PATS Set-up

Proceed with these directions once you receive your authorization code.

Visit NJ.GOV and select Login seen within the red rectangle
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ces | Agencies| FAQs | Translate | GetUpdates ™ | SearchQ

&= OFFICIAL SITE OF THE STATE OF NEW JERSEY

N\j.gov

NJgov@&  AboutNJ~  Business Co Employment~  Government ety  Thingsto

y~  doinNJ-

Select Sign Up to register and become a my New Jersey member if you don’t have an already
existing account

Newlersey

s

Log In to myNewJersey

Login ID: If you need to register for

3 : Unemployment Benefits
please go to
myunemployment.nj.gov.
Password: Unemployment services are
only accessed through that
site.

Otherwise, register for

Forgot your login ID? myNewJersey services here:

Forgot your password? Sign Up
Need help?
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Fill out your information. The page will look like the screenshot below
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Newlersey

ponmrad by TROIT

&

Create Your myNewJersey Account

To use specific services that Mew Jersey has offered you, you need to create a myMewlersey account using this form {all fislds are
required).

“foull be able to change all of your entries later, except your login |D, using the "my account” link any time you're logged in to myMNewlersay.

Login IDs ¢an be no more than 26 characters long, and may only contain letters, numbers, and these four characters: @ . - _
Lagin ID

Passwords must be at least & characterss long, chasen from at least three of these groups: lowercasse letters, uppercase letters, digits. and
other characters (except space, quotes, =, =, & and ).

Pazzword

Reiype your password

First name

|
Last name

If you forget your login ID or password in the future, the system will ask you the question you enter here. If the answer you give then matches
the answer you enter now, the system will send your ID or 3 new password to the email address you provide below. Enter 2 question and
answer you can remember, but only you would know.

Question you want us to ask
Your answer
Email address

Retype your email address

Take a moment to review your sign-up information and be sure it's correct before you ciick the Create Account button.

Create Account
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Once an account is created, please log in and select “auth code” in the right corner of
the page to enter your authorization code

@NewJergﬂgy

Welcome MIS: logout | my account llayout | help

o If your browser automatically enters your ID and password for myNJ on any of your other devices, learn how to retrieve them from your browser's password manager.

NJLPS Applications: N Events
Travel Guide

Locate Events | Travel & Tourism Home | Add an Event
0OPD Expert

QPD Pool Attorney Case Management System

Enter your personal authorization code you received by e-mail

Newlersey

njoit

&

Enter Your myNewJersey Authorization Information

1. If you've been given an authorization code, type or "paste” it into the box below (otherwise, click "Cancel”).
2. Click the "Finished” button.

3. Your code will be verified and your profile will be updated with your new role.

4, Ipthle update is successful, the myNewdJersey portal will end your current session and, after a few seconds, will return your browser to
the legin page.

5. Please log back in and verify that your myNewJersey desktop includes the content for your new role.

Enter your authorization code:

Select Finished and log into the portal again. The PATS application will be on your
left viewing panel as seen in the screenshots below
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%New]ersey

njoit

Your myNewdersey Authorization Was Successful

* Your authorization code was processed and your profile has been updated.
* Your myNewjersey session has been ended.
* In a few seconds you'll be returned to the login page where you should log back in and verify your new contant.

NewlJersey

njoit

&

You've logged out

IReturn to the myMNewlersey Login Page I

Co to the New Jersey Home Page

!= NeWJersey Welcome OPD: log,

njoit

NJLPS Applications New Jersey Events
IOF‘D Pool Attorney Case Management System I 22 Travel Guide

Locate Events | Travel & Tourism Home | Add an By

S

Please be mindful of the below information:

The New Jersey portal environment places the following constraints on your session:

1) The portal will automatically log you out after %> hour of inactivity.
2) The portal will automatically log you out after 2 hours, regardless of activity.

If you should see a message that instructs you to contact the administrator, it simply
means that you have exceeded these time constraints. If this happens, please log into
the NJ portal again and re-start the pool attorney application.

This means that you should make a note of the time that you first log into the portal (not the
Pool Attorney System), as these times are tracked by the My New Jersey portal. This applies
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to anyone who is logged into the My New Jersey portal, not just users of specific
applications within the portal such as the Pool Attorney Timekeeping System.

When using the PATS system, you should try to avoid walking away from your
computer while you are in the middle of entering data on the Time, Expenses
or Disposition screens. If you are away from your computer for 30 minutes or
more, without any activity, your session will be automatically terminated by
the NJ Portal, and you may need to re-enter some, or all, of your data.

