above, an attempt was made to transmit an XML file for a chattel
that contains an exhibit (Nelson.rtf) already selected by an XML file for an
answer. Click the Close button to close the Filing Attachment Reconciliation
window or the Save button to save the reconciliation text in the default work
directory recorded during the process of downloading the JEFIS Attorney Filing
Manager.

If an XML file needs reconciliation the Filing Attachment Reconciliation
message will display each time the JEFIS Attorney Filing Manager is accessed,
the Refresh File List command on the File menu is executed, the New Filing
button on the Single Filing tab screen is clicked, the OK button on the Attorney
Filer Login is clicked (in the process of transmitting a single XML file), or the
Save to Batch List button on the Single Filing tab screen is clicked.

To prevent the display of the Filing Attachment Reconciliation window,
reconcile the files contained in the error message. To reconcile a filing, double-
click the XML file name on the Batch Filings tab screen of the JEFIS Attorney
Filing Manager to access the filing’s lead and optional exhibit files. Deselect the
lead or exhibit file selected by the XML file in need of reconciliation and select the
correct lead or exhibit file prior to attempting to transmit the XML file again.
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Confirmation of E-filed Documents

Confirmations of receipt of e-filed documents will be returned from the New
Jersey Courts using the attorney e-mail address provided on the Attorney
Participation Registration Form (see portion of the form below displaying the
location of the ATTORNEY E-MAIL field). The APPENDIX contains instructions
on how to change an attorney email address.

ATTORNEY/FIRM INFORMATION (to be provided by Contact Person)

ATTORNEY NAME:

FIRM NAME:

ADDRESS:
CONTACT PERSON:

CONTACT TELEPHONE: FAX:

COLLATERAL ACCOUNT NUMBER:
(if applicable)

INTERNI RVICE PROVIDER:
———{@ToREy D)

ATTORNEY ID NUMBER:

("Roll of Attorneys" number assigned by the Supreme Court at the time admitted to practice in NJ)

FIRM E-MAIL:
FIRM ID NUMBER: (telephone number)

Upon successful transmission of e-filed documents to the New Jersey Courts,
JEFIS responds by returning a confirmation email message for each filing. The
email message confirms the filing’s receiving county, attachment(s), transaction
number and filing ID.

# E-Filing Received for MON County by 222222222 : COMPLAINT.MON.06012010152905.xml e
© File Edit View Tools Message Help ;'f
& & w8 & X 0O O «
Reply Reply Al Forward Print Delete Previous Mext Addreszes
From: jugimp @aoc.judiciary state.mj.us
Date: Tuesday, June 01, 2010 3:30 FM
To: juatty2 @aoc. judidary.state.nj.us

Subject: E-Filing Received for MOM County by 222222222 : COMPLAINT.MON,06012010152905, ml

LY
Your Complaint filing has been received for MON County.
Your attachment(s) are: compll 12 rif
Any questions regarding vour filing, please refer to Transaction number or Filing ID 20108BF05A6912.386198.
[@MON|Complaint|20108BF05A6912|compl 112 rf
W

In the example above, a complaint and its attachment (compl112.rtf) have been
received by Monmouth (MON) County and assigned a transaction number
(20108BF05A6912) and filing ID (386198).
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Either the transaction number or filing ID can be used to track an e-filing through
the JEFIS Services application as it is processed by the receiving county (see
screen below).

<2 NJ JEFIS Services - Search eFilings - Microsoft Internet Explorer

File Edit View Favorites Tools Help :f
; = iy S 5
OEa:k M > \ﬂ \g __ﬂ 7 ) Search .( Favorites 6‘3 = _] i3 .“i
Address [{€] https: ftiebsealga ftmwastae a/je fisweb/ace fcases|_vid.jsp. faces?_rap=navigateFiingsByFiingldAction. execuite8,_rvip=/ace casesretrieveCase Jacket. jsp v B eo
- -~
NJ JEFIS Services ~ NIIEFIS | Documen tation Help Profile Logout -
= = = g 2
ft‘ o J
it New Jersey Courts M
“l ndependence - Integrity  Faimess + Cuality Service ] _Iiiq_ i
= B ! ]
cAses || eFILINGS | NOTICES | COLLATERAL ACCO User ID: juattyd Firm: 9736180000 Susan & Susan Law Firm

Search eFili ngs Attorney Filing Manager ~ ACMS PA

s

Select a tab below, fill in required information designated with an ™" and select "Search’ to view your Firm's filing(s).

