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Evidence Submission 

 

Submit an Evidence List 

The quick reference guide below is a step-by-step process for submitting a trial exhibit/proposed evidence list to the 
courts.  

Process Screenshot 

 

1. Login to the ESSO Portal (https://portal-

cloud.njcourts.gov/prweb/PRAuth/CloudSA

MLAuth?AppName=ESSO) 
 

 

 

 

 

 
 

2. On the New Jersey Courts – Portal Home 

Page, select ‘Evidence Submission’. 
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3. Select ‘Create New list’ to begin the 

evidence list filing process. 

 
 

If you have never submitted an evidence list, 

the screen will display a ‘Create New List’ 
button. 

 

 

 
If you have submitted an evidence list 

previously, the screen will display a ‘Create 

New List’ button with the list of previously 
submitted evidence lists. 

 

 

 
 

 
  

4. Verify filer screen will display for self-

represented litigants. Self-represented 
litigants will need to verify that the filer 

information is correct and certify the 

information is true and accurate. 
 

 

 

 
 

 

 
 

 

 

 

Pro-se: 
 

 
 

 
 

 

Evidence Submission 

Mycase(s) 

A Confirm with court sta ff in the county where your case is assigned before submitting evidence. 

[ Create New list ..L,_ 

Evidence Submission 

Mycase(s) 

A Confirm with court sta ff in the county where your case is assigned before submitting evidence. 

I Create New List l 
C Refresh 

1 record 

Transaction id ; Crea ted date ; Updated dace ; Venue ; DockettcomplainVTicket number ; Party ; 

EFL-EV0-435 07/15/2021 07/1512021 MER-L-000006-21 Defendant 

Evidence Submission 

Verify Filer > search for Case Enter Evidence List Details Add Document(s) Review and Submit Evidence List 

Fi ler information 

Any updates to the name, address information and/or ema il addresses need to be done in your user profi le before proceeding. 

Please review and verify the information below is correct. All fil ing correspondence will be sent to the email addresses provided. 

Name/Address Email address for notifications 

Jeds Test Qa test@gmail.com 
123QaTest 
Trenton, NJ 08625 

ertify that all information is true and accurate. 

Active 

I 
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Select firm/address screen will display for 

attorneys. Attorneys will need to select the 

firm/address and certify the information is 
true and accurate. 

 

Attorney: 

 
 

5. Once all required information is completed, 
the ‘Next’ button will be enabled to select. 

Pro-se: 

 
 

Attorney: 

 
 

EFL-EVD-945 X 

Evidence Submission 

Select Firm/Address > Search for Case Enter Evidence List Details Add Document(s) Review and Submit Evidence List 

Select fi rm/ address 

Any updat es to the firm name, address information and/or email address(es) need to be done in your attorn ey registration profi le before proceeding. 

Select the appropriate fi rm name and address to begin electronic fil ing. All filing correspondence will be sent to the email address(es) provided below.• 

0 Private Firm Test 
1 Testln 
Trenton, Nj 08625 

test@gmall.com 

0 Piluso Test Firm 
123 Main St 
Trenton, Nj 08628 
test@gmail.com 

I certify that all Information is true and accurate. 

EFL-EV0-940 X 

Evidence Submission 

Verify Filer > search for Case Enter Evidence list Details Add Documeot(s) Review aod Submit Evidence List 

Fi ler Informat ion 

Any updates to t he name, address informat ion and/or email addresses need to be done in your user profi le befo re proceed ing. 

Please review and verify the information below is correct. All fl llng correspondence will be sent to the email addresses provided. 

Name/Address Email address for notifications 

Jeds Test Qa test@gmai1.com 
123QaTest 
Trenton, NJ 08625 

I certify that all information is true and accurate. 

Evidence Submission 

Select Firm/Address > Search for Case Enter Evidence list Details Add Document(s) Review and Submit Evidence list 

Selec: tfl rmtadd ress 

Any updat es to t he firm name, address informa tion and/or emai l address(es) need t o be done in your attorney registrat ion profi le before proceeding. 