If you are logged into the Portal for more than two hours, your session will automatically.
be terminated, and you will need to log back in, to continue your session.

TO ACCESS AND LOG INTO THE POOL ATTORNEY APPLICATION

Follow the instructions that have been sent to you via e-mail to create a
New Jersey Portal account and for entering your authorization code. You
may also use an existing My New Jersey account to access the Pool
Attorney Timekeeping System.

Log into the PATS portal, the link for which will be found inside the NJLPS
Applications box inside the My New Jersey portal. Enter the Username and
Password that has been provided to you by the Public Defender office.
These credentials will be different from the ones used to log in to the My
New Jersey portal.

Pool Attorney Timekeeping System

XTmNS|

Remember me Reset password

If you need assistance, please contact the Case Management System Team at this email: OPDCMSApp@opd.nj.gov
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Note there is a Reset Password function on the log in page. If you forget your password,
click Reset Password. If you have your login id, you will be able to answer your secret
question. If you are successful, you will automatically receive a new password in your
registered email. After you have logged into the system, you may change the password.

The first time you login, you will be asked to enter a secret question and its answer,
which may be used to reset your password, should you forget it.

VERIFY YOUR CONTACT INFOTMATION

After successfully logging into the system, you will be brought to the portal’s main page. A
generic message, for example, notice for Vendor Compliance documents required, will be
flashed as a pop-up message. Each time you login, the pop-up below will be presented. Click
Continue to proceed to the portal’s main page.

‘ ﬁ' STATE OF NEW JERSEY (Case 4 or Client Name Q) ﬂ TOM CLANCY v
| b OFFICE OF THE PUBLIC DEFENDER
s, Experts and Per Diems.
Vendor Contract Compliance FY25 Recertification is Required name.
PATS Inbox For Active OPD Pool Attorneys, Experts and Per Diems o
THE INSTRUCTIONS AND FORMS FOR FY2025 VENDOR CONTRACT COMPLIANCE rs" entered. By clicking on the

Case Search RECERTIFICATION ARE LOCATED IN THE QUESTION MARK ICON ON THE TOP [p either billed under another

A ATTORNEY RIGHT HAND CORNER OF THE PAGE it for those case(s).
Expert Request PLEASE READ THE INSTRUCTIONS CAREFULLY! ()

Expert Search REQUIRED FORMS DUE DATE: JUNE 10, 2024

o Approved Vouchers
Contact Us . FY2025 VCC Recertification Form
+  Standard Terms and Conditions (Revised January 11, 2024) Vouchers approved by NJOPD and
10 +  FY2024 VCC Recertification Form - Required if not submitted in 2024 3 pending payment

PLEASE SUBMIT THE SIGNED DOCUMENTS TO: OPD.Vendor.Compliance@opd.nj.gov
Click here for the documents

1

Approved Expert Requests
Expert Requests approved by
5 NJOPD

Click the Question Mark icon in the upper right corner of the page to get to the compliance
required documents needed for the next fiscal year. The User Guide is also available at the
location for further information on navigating through the PATS portal.

Revised 06/05/2024 7




(Case#o\ Client Name Q)

Vendor Contract Compliance FY25 Recertification is Required for Active OPD Pool Attorneys, Experts and Per Diems.
To access vendor compliance documents, please click the question mark to the left of your name.

PATS Inbox
YYou will notice "Release Case™ button is now available to you on the case(s) with “zero hours” entered. By clicking on the “Release Case™
Case Search you are consenting to remove a case from your Active list for case(s) that are either billed under another case for that defendant OR you
may have not worked on the case.
Expert Request A ATTORNEY Once you've released case(s) you will no longer be able to submit any vouchers for payment for those case(s).

Expert Search

Active Cases Submitted Vouchers Approved Vouchers
Qs My aciive cases assigned fom NJOPD Vouchers submitted to NJOPD and waiting Vouchers approved by NJOPD and pending
10 v 9 13 for review 3 payment
Rejected Vouchers Paid Vouchers Approved Extension Requests

Vouchers rejected by NJOPD, need to

1 revise or add supporting documents 8 Vouchers which had been paid by NJOPD

Submitted Expert Requests

Expert Requests submitted to NJOPD and
7 waiting for review 5

Denied Extension Requests Approved Expert Requests

Expert Requests approved by NJOPD

The Contact Information section provides further information on how to contact the Public
Defender Office for your issues.