By Filing ID | By Docket Mumber | By Date
w Filing ID or Tranwm\ B
l:l or{ Transac tion ID: | | [Search l

Coffright ®2009 New Jersey Judiffary

A separate manual accessible through the following link contains instruction on
using the JEFIS Services application.

http://www.judiciary.state.nj.us/jefis/JEFIS Services manual.pdf

If an e-filing is rejected, JEFIS responds with a rejection message containing the
reason for the file’s rejection, the intended county, transaction number and
instructions to correct the invalid file.

& Re: Answer |'._| |’E|[g|
© Bl Edit View Tools Message Help .ﬂ'
A . @
d [ i
T
Reply Reply Al Forward Print Delete Previous Mext Addreszes

From: jugimp @aoc.judiciary .state.nj.us

Date: Friday, June 11, 2010 9:55 AM

To: juatty 1@aoc.judiciary . state.mj.us

Subject: Re: Answer
Attach:  |[3) 763.TIF (13.2KE)

Your Electronic filing has been rejected due to the following reason:
ERROR IN ATTACHMENTS - Unable to process TIF ATTACHMENTS
Please RESCAN in the appropriate format and then RESEND.

County - ATL

Transaction Number: 20108E07A42BD2

File Names: 763.TIF

The example above contains a message indicating an e-filed Answer was
rejected by Atlantic County (ATL) due to an invalid TIF file (763.TIF). Instruction
is provided to rescan the document prior to re-filing it electronically.
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RTIANTIC SEECIAL CIVIL ERRT
[RTIANTIC CCOUNTY COURTHCUSE
1201 BACHARACH BLVD
RTIANTIC CITY NJ 02401
({80%) 345-&700
CASE NUMBER:

ATL DC-000330-08
ATIANTIC CREDIT AZND :
: JRNURRY 18, 2003

WS Cwoz1o

STUEBRS DARMOND
: 8587952200

|2 SURDMCRIS WRS MRILED TO : EEITH B MORGEN
DEFENDANT (5) OMN 01-2Z2-08 FOR : MORGAN BORNSTEIN MORGAN
CRSE DC-000530-08. UMLESS : 1Z3¢ BRRCE RD
OTHERWISE MOTIFIED, THIS CASE :© SUITE K
[WILL DEFAULT OM 02-23-2008. : CHEREY HILL NJ

The day after e-filed complaints are docketed by the New Jersey Courts, JEFIS
will respond by delivering electronic postcards to the sending attorney’s emalil
address for each complaint submitted electronically. These postcards contain
the docket number assigned to the e-filed complaint as well as the summons mail
date and default date (see sample postcard above).

NOTE: Do NOT reply to any JEFIS emails as such replies are not received by
the New Jersey Courts and are automatically deleted.
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ACCESSING THE JEFIS SERVICES APPLICATION

JEFIS e-filing attorneys are provided free access to the JEFIS Services
application and the public access version of the Automated Case Management
System (ACMS-PA) that is available through the JEFIS Services application.

To access the JEFIS Services application, start at the NJ Courts Online Login
page at the following address:

https://njcourts.judiciary.state.nj.us/web14/sso

A NJCourts Online: Login - Microsoft Internet Explorer CEX
Fle Edit View Favortes Tools Help o

Qe - - ¥ B €0 Osewer §pravnes €3 = s, §

Address | &) hitps:/fnjcourts.judiciary. state.nj.us fiefis/ v B
& NJCourts Online NICourts Online
= = — S— e
- New Jersey Courts i

Login

Enter your User ID and password.
If you have been provided with a temporary password, login below.

User Id:

Password:

© Copyright MJ Judiciary 2007

Enter the User ID and Password provided on the JEFIS Participation Form from
the Office of the Superior Court Clerk and click the Login button. The NJ JEFIS
page displays.