Select the appropriate firm name and address to begin electronic fil ing. All fil ing correspondence will be sent to the email address(es) provided below.• 

@ Private Firm Test 
1 Testln 
Trenton. Nj 08625 

test@gmail.com 

0 Piluso Test Firm 
123 Main St 
Trenton, Nj 08628 
test@gmail.com 

I certify that all information is true and accurate. 
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6. Select the ‘Court/Division’ from the 

dropdown. 

 

 
 

7. Select the ‘Docket type’ from the dropdown.   

 
 

8. Enter the ‘Venue’, ‘Sequence number’ and 

‘Year. 

 

 
 

 

 
 

 

 

 
 

 

 

 

 

 
 

 

 
 

 

Evidence Submission 

Verify Filer > Search for Case > Enter Evidence List Details Add Document(s) Review and Submit Evidence List 

search case 

Court/Division • 

EFL-EV0.940 X 

Evidence Submission 

Verify Filer > search for Case > Enter Evidence list Details Add Document(s) Review and Submit Evidence List 

Search case 

Court/Division • Docket type • 

Special Civi l Part 

Home EFL-EV0.940 X 

Evidence Submission 

Verify Filer > search for Case > Enter Evidence List Details Add Document(sJ Review and Submit Evidence list 

Search case 

Court/Division • 

Speclal Civil Part 

Case nu mber © 

Docket type • 

oc v 

Venue • Docket type • Sequence number • Year • 

v DC 

Quick links 

Look Up Case Number 

I 

I 

I 
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9. Select ‘Search’.  

 

 

 
 

10.  Verify and select the case and select ‘Next’.  

 

 
 

 

Evidence Submission 

Verify Filer > Search for Case > Enter Evidence list Details Add Document{sJ Review and Submit Evidence list 

Search case 

Court/Division • 

Special Civil Part 

Case number © 

Docket type • 

DC V 

Venue • Oocket type • Sequence number • Year • 

BUR v DC 000008 21 

Qu ick links 

Look Up Case Number 

Evidence Submission 

Verify Filer > search for Case > Enter Evidence List Details Acid Document(s) Review and Submit Evidence list 

Search case 

Court1Divis1on • 

Specia l Civil Part 

Case number © 

Docket type • 

DC v 

Venue • Docket type • Sequence number • Year • 

BUR v DC 000008 21 

1 result found 

Special Civil Part Burlington 

Qu ick links 

Look Up Case Number 

Case number Case capt ion 

BUR-DC-000008-21 TestVsRaelyn&Raelyn 

Case ini t ia tion date 

0S/14/2021 
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11.  Select the ‘Party type’ from the radio 

buttons.  

 
 

 

 
 

 

 

 

 

 
 

12.  Select ‘Next’.  

 
 

13.  Select ‘+ Add trial exhibit/proposed 

evidence’. 
 

Note:  At least one attachment is required. 

Trial exhibit/proposed evidence must be 
added individually. Multiple 

exhibits/evidence must be separate files. 

 

 

 
 

Evidence Submission 

Verify Filer > search for Case > Enter Evidence List Details > Add Oocument(s) Review and Submit Evidence list 

Exhibi t list details 

The exhibit list will not go on the eCourts case jacket. The exhibit/proposed evidence you submi t will be viewable by the other parties/attorneys in th is case. 

Selectthepartytype • 

Defendant 

l aw guardian 

Plaintiff 

State 

Third party defendant 

Third party plainti ff 

EFL-EVD-940 X 

Evidence Submission 

Verify Filer > search for Case > Enter Evi dence List Details > Add Document(s) Review and Submit Evidence List 

Exhibi t list detai ls 

The exhibit list will not go on the eCourts case jacket. The exhibit/proposed evidence you submit will be viewable by the other parties/attorneys in this case. 