TATE OF NEW JERSEY

B ovame v
OFFICE OF THE PUBLIC DEFENDER

PATS Inbox A Online Help Documents

Folder Name Posted Date Last Edited On

Case Search

PATS ONLINE HELP PATS USER GUIDE 07/10/2023 05:05 AM 07/10/2023 05:05 AM
Expert Request EY25 VCC RECERTIFICATION FORM PATS USER GUIDE 03/19/2024 04:17 PM 04/19/2024 01:23 PM

FY24 VCC RECERTIFICATION FORM 11 16  PATS USER GUIDE 03/19/2024 04:17 PM 04/19/2024 01:23 PM
Expert Search 2

NJ STANDARD TERMS AND CONDITIONS PATS USER GUIDE 03/19/2024 04:17 PM 04/19/2024 01:23 PM
Contact Us 2:8:2024

FY2025 RECERTIFICATION INSTRUCTIONS PATS USER GUIDE 03/19/2024 04:43 PM 04/19/2024 01:23 PM

A Contact Information

g N [

Payment Status Fiscal Team 1609-943-3598

Technical Issues Case Management System Team OPDCMSAPp@opd.nj.gov

Vendor Compliance Status Vendor Compliance Team ©PD. Vendor.Compliance@opd.nj.gov
Voucher Status The Local Deputy for the case

Click your name in the upper right corner of the page.

TOM CLANCY V|

TATE OF NEW JERSEY ( Case # or Client Name Q)
OFFICE OF THE PUBLIC DEFENDER

]

Vendor Contract Compliance FY25 Recertification is Required for Active OPD Pool Attorneys, Experts and Per Diems.
To access vendor compliance documents, please click the question mark to the left of your name.

PATS Inbox
You will notice "Release Case” button is now available to you on the case(s) with "zero hours” entered. By clicking on the "Release Case"
Case Search you are consenting to remove a case from your Active list for case(s) that are either billed under another case for that defendant OR you
may have not worked on the case.
Evpert Request A ATTORNEY Once you've released case(s) you will no longer be able to submit any vouchers for payment for those case(s).

Expert Search

Acti Submitted Vouchers Approved Vouchers
Contact Us ctive Cases
M Vouchers submitted to NJOPD and waiting Vouchers approved by NJOPD and pending
y active cases assigned from NJOPD
10 13 for review 3 payment
Rejected Vouchers Paid Vouchers Approved Extension Requests

Vouchers rejected by NJOPD, need to

1 revise or add supporting documents 8 Vouchers which had been paid by NJOPD

Submitted Expert Requests

Expert Requests submitted to NJOPD and
7 waiting for review 5

Denied Extension Requests Approved Expert Requests

Expert Requests approved by NJOPD
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) STATE OF NEW JERSEY

PATS Inbox
Case Search

Expert Request

Expert Search

Contact Us

OFFICE OF THE PUBLIC DEFENDER

( Case # or Client Name Q)

TOM CLANCY A

TOM CLANCY

RNILSEN@CSITECH.COM
x

You will notice "Release Case” button is now available to you on the case(s) with "zero hours" entered. By clicking on the "Release Case”

you are consenting to remove a case from your Active list for case(s) that are either billed under another case for that defendant OR you

may have not worked on the case. 2 Upload Signature

Once you've released case(s) you will no longer be able to submit any vouchers for payment for those case(s).

B B

Vendor Contract Compliance FY25 Recertification is Required for Active OPD Pool Attorneys, Experts and Per Diems.
To access vendor compliance documents, please click the question mark to the left of your name.

A ATTORNEY

B

Change Password

Submitted Vouchers

Vouchers submitted to NJOPD and waiting
for review

Approved Vouc|
Vouchers approve
payment

Active Cases
My active cases assigned from NJOPD

@ Change Security Question

@ SignOut

You will see your personal menu. You can edit your profile (as permitted), generate your
barcode signature, possibly change your password, manage your password reset security
questions and sign out. Please verify your phone, fax and cell numbers, and your e-mail
address. The phone and e-mail fields are required. If any of the other information is
incorrect, please contact the Compliance team from the Contact Information to have them
make these corrections for you. Please note the running total of your In-Court and Out-of-
Court hours for the current fiscal year is displayed in the center of the screen. The Vendor
Compliant green check mark is at the center indicating your status is good for the fiscal
year. Click the Save button to save the information you corrected.

ATE OF N e
ﬁ' OFFICE OF THE PUBLIC DEFENDER

\
Bl e

earch

Contact Us

ﬂ TOM CLANCY v

Name

CLANCY, TOM

Address
PO.BOX 1

City State
PENSACOLA FLORIDA

Zip Code
243522153
Phone Fax Cell
334-637-2626 354-637-2763

Email

F your addess has changed, please notily the Viendor Compliance leem of Office of the Pubiic Defender ot OPD. Vendor. Compliance@opd.nj gov.

