«ZCOURTS on-line %

COURTS on-line
Electronic Filing of Motions
Overview

This document will outline the step-by-step procedures for e-filing and downloading Motions from the COURTS on-line
system. All participants of the COURTS on-line e-filing program are encouraged to review these new procedures as
service of e-Motions will be done electronically within the COURTS on-line system.

If at any time during the process you need assistance, please feel free to contact us at (609) 777-4921 or (609) 292-2556
or you can e-mail us at courts@dol.state.nj.us.

Why should I e-file Motions?

= |nstant docketing of the Motion in the COURTS system
= |nstant messaging of the Motion to e-filing parties on the case
= Ability to view and print the Motion from the COURTS on-line system

Who can e-File a Motion?
= Your firm must designate you as an approved “E-Filer” for the firm.
=  You must be an active attorney on the case for which you wish to e-file a Motion for.

How will e-Motions be served on the parties of a case?

If Petitioner/Applicant Attorney filing:
Message and link to Motion document will be sent to:
= All active E-Filing carriers on the case if they are not represented by counsel yet
= All active Respondent attorneys on the case

If Respondent Attorney is filing:
Message and link to Motion document will be sent to:
= Active e-filing Petitioner/Applicant Attorney
= Other active E-Filing carriers on the case if they are not represented by counsel yet
=  Other active Respondent attorneys on the case

Filing attorney will still be responsible for sending all non-e-filing parties and other interested parties a copy of
the e-Motion via US Mail. You will be advised which parties the Division has served when you submit the
motion.

What kinds of Motions can be e-filed through COURTS on-line?
At this time, we are offering two e-Motion format types:

1. Motion to Dismiss (case):
2. General Motion: This Motion format can accommodate a large variety of general Motion types:
e  Motion to Amend
e  Motion to Compel
e Motion for Deposition
e  Motion to Implead
e Motion for Interrogatories
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e  Motion to Enforce

e  Motion for Payment

e  Motion for Medical Exam

e Miscellaneous Motion (with option to write in name of Motion as it will appear on the printed form)
e  Motion to Dismiss Carrier

e  Motion to Vacate

e  Motion to Change Venue

e Motion to Dismiss for Lack of Coverage

What Motions can I not file electronically?
These Motions cannot be filed electronically as they require judicial review of supporting documentation at the
time of filing:

e Motion for Medical & Temporary Benefits
e  Motion for Emergent Medical Treatment

This Motion also cannot be efiled electronically as the system requires that a case to be in open status for a
Motion to be e-filed. Please submit this Motion via paper to the court.
e  Motion to Restore

E-filing of Motions is very similar to the existing workflow for e-filing legal pleadings (CP’s &
Answers). To get started, please review the detailed step-by-step instructions on the following
pages.
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COURTS on-line
Electronic Filing of Motions
Procedures Guide (for law firms)

STEP BY STEP PROCEDURES FOR E-FILING A GENERAL MOTION (EXAMPLE 1):

STEP BY STEP PROCEDURES FOR E-FILING A MOTION TO DISMISS (EXAMPLE 2:

STEP BY STEP PROCEDURES FOR DOWNLOADING E-MOTIONS DELIVERED TO MY FIRM’S INBOX:
HOW TO RETRIEVE A DRAFT DOCUMENT:

QUESTIONS:

STEP BY STEP PROCEDURES FOR E-FILING
Example 1: E-Filing a General Motion

This example will demonstrate how to e-file a General Motion. The filer in this example is the Petitioner/Applicant
Attorney.

1. To file an electronic Motion, Hover your mouse over the E-filing menu item found at the top of the page. A drop
down menu will appear. Choose Motion.

«SCOURTS on-line %

F-Filing Inquiries Raparts

Answer. RTS On-line System Alerts

Mation
Amended Pleading

Thare are no Active System Alerts at this time

You ara legged in as:
JAMES HICKS
LESTER § GOLDRLATT I

Today is 1/30/2013 and It is cycla waak 3, cycla data 3.

| veaccose | Messone i

L e AMCD & flad

2. Enterin the Year and Case Number of the claim petition and hit “Search”
The system will verify if you are an active party on this case. If yes, then you can proceed with the Motion filing.