-2 NJ JEFIS - Welcome - Microsoft Internet Explorer

fle Edit View Favortes Tools Help

OBa\:k - \ﬂ \ELI ;‘, /_7SEar:h ‘i’\?Favuntes & = i3

Address | ] https:f/ttnwebsealgal/tnwasége 1a/jefismain/

N1 JEFIS

New Jersey Courts

A eererce™ ey s cusiy s

User ID: juatty4

Welcome to the NJ Judiciary

Electronic Filing & Imaging System (JEFIS) Attorney Filing Manager ~ ACMS PA
This site allows access to the following Electronic Filing (eFiling) functions: T —
* Attorney Filing Manager. 02/18/10 Legacy Electronic Filer to be
o Automated Case Management System - Public Access (ACMS PA). Sunset July 1, 2010
(ACMS PA 5 v 1,
o NJJEFIS Services: 09/01/09 Security enhanced with Verisien
© Search and View DC Case Jackets and eFilings. 08/01/09 JEFIS users can access ACMS for DC
© Download Notices. Docket Type free of charge.
© View and download Collateral Account information. 07/10/09 Filing Fees - Special Civil Part

o View important Announcements.
View All

Copyright ©2005 Hew Jersey Judiciary

NOTE: The Login page only appears once per session and will not display if
access to the NJ JEFIS page was established previously during the same
session.
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NJ JEFIS Page

/2 NJ JEFIS - Welcome - Microsoft Internet Explorer

Eile Edit View Favorites Tools Help

Qs - ©Q - [¥] B @ Oserdr g Fevories £3) -3 i 3

address (4] hitps: [fttnwebsealqa 1/tnwasqe a fjefismain/

N1 JEFIS

"trNcw]crseyCourts AT I-,& e ol

‘llll ndependence - Integrity + Faimess - Guality Service

User ID: juatty4

Welcome to the NJ Judiciary
Electronic Filing & Imaging System (JEFIS) Attorney Fiing Manager er

This site allows access to the following Electronic Filing (efiling) functions: Recent Announcements
o Attorney Filing Manager. 02/18/10 Legacy Electronic Filer to be
. anagement System - Public Access (ACMS PA). Sunset July 1, 2010
5 y1,
» fcess ty th Yerisign
Ppé 1NJ JEFIS Services: 09/01/09 Security enhanced with Verisign
[5) ew DC Case Jackets and eFilings. 08/01/09 JEFIS users can access ACMS for DC
o Download Notices. Docket Type free of charge.
9 View and download Collateral Account information. 07/10/09 Filing Fees - Special Civil Part

© View important Announcements.
View All

Copyright ©2003 New Jersey Judiciary

Click the NJ JEFIS Services link to access the JEFIS Services application and
the ACMS PA link to access the ACMS-PA application. Information on the
JEFIS Services application and ACMS-PA are available at the following links.

JEFIS Services
http://www.judiciary.state.nj.us/jefis/JEFIS Services manual.pdf

ACMS-PA
http://www.judiciary.state.nj.us/jefis/acmspa.pdf
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APPENDIX

Complaint Data Fields

The following fields are used to create an XML file for a complaint. The fields are
presented in the order they appear on the Single Filing, Filing Data tab screen
for a Complaint Document Type on the JEFIS Attorney Filing Manager.

Law Firm Case ID - A required alpha/numeric field used by attorneys to identify
a case.

Document Date - A required numeric field with a MMDDYYYY format used by
attorneys to identify a case.

Case Type - A required field allowing the following codes:

e 028 — Contract-Reg

e 175 — Forfeiture

e 043 — Penalty

e 032 — Replevin

e 037 — Tort-Auto

e 033 — Tort-Other

e 041 — Tort-Negligence

Service Type - A required field allowing the following codes:

e 03 - Certified
e 01 - Personal Service
e 02 - Regular

Initiating Document - A required field defaulting to C33-Complaint.

Jury Demand - A required field defaulting to N — None but allowing the following
codes:

e N -No
e S —Six
e T -Twelve

Demand Amt - A required numeric field with a 99999.99 format. The Demand
Amt includes the defendant’s debt, ALL contractual attorney fees, and interest
accrued prior to filing of the complaint. The Demand Amt does not include
statutory attorney fees.

Summons Fee - A required numeric field with a 999.99 format. The summons
fee amount is per the Schedule of Fees included in this Appendix.
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Service Fee - A required numeric field with a 999.99 format. The service fee
amount is per the Schedule of Fees included in this Appendix.

