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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-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 
• Microsoft .NET Framework 2.0 or higher. 
• MS-Windows operating system (Windows 2000, ME, XP or Vista) using a 

minimum screen resolution of 1024 by 768 pixels. 
• Internet access through Internet Explorer version 6.0 sp2 or higher (sp1 with 

Windows 2000). 
• 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 
questions 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’. 
 

 
 
 
 
 
 
Click on ‘Attorney Online Registration and Payment Center’ button. 

 
 
 
 
 
 
 

Page 2 

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


Judiciary Electronic Filing Imaging System (JEFIS) Attorney Manual 
 

Click on ‘Login’ button. 

 
 
 
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.  
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New Jersey Courts Welcome page is displayed, defaulting to the ‘My Access’ 
Tab. Click on the JEFIS tab. 

 

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. 

 
Click the Run button to launch the application. 
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The Launching Application message will display while verifying application 
requirements. 

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

 
 

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

 
 

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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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 Ids 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. 
 

 
 
 

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. 
 

 
 

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. 
 

 
 

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. 
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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). 
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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: 
 
• Answer.PDF (lead file - required) 
• Exhibit1.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. 
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JEFIS Attorney Filing Manager 
 

 

 
 
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. 
 

 
 
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 
 

 
 
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. 
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Browse For Folder 
 

 

 
 
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. 
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JEFIS Attorney Filing Manager 
 

 
 
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. 
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JEFIS Attorney Filing Manager 
 

 
 
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. 
 

 
 
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 
 

 

 
 
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.   
 

 
 
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 
 

 
 
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. 
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JEFIS Attorney Filing Manager 
 

 
 
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. 
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JEFIS Attorney Filing Manager 
 

 
 
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).   
 

 
 
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 
 

 
 
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.  
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Case Type Code Table 
 

 
 

 
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. 
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JEFIS Attorney Filing Manager 
 

 
 
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).   
 

 

 
 
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 
 

 

 
 
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.  
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Included Document Code Table 
 

 
 
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. 
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JEFIS Attorney Filing Manager 
 

 

 
 
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.   
 

 

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

 

 

Page 30 



Judiciary Electronic Filing Imaging System (JEFIS) Attorney Manual 
 

Party Association 
 

 

 
 
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. 
 

 
 
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 
 

 
 
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.   
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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. 
 

 

 
 

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).   
 

 
 
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.   

 

 
 
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 
 

 
 
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. 
 

 
 

 
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. 

Page 36 



Judiciary Electronic Filing Imaging System (JEFIS) Attorney Manual 
 

Add Party Window 
 

 
 
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.  In the example 
below, the party cannot be validated because the zip code is invalid.   
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Party Validation Error Message 
 

 
 

 
 

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. 
 

 
 

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. 
 

 

 
 
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. 
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Add Party Window 
 

 
 

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. 

 

 
 
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 
 

 
 
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 
 

 

 
 
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. 
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Alternate Type Code Table 
 

 
 
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. 
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Add Additional Alternate 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. 
 

 

 
 

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. 
 

 
 
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. 
 

 
 

Page 45 



Judiciary Electronic Filing Imaging System (JEFIS) Attorney Manual 
 

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.   
 

 
 

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.   
 

 

 
 

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. 
 

 
 
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. 
 

 
 
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 
 

 
 
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. 
 

 

 
 

 
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.   
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JEFIS Attorney Filing Manager 
 

 
 
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 
 

 

 

 
 
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?’ 
 

 
 
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.   
 

 
 

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. 
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Attorney Filer Login 
 

 
 

 
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 
 

 
 

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.   
 

 
 

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. 
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JEFIS Attorney Filing Manager 
 

 
 
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. 
 

 
 
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  
 

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

 
 
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 
 

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

 
 
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. 
 

 
 
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 
 

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

 

 
 
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. 
 

 
 
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 
 

 

 
 
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. 
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Attorney Filer Login 
 

 
 

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. 
 

 
 
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 
 

 
 
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. 
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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. 
 

 
 
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. 
 

 
 
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). 
 

 
 
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.   
 

 
 
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.  
 

 
 
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).   
 

 
 
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. 
 

 
 
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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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 email 
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 
 

 
 
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. 
 

 
 

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 
 

 
 
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: 
 
• 028 – Contract-Reg 
• 175 – Forfeiture 
• 043 – Penalty 
• 032 – Replevin 
• 037 – Tort-Auto 
• 033 – Tort-Other 
• 041 – Tort-Negligence 
 
Service Type - A required field allowing the following codes: 
 
• 03 - Certified 
• 01 - Personal Service 
• 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: 
 
• N - No 
• S – Six 
• 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 Address1 - 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: 
 
• B – Business 
• I – 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 Address1 - 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: 
 
• AK - Also Known As 
• DB - Doing Business As 
• FK - Formerly Known As 
• OB - On Behalf Of 
• TA - Trading As 
 
Alternate Defendant Affiliation – An optional field allowing the following codes: 
 
• B – Business 
• I – 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: 
 
• DF – Defendant 
• OR – Other (not available for parties added to complaints) 
• PF - Plaintiff 
 
Affiliation Code - 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.  
 
Party to Initial Complaint - A required field allowing the following codes: 
 
• N - No 
• 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: 
 
• 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: 
 
• B - Business 
• I – 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: 
 
• C – Creditor 
• 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 

•Motion 
•Post Judgment Collection 
•Wage 
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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  Full Description/Definition (where applicable) 
• Adjournment 
• Answer 
• Arrest-Warr…………….. Arrest Warrant 
• Bank-Levy……..………. Levy against debtor for collection of judgment. 
• Bankruptcy 
• Chattel 
• Complaint 
• Complaint-Other……….. Any document that can begin a case, other than an  

     initial compliant (e.g.  Order to Show Cause,  
     Amended Complaint). 

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

• Corresp-Pleading……… Correspondence Pleading.  Any correspondence  
     related to a specific pleading. 

• Judgments 
• Motion 
• Motion-ELR…………….. Motion to Enforce Litigants Rights 
• NTC-Debtors…………… Notice to Debtors (e.g.  Affidavit of Levy) 
• OBJ-Motion…………….. Objection Motion 
• OBJ-Wage……………… Objection Wage 
• Orders-No-Motion 
• Post-Judg-Collec………. Post Judgment Collection.  Collection-related   

     correspondence 
• Proceedings 
• Reservice 
• Stips-Sett-Disml……….. Stipulations of Settlement/Settlement of Dismissal 
• StmtDktg……….……….. Statement for Docketing 
• Sub-Atty………………… Substitute Attorney 
• Wage 
• Warr-Satisfy……………. Warrant to Satisfy Judgment 
• WD-Motion……………... Withdrawn Motion 
• X-Code-Doc……………. 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 
Defendants 

Filing Fee 
(entered in Summons 
Fee field) 

Service Fee / 
Additional Defendant 
Fee 

Total Fees 

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 
Defendants 

Filing Fee 
(entered in Summons 
Fee field) 

Service Fee/ 
Additional Defendant 
Fee 

Total Fees 

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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