«SCOURTS on-line %

F-Filing Inquiries Raparts

fequired Fields = =

Patition Information for Mation Filing
- Yaar: 2013 - case #:[28 Search | claar|

3. From the “Motion Type” drop-down — select the type of Motion you wish to file. There are 2 types being offered
at this time — Motion to Dismiss (Case) or Other Motions. Selecting Other Motions will allow you to file a variety
of general Motions that fit the standard Motion document format.
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In this example, we will select “Other Motion”.

Hedlo,

RSO v s «COURTS on-line %

Tosday is CW: 3 CD: 3 Inquiries Raparts

fequired Fields = =

Petition Information for Motion Filing

Year-Case #: 201338

Piease select the type of Motion to be filed and the party for the caption of this motion. The Division will forward this motion only to c-filing
parties. Upon submit,the confirmation page will identify any parties that you must serve directly.

= Motion Type:

[Setect =

Select

MIN TO DISM
Other Mol

TY MUTUAL INS/MONIGUE T MORAN ESQ _:_!

Centirua | Cancal |

4. From the “Select Respondent” drop-down — select the Respondent party that should appear in the case caption
of the Motion document. If you are a respondent attorney, select the party that you are representing.
If there is only one active respondent — carrier combination, the dropdown will default to that party.

Hit “Continue”.

“SMCOURTS on-line %

Today ks CW: 3 0 3 Trquiries Reports

Reqursd Fisids = =

Petition Information for Motion Filing

Year Case #: 2013-20

Please select the type of Motion to be filed and the party for the caplion of this motion. The Division will forward this motion only to e-filing
parties. Upon submit,the confirmation page will identify any parties that you must serve directly.

“ Motion Type:

[r)the.' Monon fd|

© Sulect Respondent:

il’\IJC ROOFING/LIBERTY MUTUAL INS/MONIQUE T MORAN ESQ |
Select |

ABC ROOFING/LIBERTY MUTUAL INS/MONICUE T MORAN E50 —Contiows | _cancel |

5. If your firm has initiated the process of filing another e-Motion for this case, a list of those draft “unsubmitted”
documents will be displayed under the section called “Existing Draft Documents”. Having this listing may help
you avoid creating and filing duplicate documents with the Division. You can select one of the existing documents

from this list (by clicking on the linked Draft Doc #) or continue with your new filing by hitting the “Continue”
button.

«SCOURTS orrline %

Petition Information for Motion Filir
Year-Case £ 2013-28

Pioase select the type of Mation to be filed and the party for the caption of this motion. The Diviston will farward this mation only to e-filing parties. Upon submit, the
confirmation page will identify any parties that you must serve directly.

Continue | Cancel |

Existing Draft Documents
n e

AT ROCFING LIBERTY MUTUAL IS TN TO Digass o2foe/a01a wicws.3

The next set of screens that come up is the data entry template of the Motion form.

The 1% tab is called the Caption. It will display the parties that will later be printed in the case caption section of
the filed Motion document. The party information is not editable.
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Type drop-down.

(=] Motion Detals| Fint and Submit

Case Tithe: DOE VS ADC ROOFING
© Mation Type

Mame: IANE BEE
Address Linel: £ MASLE AVE
Adddress Lines:

City: TRINTON
state: o

Zip Code: oasas
Country: UNITED STATE!

LIBERTY MUTUAL TS
3 BECKER M RD

ROSILAND

WCI4:1374367

Company Name:

Addrass Linal:
Address Line2:
ity

State:

Zip Code:

Talaphone Ro:

Dvalt @: 201328

Attorney For Petitioner

LESTER. § GOLDBLATT B35
42 Bapoct ST

Extension

MONIQUE T MORAN £50
230 FILLOWSHIE BOAD

SUITE 201

MT LAAEL

™

o034

Aama Code Phesse Eatemme
B1s rara107

Before proceeding to the rest of the template, you must first select the specific type of motion from the Motion

Note: If you do not find the specific “general” motion in this listing, you may select MTN MISCELLANEOUS from
the drop-down. You must then enter the title of the Motion as it will appear on the form. The Motion will be

docketed as a Miscellaneous Motion regardless of what you enter in this field. In this example, we will select
MTN MISCELLANEOUS.