Statutory Attorney Fee - A numeric field with a 99999.99 format. Only
statutory attorney fees can be entered in this field not contractual attorney
fees.

Amt Recd/Debit - A required numeric field with a 9999.99 format that records
the total amount charged for filing (summons fee + service fee).

Charge Ref# - An optional numeric field allowing up to nine digits.
Plaintiff Affiliation - A required field allowing the following codes:

AGY - Agency
BNK - Bank

BUS - Business
COM - Company
CRP - Corporation
EST - Estate

IND - Individual
OTH - Other

NOTE: BUS (Business) and COM (Company) can be used interchangeably.
Plaintiff First Name — An optional alpha field allowing up to nine characters.
Plaintiff Middle Initial — An optional alpha field allowing only one character.
Plaintiff Last Name/Corporation - A required alpha/numeric field allowing up to
20 characters/digits for a plaintiff last name and 30 characters/digits for a

corporation.

Plaintiff Addressl - A required alpha/numeric field allowing up to 36
characters/digits.

Plaintiff Address2 — An optional alpha/numeric field allowing up to 36
characters/digits.

Plaintiff City - A required alpha field allowing up to 16 characters.
Plaintiff State - A required alpha field allowing 2 characters.
Plaintiff Zip Code - A required numeric field allowing either 5 or 9 digits.

Plaintiff Phone — An optional numeric field allowing ten digits.
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Alternate Plaintiff Code — An optional field allowing the following codes:

AK - Also Known As

DB - Doing Business As
FK - Formerly Known As
OB - On Behalf Of

TA - Trading As

Alternate Plaintiff Affiliation — An optional field allowing the following codes:

e B — Business
e | — Individual

Alternate Plaintiff First Name — An optional alpha field allowing up to nine
characters.

Alternate Plaintiff Middle Initial — An optional alpha field allowing only one
character.

Alternate Plaintiff Last Name/Corporation — An optional alpha/numeric field
allowing up to 20 characters/digits for an alternate plaintiff last name and 30
characters/digits for an alternate corporation.

Defendant Affiliation - A required field allowing the following codes:

AGY — Agency
BNK — Bank

BUS - Business
COM - Company
CRP - Corporation
EST — Estate

IND - Individual
OTH - Other

NOTE: BUS (Business) and COM (Company) can be used interchangeably.
Defendant First Name - An optional alpha field allowing up to nine characters.
Defendant Middle Initial - An optional alpha field allowing only one character.
Defendant Last Name/Corporation - A required alpha/numeric field allowing up
to 20 characters/digits for a defendant last name and 30 characters/digits for a

corporation.

Defendant Addressl - A required alpha/numeric field allowing up to 36
characters/digits.
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Defendant Address2 — An optional alpha/numeric field allowing up to 36
characters/digits.

Defendant City - A required alpha field allowing up to 16 characters.
Defendant State - A required alpha field allowing 2 characters.

Defendant Zip Code - A required numeric field allowing either 5 or 9 digits.
Defendant Phone - An optional numeric field allowing ten digits.

Alternate Defendant Code - An optional field allowing the following codes:

e AK - Also Known As

e DB - Doing Business As
e FK - Formerly Known As
e OB - On Behalf Of

e TA - Trading As

Alternate Defendant Affiliation — An optional field allowing the following codes:

e B — Business
e | — Individual

Alternate Defendant First Name - An optional alpha field allowing up to nine
characters.

Alternate Defendant Middle Initial - An optional alpha field allowing only one
character.

Alternate Defendant Last Name/Corporation - An optional alpha/numeric field
allowing up to 20 characters/digits for an alternate defendant last name and 30
characters/digits for an alternate corporation.
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Judgment Data Fields

The following fields are used to create an XML file for a judgment. The fields are
presented in the order they appear on the Single Filing, Filing Data tab screen
for a Judgment Document Type on the JEFIS Attorney Filing Manager.

Demand Amount — An optional numeric field with a 99999.99 format that
captures the Demand Amt recorded on the complaint including the defendant’s
debt, ALL contractual attorney fees, and interest accrued prior to filing of the
complaint. The Demand Amt does not include statutory attorney fees. A
judgment’s Demand Amount will be populated automatically by ACMS, the New
Jersey Courts’ Automated Case Management System, using the Demand Amt
recorded on the complaint.