Select the party type • 

Defendant 

Law guardian 

Plaintiff 

State 

Third party defendant 

Third party plaintiff 

Horn EF\.-EV0-940 X 

Evidence Submission 

v Read before attaching documents 

I The following restrictions apply when filing documents: 
• The document cannot be encrypted and/or passwo~d pro~ected 
• The fi le name cannot be longer than 56 characters. mcludmg spaces and cannot contain"&" special character 
• Thefi lesizecannotexceed512M8 
• The fi le must be in one of the following formats .avi . . mpg. .mp3 .. mp4, .pelf. .docx .. jpg. .gif and .png 

Verify Filer > searchforcase > Enter Evidence list Det ails > AddDocument{s) > ReviewandSubmltEvidenceUst 

Documents 

+Add Trial Exhibit/Proposed Evidence 

I 

I 

X 

I 
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14.  Select the file on your device or drag and 

drop. 

 

 
 

15.  Once your file appears on the screen, select 

‘Attach’. 

 

 

Attach s ingle file 

Pl JEDS Test PDF.pdf 

Drag and drop files here 

or 

Select file 

X 
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16.  The file you attached will display on the 

screen. Enter the ‘Evidence/Exhibit 

description’, which is required, and 
‘Evidence/Exhibit number’, if applicable. 

 

 
 

 

 
 

17.  To add additional attachments, select ‘+ 

Add trial exhibit/proposed evidence’ and 

follow steps 12 – 14. 

 
 
 
 
 
 
 
 
 
 
 
 

 

 
 

Evidence Submission 

) Read before attach ing documents 

Veri fy Filer ► Search for Case ► Enter Evidence List Details ► Add Oocument(s) > Review and Submit Evidence List 

Document type 

X Trial exhibiUProposedevidence 

+ Add Trial ExhibiUProposed Evidence 

Document description * Exhibit/Evidence number Attachment 

JEOS Test PDF.pdf 

By clicking the check box, you cert ify that you have checked and removed confidential personal Identifiers from the trial exhibit/proposed evidence you are 
submitting. un less that information is requ ired. 

• A confidential persona l identifier under NJ Court Rules includes: social security number, driver's license number, license plate number, insurance policy number, 
active bank account number.active cred it card number and a person's military status. 

EFL-EV0-940 X 

Evidence Submission 

) Read before attach ing documents 

Veri fy Filer ► Search for Case ► Enter Evidence list Details ► Add Document(s) > Review and Submit Evidence List 

Document type 

X Tria l exhlbiUProposedevidence 

+ Add Trial ExhiblUProposed Evidence 

Document description * 

test document 

Exhiblut:vidence number 

Pl 

Attachment 

JEDS Test PDF.pdf 

By clicking the check box, you cert ify that you have checked and removed confidential personal identifiers from the t rial exhibit/proposed evidence you are 
submitting. un less that information is requ ired. 

• A confidential persona l identifier under NJ Court Rules includes: social security number, driver's license number, license plate number, insurance policy number, 
active bank account number.active cred it card number and a person's military status. 
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18.  You can select the ‘x’ to remove any 

attachments you didn’t intend to upload. 

 

 
 

19.  Once you have added all of your 

attachments, select the check box and select 

‘Next’. 
 

 

 

 
 

 

 
 

 

 

 

 
 

 

 
 

Evidence Submission 

) Read before attaching document s 

Veri fy Filer ► Search for Case ► Enter Evidence List Details ► Add Oocument(s) > Review and Submit Evidence List 

Document type 

X TrialexhibiUProposedevidence 

+ A I ExhibiUProposed Evidence 

Document description * 

test document 

Exhibit/Evidence number 

Pl 

Attachment 

)EDS Test PDF.pdf 

By clicking the check box, you cert ify that you have checked and removed confidential personal Identifiers from the trial exhibit/proposed evidence you are 
submitting. unless that information is requi red. 

• A confidential persona l identifier under NJ Court Rules includes: social security number, driver's license number, license plate number, insurance policy number, 
active bank account number.active cred it card number and a person's military status. 