(=] Motion Details | Print and Submit

Case Tithe: DOE VS ABC ROOFING

Company Name:
Addrass Linal:
Address Lined:

City:
State:
Zip Code:
MTN TO VACATE
MTN TD CHANGE VENUE Tolaphone Ko:

|MTH T DISMISS FOR LACK OF COVERAGE

Dvalt #: 201328

LESTIR 5 GOLDIBLATT 153
42 BRIOGE ST

METUCHEN

oonan

Bama Code Phesse Eatemme
12 - TET1300

e e Attorney For Respondent

Masman: ABE ROCFING

Company Nama:
::n.. E:nr-: 5 EuM BRIV Address Linel:
l!l‘u:".‘ nez: — Address Lined:
ool ™ city:

State:
Zip Coda: ousas Fip Colen:
Country: LNITED STATER

Telephone Ho:

Insurance Carricr
Hame:
Address Linel:
Addrass Linad:

LIBERTY MUTUAL B8
3 BECKER FARM RD

Eity: ROBELAND
State: "
Zip Code: oross

Carrier Claim Number: WEITa- 134367

MENIGUE T MORAN £S5
390 FELLOWSHIP BEAD

SUImE 201

MT LAUREL

"

oan3a

B Cobe Poss [ PR
35 - rarner

_Clear |

Cancel

Save and Continue

NOTE: You CANNOT use the MTN MISCELLANEOUS selection to e-file the following Motions:

7.

Motion for Medical & Temporary Benefits
Motion for Emergent Medical Treatment

Motion to Restore

These must continue to be filed via US Mail.

After selecting the Motion Type and verifying the data on this page, Hit “Save & Continue” to proceed. The

system will save this document. You can leave the filing process at this time without losing the document. You
can retrieve the document at a later time from your Draft Document List (see procedures further down)
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(=] Motion Detals| Fint and Submit —
Case Tithe: DOE V5 ADC ROOFING Dvalt #: 2013-28

© Mation Type * Motion Title: Notics of Hation

b miserULANEOUS - [fer Hare Money

Attorney For Petitioner

Mame: IANE BEE

Address e e A i Shaarer

Addross Linez: oy

Ote i city: wETUCHEN

i =B state: m

i omsasl Lo 2ip Code: 08840

auntry: uNrTED STATES s ——
Talaphona Nos 72 rer1308

i

Hame: ADC ROCFTNG

Company Name: MONIGUE T MORAN £53
::"“ ;:"‘: 2 SLROROS i T 330 FELLOWSHIR KOAD
SEiamy Address Line2: SUITE 201
S Ll City: T AL
state: m s s
Fis e sTares R
s Arma Code Phose Extemon
Tabnphone Ho: 8% - 1273167

Hame: LIBERTY MUTUAL BN5
Adddross Linel: 3 BECKER FARM KD
Address Line2:

city: ROSILAND

State: o

Zip Code: orosn

Carrier Claim Numbsar: WCI4:1374367

_Clear | _cancel Save and Continus —]

8. Complete the data fields on the Motion Details page that next appears. The only required field is the “To” field.
The name(s) of the parties that the Motion is directed against should be inserted here.

There is enough space to accommodate up to an additional page of information in the printed form.

When completed with data entry, hit “Save and Continue”.

-
E-tilng Ingries Hapurts
Motion Filing

Raquied Fiald =*

T Motion Deails [T

Dvalt #: 2013-28

=
) 5|
Charnetess e
Please take notice that on a date to be set by the Court, the undersigned will move for the following relief;
This iz & fzet Zocm specs limited %o |
i |
Chacaeters Ieft:
Movant will rely upon the Folluwing in sapport of Uhis motien:
- enteced bere, -]

Crarnctans lodt: [0

[ additianal d

|o ws

Charncters left:

Clear | Cancel Save and Conbrue

9. Ifthe document is complete, you must print the document (hit View & Print), verify and sign it and then retain in
your records.

Meotion Filing

Raguied Fald =

L e Print and Submit|

Draft #: 2013-28
Prior to submitting this document to the: Division, It must be prnted and sigried,

‘You must retain the signed document in your records as required by the Division of Workers' Compensation Rules.

\iew and Print_|

10. After printing, the Submit button will become visible on the page. If you are ready to submit the document to the
Division, hit the “Submit” button.
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E-Fling Toqeiies Rparts

Metion Filing

Radqubed Fald =

Lol A R AT Print and Submit

Prior to submittng this document to tha Division, it must be prnted and signed.

Dvalt &: 2013~ 206

You must retain the signed document in your records as required by the Division of Workers' Compensation Rules.