I Fiscal 2024 Incourt Hours 43 | Fiscal 2024 Outcourt Hours 45 I

For official uss only by OPD:

Vendor Contract Compliant

 Vendor Compiiant

f you are NOT Contract Compiant, piease nafiy the Vendor Compliance feam of Offce of the Fubic Deender at OPD. Vendor. Compliance@opd.nigov

A Vendor Compiiance Documents

S S [ S U R

No record found.

Vendor Compliance Documents section:

At the bottom of the Edit Profile page, you will see the section “Vendor Compliance Documents”.

Click the Add button.
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Fiscal 2024 Incourt Hours 43 | Fiscal 2024 Outcourt Hours 45

For official use only by OPD:

Vendor Contract Compliant + Vendor Compliant
If you are NOT Contract Compliart. please notfy the Vendor Compliance team of Office of the Public Deferder at OPD.Vendor. Compliance(@opd.nj.qov.
A Vendor Compliance Documents Add
o oo
No record found

The Add Vendor Compliance Document window will appear. With this feature you will be able to
upload your required state vendor compliance documents. The process is to select the appropriate
Folder Name for the compliance document and then use the Choose File button to select the
relevant document from your local computer. Note that you can add additional documents or

+ =

remove a document by using

buttons on the right of the screen. Kindly note that this feature is only to be used by established
OPD pool attorneys. New Pool Attorney applicants are to use the standard procedure established
by OPD.

Add Vendor Compliance Document x
Folder Category (Req.) Folder Name (Req.) Upload File (Req.)
VENDOR COMPLIANCE [ :] Choose File | Na file chosen

BUSINESS REGISTRATION CERTIFICATE

MNISTART VENDOR PROFILE

STANDARD TERMS AND CONDITIONS FOR WAIVERED SERVICES
SOURCE DISCLOSURE CERTIFICATION

OWNERSHIP DISCLOSURE FORM

DISCLOSURE OF INVESTIGATIONS AND OTHER ACTIONS INVOLVING BIDDER
DISCLOSURE OF INVESTMENT ACTIVITIES IN IRAN

MACERIDE PRINCIPLES

TWO-YEAR CHAPTER 51/EXEC ORDER 117 POLITICAL CONTRIBUTIONS
PUBLIC LAW 2005 CHAPTER 271 POLITICAL

EMPLOYEE INFORMATION REPORT CERTIFICATE

CEIR%
OTHER
Upload Signature
ﬁ' CHPRCE O TR MHILSD DEPEOEN = ot CLANC ¥
TOM CLANCY
ds L Profie
[ m | B rangs Pavwwers
~ e e ———
BF  Sign Oui

Change Password
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AR : F o TEM CLANLY &
CFICE OF THE PUBLIC DEFENDEN

TOM CLANCY
A
| et drodds
i i ¥ vpload Sgnatae
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o s -

Bb  iign thit
[ covivee |
Change Security Questions
i OFPCE Dt g Py DB SORN ) a TEMa CLANCT A
TOM CLAMCY

F upioad Signature

T Fitdwin

."'""-.1 @ change Socurity l';uﬂ-e:.-\.-l

e T S T

Ay ifieg |

Bt Cciom

Sign Out

It is always best practice to sign out of the application using the sign out option provided to you.

OF NEW JERSEY
OFFICE OF THE PUBLIC DEFENDER

Case # or Cl TOM CLANCY A

TOM CLANCY
. RNILSEN@CSITECH.COM
Vendor Contract Compliance FY25 Recertification is Required for Active OPD Pool Attorneys, Experts and Per Diems.

To access vendor compliance documents, please click the question mark to the left of your name.
PATS Inbox

2
&s  Edit Profile
You will notice "Release Case" button is now available to you on the case(s) with "zero hours" entered. By clicking on the "Release Case" you are consenting

Case Search to remove a case from your Active list for case(s) that are either billed under another case for that defendant OR you may have not worked on the case.
A ATTORNEY Once you've released case(s) you will no longer be able to submit any vouchers for payment for those case(s).

N

Upload Signature
Expert Request

B Change Password

Expert Search
Active Cases Submitted Vouchers Approved Vouchers
Contact D My active cases assigned from NJOPD B Vouchers submitted to NJOPD and waiting for review Vouchers approved by NJOPD @ Change Security Question
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