Contractual Attorney Fees — A required numeric field with a 99999.99 format
that records ALL contractual attorney fees associated with the judgment. A
contractual attorney fee is a fee that the defendant agreed, in the underlying
contract upon which the lawsuit is based, to pay to the plaintiff's attorney in the
event that the defendant breached the contract. Contractual attorney fees are
included in the Demand Amt recorded on the complaint.

Credits — An optional numeric field with a 99999.99 format that records an
amount credited from a defendant’s payment or other adjustments reducing the
demand amount.

Pre Judgment Interest — An optional numeric field with a 99999.99 format that
records interest accumulated on the debt since the filing date of the complaint.

Statutory Attorney Fees — An optional numeric field with a 99999.99 format that
records attorney fees mandated by statute that are related to the judgment.

The following subtotal formula is used in the computation of statutory attorney
fees.

Subtotal = (demand amount + pre judgment interest) — credits

The subtotal formula above is used to determine the statutory attorney fee
amount in the following conditions.

If subtotal < 500.00, statutory attorney fees are 5% of the subtotal

If subtotal > 500.00, statutory attorney fees are
((subtotal — 500.00) x 2%) + 25.00
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Court Costs — An optional numeric field with a 999.99 format that records costs
associated to the judgment other than attorney fees (e.g. Fees from original
complaint, reservice cost applicable to the defendant/debtor). If Court Costs are
not provided they will be populated automatically by ACMS, the New Jersey
Courts’ Automated Case Management System.

Included Document - A required field allowing the following codes:

X92 — Affidavit of Proof

XF4 — Affidavit of Proof/Non Military Service
XG1 - Certification of Amount Due

XF6 — Certification of Proof
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Additional Parties Data Fields

The following fields are used to add additional parties to an XML file. The fields
are presented in the order they appear on the Add Party window of the Single
Filing, Additional Parties tab screen on the JEFIS Attorney Filing Manager.

Party Type — A required field allowing the following codes:
e DF — Defendant
e OR — Other (not available for parties added to complaints)

e PF - Plaintiff

Affiliation Code - A required field allowing the following codes:

e AGY — Agency

e BNK — Bank

e BUS — Business

e COM — Company
e CRP — Corporation
e EST — Estate

e IND — Individual

e OTH - Other

NOTE: BUS (Business) and COM (Company) can be used interchangeably.
Party to Initial Complaint - A required field allowing the following codes:

e N-No
e Y -Yes

First Name — An optional alpha field allowing up to nine characters.
Party Middle Initial - An optional alpha field allowing only one character.

Last Name or Company - A required alpha/numeric field allowing up to 20
characters/digits for a last name and 30 characters/digits for a company.

Address 1 - A required alpha/numeric field allowing up to 36 characters/digits.
Address 2 —An optional alpha/numeric field allowing up to 36 characters/digits.
City - A required alpha field allowing up to 16 characters.

State - A required alpha field allowing 2 characters.

Zip - A required numeric field allowing either 5 or 9 digits.
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Phone — An optional alpha/numeric field allowing ten characters/digits.
Alternate Type Code — An optional field allowing the following codes:

e AK - Also Known As

DB - Doing Business As
FK - Formerly Known As
OB - On Behalf Of

TA - Trading As

Alternate Affiliation Code — An optional field allowing the following codes:

e B - Business
e | — Individual

Alt First Name — An optional alpha field allowing up to nine characters.
Alt Middle Initial — An optional alpha field allowing only one character.
Alt Last Name - An optional alpha/numeric field allowing up to 20

characters/digits for an alternate last name and 30 characters/digits for an
alternate corporation.
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Party Association Data Fields

The following fields are used to associate parties in an XML file. The fields are
presented in the order they appear on the Party Association window of the
Single Filing, Party Association tab screen on the JEFIS Attorney Filing
Manager.

Creditor or Debtor - A field required only for judgments allowing the following
codes:

e C — Creditor
e D — Debtor

Party First Name — An optional alpha field allowing up to nine characters.
Party Middle Initial - An optional alpha field allowing only one character.