JRTS on-line % = B

Raparts

Meotion Filing

Baguiad Fiald ="

T e Print and Submit|

Prior te submittng thes document to th Mesage rom webpage x|

Dvaft #: 2013-28

You BWEE retain the signed docueant it Has the Letest Version ef ths Document Been Printed and Sgned! on Aules.

Baquices Dic ta Continue View and Frint _submat |
[ o ] oo

11. After the Motion has been successfully submitted, a confirmation message will be displayed as shown below.

The message will list all the active attorneys and unrepresented carriers on the case and inform you as to
whether we were able to e-serve them the document.

For parties we were unable to e-serve, you must send them a copy of the filing.

This page displays the date and time of filing the Motion. You may print this for your records.

URTS on-ine % sam|

Raparts

Motion Filing

Docurent soccessiully submitted to DWC on 01/30/2013 at 10:47:42 AM.

are the details of this motion filing.

Case Rumbsr:  2013-38
The Dévisian has forwarded a copy of this filing 1o the following afilng parties.
MERIGUE T MR AN EBD)

The following parties are active on this cose but could not be clecironically naticed of this filing by the Division, Tou must seroe these parties direcly,

Wona Faumd

You must alsa serve any non e entided to notice and

¢ b provided to the Cout on

Fig New Hobon | View Fied Document
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STEP BY STEP PROCEDURES FOR E-FILING
Example 2: Motion to Dismiss
This example will demonstrate how to e-file a Motion to Dismiss. The filer in this example is the Respondent Attorney.

1. Tofile an electronic Motion, Hover your mouse over the E-filing menu item found at the top of the page. A drop
down menu will appear. Choose Motion.

Bt @SCOURTS ondline iy

Today is CW: 2 €D: 4 E-Filing

Inquiries Reports
New Claim

- =
—— Answer RTS On-line System Alerts

P There are no Active System Alerts at this time
Inbox Amended Pleading

Case Search S

Draft Documents
Hearing List Search :

You are logged in as:
TIM MINDEK
MONIQUE T MORAN ESQ

Today is 1/31/2013 and it is cycle week 3, cycle date 4.

Message Inbox

01/30/2013 2013-28 **MOTION E-FILED**

-..view full Message Box

Draft Documents

Procedures & FAQ's

Application Forms
01/24/2013 2012-16037 MTN DISM LACK COVG

Tech Support:
11/28/2012 33657 TESTING cP 609-777-4921 or 809-232-2556
courts@dol.state.nj.us

soview full Draft Document List DWC Home Page

Legal Disclaimer & Confidel ity Statement

2. Enterin the Year and Case Number of the claim petition and hit “Search”
The system will verify if you are an active party on this case. If yes, then you can proceed with the Motion filing.

Bitowe.  “SCOURTS on-line 4

Today is CW: 3 CD: 4 E-Filing Inquiries Reports

Required Fields = *

Petition Information for Motion Filing

= Year: |2013 = Case #: |28 Clear

Hearing List Search

3. From the “Motion Type” drop-down — select the type of Motion you wish to file. There are 2 types being offered
at this time — Motion to Dismiss (Case) or Other Motions. Selecting Other Motions will allow you to file a variety
of general Motions that fit the standard Motion document format.

In this example, we will select “Motion to Dismiss”.

Ftowe  “SCOURTS orrline

Today is CW: 1 CD: 4 E-Filing Inquiries Reports

Required Fields = *

Petition Information for Motion Filing

Year-Case #: 2013-28

Please select the type of Motion to be filed and the party for the caption of this motion. The Division will forward this
motion only to e-filing parties. Upon submit, the confirmation page will identify any parties that you must serve directly.
* Motion Type:

Select =2
[Select L
MTN TO DISMISS

Other Motion =

Continue Cancel

E-Filing Motions Procedures Guide rev date 2/7/2013
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From the “Select Respondent” drop-down — select the Respondent party that should appear in the case caption
of the Motion document. If you are a respondent attorney, select the party that you are representing.
If there is only one active respondent — carrier combination, the dropdown will default to that party.

Hit “Continue”.

Hello,
TIM MINDEK
MONIQUE T MORAN ESQ

COURTS on-line 4

Today is CW: 3 CD: 4 Reports

E-Filing

Inquiries

Required Fields = *

Petition Information for Motion Filing
Year-Case #: 2013-28

Please select the type of Motion to be filed and the party for the caption of this motion. The Division will forward this
motion only to e-filing parties. Upon submit, the confirmation page will identify any parties that you must serve directly.
= Motion Type:

=

* Select Respondent:

‘AEC ROOFING/LIBERTY MUTUAL INS/MONIQUE T MORAN ESQﬂ

Hearing List Search

Continue Cancel

The next set of screens that come up is the data entry template of the Motion form.