Evidence Submission 

) Read beforeatt•chingdocuments ------------------ X 

Veri fy Filer > search for Case ► Enter Evidence List Details > Add Oocument{s) > Review and Submit Evidence List 

Document type 

X Trial exhibiUProposedevidence 

+ Add Trial Exhibit/Proposed Evidence 

Document description * 

test document 

ExhibiUEvidencenumber 

Pl I 

Attachment 

)EDS Test POF.pdf 

By clicking the check box, you cert ify that you have checked and removed confidential personal Identifiers from the trial exhibit/proposed evidence you are 
mitting. unless that information is required. 

• A confidential personal Identifier under NJ Court Rules includes: social security number, dr iver's license number, license plate number, Insurance policy number, 
active bank account number.active credit card number and a person's military status. 

I 
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20.  Review all the information you have added 

for the filing and make any changes by 

selecting ‘Back’. Once you are ready to 
submit, select ‘Submit’. 

 

 
 

21.  A confirmation banner will display. You 

can dismiss the banner by selecting ‘x’.  

 

 

 

 

Evidence Submission 

Verify Fi ler > search for Case > Enter Evidence List Det ails > Add Oocument{s) > Review and Submit Evidence list 

Filer informat ion 

Jeds Test Qa 

Emailaddressfornotiflcatioos 

test@gmail.com 

Case details 

Court/Division 

Special Civil Part 

Exhlbit listdetalls 

Partytype 

Defendant 

Exhibi t attachments 

Attorney bar/User ID 

BRTest-QA 

Docket/ComplainVTicket number 

BUR-DC-000008-21 

Address 

123 Qa Test , Trenton, NJ 08625 

Case caption 

Test Vs Raelyn & Raelyn 

Document type Document description Exhib1t/EV1dencenumber 

Pl 

Attachment 

JEDSTestPDF.pdf Tr ial exhibit/Proposed evidence test document 

Evidence Submission 

Phone number 

609-815-2900 

Case initiation date 

05/1 4/2021 

FMEl·M@li·lii,P'liiiYMIMMl¥1·M:li,,ilii·l,li·iii,ili:lll·liM61#9ii you provided X 

Mycase(s) 

A Confirm w ith court staff in the county where your case is assigned before submitting evidence. 

I Create Newlist 

C Refresh 

1 record 

Transaction id ; Created date ; Updated date ; Venue ; DockeUComplaint/Ticket number ; Party ; 

EFL-EV(}.948 09/23/2021 09/23/2021 Burlington BUR-DC-000008-21 

Evidence Submission 

Mycase(s) 

A Confirm w ith court sta ff in the county where your case is assigned before submitting evidence. 

I Create New l ist 

C Refresh 

1 record 

Defendant 

Transact ion ld ; Created dat e ; Updated date ; Venue ; DockeUComp1aint/Ticket number ; Party ; 

EFL-EV(}.948 09/23/2021 09/23/2021 Burlington BUR·OC-000008·21 Defendant 

Active 

Active 
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22.  A confirmation email is also sent to the 

filer. 

 

 
 

 

1;, Reply all v ffii Delete Junk I v 

A Do No t Respond Mailbox 
Today, 3:41 PM 

testC gmail.com test l C gmail.com ::: 

lnbm: 

New Jersey Courts 

't; Reply all v 

Your trial exhibiVproposed evidence has been successfu lly submitted. Below are the details for your reference: 

Transaction ID: 

Filing submitted by: 

Submitted date: 

Court: 

DockeVComplaint/Ticket 
number: 

Exh ibiVEvidence fi led: 

Exhibit/Evidence description 

Test description 

EFL-EVD-306 

Jeds Test Qa 

06/22/2021 

Specia l Civil Part 

MER-DC-000001-20 

Exhibit/Evidence number 

D1 

File name 

new-jC.gif 

This email is for notification purposes only and was sent from a notification-only address that cannot accept 
incoming email. 
Please do not reply to this message. 