Party Last Name — A required alpha/numeric field allowing up to 30
characters/digits.
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Additional Party Document Types

Additional parties can be added to the following document types:

Answer

Chattel

Complaint

Complaint — Other
Motion

Post Judgment Collection
Wage

X-code Document
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Document Types and Definitions

The following list contains valid entries for the Document Type field on the
Single Filing tab screen of the JEFIS Attorney Filing Manager.

Document Type

e Adjournment

e Answer
Arrest-Warr.................
Bank-Levy..................
Bankruptcy

Chattel

Complaint
Complaint-Other...........

e Corresp-General..........

e Corresp-Pleading.........

Judgments

Motion
Motion-ELR.................
NTC-Debtors...............
OBJ-Motion.................
OBJ-Wage..................
Orders-No-Motion
Post-Judg-Collec..........

Proceedings

Reservice
Stips-Sett-Dismi...........
StMtDKtg......cvveveenne,
Sub-Atty........coeiiiens
Wage
Warr-Satisfy................
WD-Motion..................
X-Code-Doc................

Full Description/Definition (where applicable)

Arrest Warrant
Levy against debtor for collection of judgment.

Any document that can begin a case, other than an
initial compliant (e.g. Order to Show Cause,
Amended Complaint).

Correspondence General. Any general
correspondence concerning a case such as a
cover letter or request for copies.

Correspondence Pleading. Any correspondence
related to a specific pleading.

Motion to Enforce Litigants Rights
Notice to Debtors (e.g. Affidavit of Levy)
Objection Motion

Objection Wage

Post Judgment Collection. Collection-related
correspondence

Stipulations of Settlement/Settlement of Dismissal
Statement for Docketing
Substitute Attorney

Warrant to Satisfy Judgment
Withdrawn Motion
Any document type not contained in the above list.
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Schedule of Fees

The following table contains filing and service fees by demand amount and
number of defendants. The filing fee amount is entered in the Summons Fee
field of a Complaint Document Type on the Single Filing, Filing Data tab
screen of the JEFIS Attorney Filing Manager. The service fee increases based
on the number of defendants. The fee for the first defendant is $7.00 and a
$9.00 fee is added for each additional defendant.

Demand Amount $0.01 - $3,000.00

Number of Filing Fee Service Fee / Total Fees
Defendants (entered in Summons | Additional Defendant

Fee field) Fee
1 32.00 7.00 39.00
2 32.00 16.00 48.00
3 32.00 25.00 57.00
4 32.00 34.00 66.00
5 32.00 43.00 75.00
6 32.00 52.00 84.00
7 32.00 61.00 93.00
8 32.00 70.00 102.00
9 32.00 79.00 111.00
10 32.00 88.00 120.00

Demand Amount $3,000.01 - $15,000.00

Number of Filing Fee Service Fee/ Total Fees
Defendants (entered in Summons | Additional Defendant

Fee field) Fee
1 50.00 7.00 57.00
2 50.00 16.00 66.00
3 50.00 25.00 75.00
4 50.00 34.00 84.00
5 50.00 43.00 93.00
6 50.00 52.00 102.00
7 50.00 61.00 111.00
8 50.00 70.00 120.00
9 50.00 79.00 129.00
10 50.00 88.00 138.00

NOTE: If the defendant is a fictitious name such as John Doe or ABC Corp,
do not add a service fee for this defendant. If the defendant is John Doe doing
business as ABC Corp (d/b/a), the service fee is $7.00. If the defendant is
John Doe and d/b/a ABC Corp, add a $9.00 service fee for this additional
defendant to the $7.00 service fee as this case has two defendants.
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How to Change an Attorney Email Address

To change an attorney email address recorded with the New Jersey Courts, send
a request electronically to the following address and include the attorney name
and Email Change Request in the Subject line (e.g. Jane E. Doe Law Associates,
Email Change Request).

PublicAccess.mailbox@judiciary.state.nj.us
Be sure to provide the current email address for the attorney along with the new
email address in the text of the request (see sample request below).

The Office of the Superior Court Clerk will respond with an email confirming
receipt of the email change request and recording of the new email address. Be
sure to monitor both email accounts for confirmations of receipt of e-filed
documents from the New Jersey Courts until all confirmations are received at the
new email address.
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