The 1% tab is called the Caption. It will display the parties that will later be printed in the case caption section of
the filed Motion document. The party information is not editable.

After verifying the data on the Caption page, Hit “Save & Continue” to proceed. The system will save this
document. You can leave the filing process at this time without losing the document. You can retrieve the
document at a later time from your Draft Document List (see procedures further down)

“SCOURTS OnHine

Reports

Hello,
TIM MINDEK
MONIQUE T MORAN ESQ

Logout

Today is CW: 2 €Dz 4 E-Filing [

Motion To Dismiss Filing

Required Fisld =*

Home
Hearing List Search

(o=T)11(i11] Motion Details Print and Submit
Case Title: DOE VS ABC ROOFING

Draft #: 2013-28

Attorney For Petitioner

Done

Name: HIEEEE Company Name: LESTER S GOLDBLATT ESQ
inel: 1 MAPLE AVE .
A::ress L!"EI Address Linel: 42 BRIDGE ST
Address Line2: TRENTON Address Line2:
City: City: METUCHEN
State: ; EJS s State: r
2l EriEs Zip Code: 08840
Country: UNITED STATES code hane Extension
Telephone No: 732 76713200
vs
Respondent Attorney For Respondent

Name: ABC ROOFING

Address Linel:
Address Line2:
City:

State:

Zip Code:
Country:

Company Name:

1 ELM DRIVE Address Linel:
Address Line2:

TRENTON City:

0] State:

08625 Zip Code:

UNITED STATES

Telephone No:

Insurance Carrier

Name:
Address Linel:
Address Line2:
City:

State:

Zip Code:

Carrier Claim
Number:

LIBERTY MUTUAL INS
3 BECKER FARM RD

ROSELAND

]

07088

WC324-1234567

J/ Trusted sites | Protected Mode: OFf

MONIQUE T MORAN ESQ
220 FELLOWSHIP ROAD

SUITE 201
MT LAUREL
i}
08054
Area Code Phane Extension
856 7273167
Cancel Save and Continue

fa v [®100% ~

a0

Tabor
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6. Complete the data fields on the Motion Details page that next appears.

The only required fields are:
e  “To” field. The name(s) of the parties that the Motion is directed against should be inserted here.
e Selection of the Type of Dismissal (With Prejudice our Without Prejudice). One must be selected.

There is enough space to accommodate up to an additional page of information in the printed form.

When completed with data entry on this page, hit “Save and Continue”.

Motion To Dismiss Filing

Required Field =*

Caption [LLGHIDEENE Prnt and Submit

Case Title: DOE V5 ABC ROOFING Draft #: 2013-28
*To:

Lester Goldblatt Esq.

Characters left:

Please take notice that on a date to be set by the Court, the undersigned will move for the following relief:
¥ ORDER FOR DISMISSAL WITHOUT PREJUDICE
¥ Lack of Prosecution pursuant to NIJSA 34:15-54, subject to the right to apply to the Division of Workers® Compensation to
have the petition reinstated for good cause, within one year from the date of this dismissal.

" Other - Enter Description below

\
Characters left:

¥ ORDER FOR DISMISSAL WITH PREJUDICE
I” Failure to Sustain Burden of Proof

I” Other - Enter Description below

\
Characters left:

Movant will rely upen the following in support of this motion:

This is a free form space limited to 3000 characters. Depending on how much text is entered here,
the Motion documeny may expand from the standard l-page to a 2-page form.

Characters left: “Note: An additional page may be generated depending on the amount of information entered here.”

¥ Additional documents and/or certifications listed herein are being mailed to the Court and all parties:

If you have any additional supporting documentation(i.e. medical reports,etc), you can check off
the box and list the documents here in this space. The

documentation can be provided to the court on the next scheduled hearing date.

Characters left:

Clear | cancel | Save and Continue__ | -

7. Ifthe document is complete, you must print the document (View & Print), verify and sign it and then retain in
your records.

Bittown.  @SCOURTS on-line,

Today is CW: 3 CD: 4 ==

Inquiries Reports

Motion To Dismiss Filing

Required Field =*

o =1L MR UGS ST E Print and Submit
Hearing List Search

Case Title: DOE VS ABC ROOFING Draft #: 2013-28

Prior to submitting this document to the Division, it must be printed and signed.

You must retain the signed document in your records as required by the Division of Workers' Compensation Rules.

View and Print

E-Filing Motions Procedures Guide rev date 2/7/2013
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This is the draft document. It comes up as a pdf document in a separate window. Print the document using the
browser print button.

€ Courts: Build 0.045¢-TSG, null - Microsoft Internet Explorer provided by New Jersey Department of Labor

=la|x]

@:/ R4 http://coL

x @Convert + [HSel

ool .
oo

5.¢ Favorites 4

Hello,

TIM MINDEK
MONIQUE T MORAN ESQ

Today is CW: 3 CD: 4

Home

Inbox

Case Search
Hearing List Search

Help Center

Lo -

‘& http .dol.state.nj.us:8282/ CrystalRep cwrlid=1541. P 1=devuiboxi - Microsoft Internet Explor.., = |0 ﬂ
£ ) = [€] http://devuiboxiol dol.state.nj.us282/CrystaReports, 7] 41 || X | [#§ Google
File Edit GoTo Favorites Help

% @gConvert = [ Select

< Favorites (& http://devuiboxi0l.dol.state.njus:B282/CrystalRe... ‘

|t -8

| g v Page~

e

i

aaneFon

i e

TO: Lot Cckhen Ene

e
E] coen ron cisessaL wiriouT PREIUDICE

[ P
e e e o e e 8 e Samaas

[

R

e

M e vy ot ko e o e s

== e

e e i i A T i |

Dume

-

Pt s Bt D000

./ Unknown Zone | Protected Mode: Off

o~

Safety ¥ Tools ™ @@~

Draft #: 2013-28

sation Rules.

Print Submit

=l

After printing, the Submit button will become visible on the page. If you are ready to submit the document to the
Division, hit the “Submit”. A prompt will appear asking if you’ve printed and signed the latest version.
Hit OK to proceed.

Hello,
TIM MINDEK
MONIQUE T MORAN ESQ

Today is CW: 3 CD: 4

E-Filing Inquiries Reports

Home

Inbox

Case Search
Hearing List Search

Help Center

Motion To Dismiss Filing

=R UGG ST Print and Submit

Case Title: DOE VS ABC ROOFING

Prior to submitting EElppsnege

&' Requires Ok to Continue

COURTS orrline %

You must retain the 4 o) Has the Latest Version of this Document Been Printed and Signed?

Required Field =*

Draft #: 2013-28

X

Workers' Compensation Rules.

View and Print

Submit

nogov

Tabor
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9. After the Motion has been successfully submitted, a confirmation message will be displayed as shown below.

The message will list all the active attorneys and unrepresented carriers on the case and inform you as to
whether we were able to e-serve them the document.

For parties we were unable to e-serve, you must send them a copy of the filing.

This page displays the date and time of filing the Motion. You may print this for your records.

Eitiow.  “SCOURTS ON-line

Today is CW: 3 CD: 4 E-Filing Inquiries Reports

Motion Filing

Home

Inbo:
i Document successfully submitted to DWC on 01/31/2013 at 12:10:18 PM.

Case Search

Following are the details of this motion filing.
Case Number:  2013-28

Hearing List Search

Help Center
The Division has forwarded a copy of this filing to the following efiling parties.

LESTER S GOLDBLATT ESQ

The following parties are active on this case but could not be electronically noticed of this filing by the Division. You must serve these
parties directly.

Hona Found

You must also serve any non-parties who are entitled to notice and advise them of the hearing date set by the Court.
Proof of Service must be provided to the Court on the day of the hearing.

File New Motion | View Filed Document

E-Filing Motions Procedures Guide rev date 2/7/2013
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STEP BY STEP PROCEDURES FOR DOWNLOADING E-MOTIONS DELIVERED TO MY FIRM’S INBOX

After a Motion is e-filed, the system will deliver the Motion to the Message Inbox of all the e-filing attorneys active on the
case. In addition, if an e-filing carrier is unrepresented by counsel, they too will receive notice of the filing in their
message Inbox. The following screens will show you this process.

1. This is the Home page of the respondent attorney from example #1 above (MISC MOTION). As you can see, a
new message has been delivered to their Message Inbox indicating that a Motion was e-filed.

Click on the link View Full Message Box to see the full Inbox and to download the message.

e o «SCOURTS on-line %

Today is CW: 3 CD: 4 ==

Inquiries Reports

Welcome To COURTS On-line System Alerts

There are no Active System Alerts at this time

You are logged in as:

TIM MINDEK Message Inbox

MONIQUE T MORAN ESQ
Today is 1/31/2013 and it is cycle week 3, cycle date 4.

01/30/2013 2013-28 ==MOTION E-FILED**

-evigw full Messsge Box

Draft Doguments

Procedures & FAQ's
Application Forms
Tech Support:

11/28/2012 33657 TESTING (=] 609-777-4921 or 609-292-2536
courts@dol.state.nj.us

01/24/2013 2012-16037 MTN DISM LACK COVG

—.view full Draft Document List | DWC Home Page

Leqal Disclaimer & Confidentiality Statement

2. Toview the document, click on the linked “Motion E-Filed” and document will come up in a new browser
window as a PDF document.

e, @ACOURTS on-line %

Today is CW: 3 CD: 4 E-Filing Inquiries Reports

Hearing List Search Check All | Uncheck Al | Filter Message |

One item found
01/30/2013  **MOTIOM E-FILED** 2013-28 DOE V5 ABC ROOFING TRENTON LIBERTY MUTUAL INS.
B

Print List: PDF

Move Delete
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“Save As” option under “file”.

€ Courts: Build 0.045¢-TSG, nu

http://courts-t

=k
h

% @Convert [ Select

ool .
oo

¢ Favorites

4} Con
Hello,

TIM MINDEK
MONIQUE T MORAN ESQ

Today is CW: 3 CD: 4

Home
Inbox

Case Search
Hearing List Search

Help Center

‘& http://devuiboxi0l.dol state.nj.us:8282/C

owr?id=154122

i - Microsoft Intemet Explorer... — |0] |

K& = [ http://devuiboriol dol state.nj.us8282/CrystalReports/v x| | 43| [ | [2Y Google P~
File Edit GoTo Favorites Help
% @5Convert - [ Select
¢ Favorites @ hitp//devuiboxi0L.dol state.nj.us:8282/CrystalRe... | ‘ fi v B - = @ v Page~ Safety Tooks~ i@~
[ — atis of wotion ‘__ — ‘
Tl
i ‘for Mors Money Vengs _TRENTOM

ve ccn LESTER 5 BOLCELATT ES

WETUCHEN, o

e ranes camm

weseimes
s sty o e
e w5 i s o i
|‘1~mn—hw |
[oman e
0 e

LESTER 3 GOLDBLATT E3G
far Potsioner

This Socimat has boat o s YIS by sy Bt bekom. Tha gl f s st il b abdand by s sty

Pt Nt g

Done

./ Unknown Zone | Protected Mode: Off

To print the document, simply hit your Browser print function. You may also save the document by selecting the

=la|x]

o=

Page~ Safety ™ Tools~ @~

Logout

After you have completed printing the document, you may delete the message or move the Message into the

“Addressed” tab in your Message Inbox for future reference. To do that, select the message by placing a check
box and then hit either the Move button or the Delete button.

MONIQUE T MORAN ESQ

Today is CW: 2 CD: 4

Home
Inbox

Case Search
Hearing List Search

Help Center

E-Filing Inquiries Reports

Messages

Check All | Uncheck Al | Filter Message |

One item found

T T R K R Ty e—

2013-28

01/30/2013 **MOTIOH E-FILED®*

r

Print List: PDF

Move Delete

“SCOURTS ornline 4

DOE V5 ABC ROOFING TRENTON LIBERTY MUTUAL INS.

nj.govilabor
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HOW TO RETRIEVE A DRAFT DOCUMENT:

During the e-filing process, a document may be saved several times. After a document has been saved, the filer may leave
the filing process at that time without losing that document. They can retrieve the document at a later time from the
firm’s Draft Document List. Once the document has been submitted, it will be automatically deleted from the list.

1. To view your firm’s draft documents, click on the E-Filing Menu and select “Draft Documents” or click on the link
“View full Draft Document List “ from the Draft Documents section on the home page.

B *HCOURTS ONeline

Today is CW: 3 CD: 4 E-Filing Inquiries Reports
New Claim

T Answer = JRTS On-line System Alerts

There are no Active System Alerts at this time

Inbox
Case Search

Hearing List Search

You are logged in as:
TIM MINDEK
MONIQUE T MORAN ESQ

Today is 1/31/2013 and it is cycle week 3, cycle date 4.

Message Inbox

01/30/2013 2013-28 FEMOTION E-FILED**

-..view full Message Box

Draft Documents

Procedures & FAQ's
Application Forms
Tech Support:

01/24/2013 2012-16037 MTN DISM LACK COVG 609-777-4921 or 609-292-2556
courts@dol.state.nj.us

01/31/2013 2013-28 DOE MTN DISM

11/28/2012 33657 TESTING cp DWC Home Page
DWC Home Page

--.view full Draft Document List Legal Disclaimer & Confidentiality Statement

2. This will pull up your firm’s Draft Document list. You can scroll through the list to find the document you wish to
bring up.

Bt @SCOURTS OnHine i

Today is CW: 1CD: 4 E-Filing pR— —

My Draft Documents

Check All | uncheck all |

2 items found, displaying all items

Hearing List Search

r 2013-28 ST JANE DOE 123 ROOFIN... CARROON & MTN DISM 02/07/2013 MINDEK, TIM |
8956 BLAC...
r 2012- THE TIX CO... LIBERTY MU... MTN DISM LACK 01/24/2013 MINDEK, TIM
16037 CcovG
r 33657 e TESTING ABC ROOFIN... LIBERTY MU... cP 11/28/2012 MINDEK, TIM
4566 TESTING

Delete Filter

3. If you are having difficulty finding the document, you can hit the Filter button and it will allow you to search the
Draft Document List as shown here.

— “SCOURTS ornrline %

Today is CW: 1CD: 4 E-Filing Inquiries Reports

Filter Draft Documents

Person IDN Last Name Draft Doc #
(7] [contains =]
Year Case # Carrier Name Last Updated Updated By

Hearing List Search

[ [select

|«

e Select =l
Search | Full List | Clear

My Draft Documents

Checke All | uncheck all |

3 items found, displaying all items

r 2013-28 S JANE DOE 123 ROOFIN... CARROON & MTN DISM 02/07/2013 MINDEK, TIM B
8956 BLAC...
r 2012- THE TIX CO... LIBERTY MU... MTN DISM LACK 01/24/2013 MINDEK, TIM
16037 CcovG
r 33657 e TESTING ABC ROOFIN... LIBERTY MU... cP 11/28/2012 MINDEK, TIM
4566 TESTING

Deiete
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QUESTIONS:

Q: If | file a Motion to Implead, how will | add the new parties to the filing and will the system serve the Motion on
the new parties that are being impleaded?

A: You can identify the name and address of the new party in the body of the motion. The Division however,
cannot serve the motion on the party that is being impleaded as they are not parties on the case yet. The
filing attorney will have to manually serve the Motion on the new party and advise them of the hearing
date set by the Court.

Q. Motions to Dismiss presently require attorneys to produce proof of mailing (certified mail receipt). Will this
requirement be modified with the commencement of the e-Motion program?

A: Upon e-filing a Motion, a confirmation page will be presented which will provide the date and time of
the filing and the names of the parties that have been electronically messaged and the names of the

parties that will need to be manually served by your firm.
This page can be printed for your records and can serve as the proof of service for the e-filing parties

on the case.

For those parties that are manually served by you, you must present proof of service to the court upon
request.

Q: How can we support our Motion with a factual certification or affidavit? Will the information that is entered into
the "Movant will rely upon the following in support of this motion" field be deemed the contents of a
certification? Will this comply with the rule set out in 12:235-3.5(b)? How would | attach a client's affidavit to an

e-filed Motion?

A: E-Filing Attorneys may insert their own certification into the “Movant will rely upon the following in
support of this Motion” space provided in the form. Affidavits or any other documentation cannot be
attached and will have to be supplied to the court and to the parties at a later date. To facilitate this, the
e-Motion forms include a checkbox to indicate that additional documentation will be made available to
the court and to the parties separately.

LWD E-Filing Motions Procedures Guide rev date 2/7/2013
Page 16 of 16



	Overview
	Procedures Guide
	Example 1: E-Filing a General Motion
	Example 2: Motion to Dismiss
	Downloading e-Motions from my Inbox
	How to Retrieve a Draft Document
	Questions

