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COURTS on-line
Electronic Filing of Motions and Answers to Motions
with Attachment Upload
PROCEDURES GUIDE

This document will outline the step-by-step procedures for e-filing and downloading Motions and Answers to Motions from
the COURTS on-line system. It will also provide instructions on how to attach your own documents to Motion filings.

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 | e-file Motions?
= |nstant docketing of the Motion and Answer to Motion document in the COURTS system
= Ability to attach own supporting documentation (i.e. certifications, affidavits, medicals, etc.) to the filing
= Instant messaging of the document and attachments to e-filing parties on the case
= Ability to view and print the Motion (and any attachments) 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 is e-filing the Motion:
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 e-filing the Motion:
Message and link to Motion document will be sent to:
= Active e-filing Petitioner/Applicant Attorney firm
= Other active E-Filing carriers on the case if they are not represented by counsel yet
= Other active E-Filing Respondent attorney firms on the case

Filing attorney will still be responsible for serving a copy to all non-e-filing parties and other interested parties via
US Mail. You will be advised which parties the Division has electronically served and which parties you are
responsible for serving upon submitting the motion.

What kinds of Motions can be e-filed through COURTS on-line?

1. Motion to Dismiss (dismissal of the 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 for Default
e  Motion to Implead
e Motion for Interrogatories
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
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e  Motion to Vacate

e  Motion to Change Venue

e  Motion to Dismiss for Lack of Coverage
e  Motion to Join the UEF

3. Motion for Medical/Temporary Benefits (attachments required)

Motion for Emergent Medical Treatment (attachments required)

5. Answer to Motion (this form is used to Answer a Motion to Dismiss, General Motion or Motion for Emergent

Medical Treatment)

Answer to Medical/Temporary Benefits

7. Supplemental Document (this form is to be used to submit additional information and/or attachments related
to a previously filed Motion filing)

E

o

What Motions can I not file electronically?
= A Motion to Restore cannot be efiled electronically as the system requires that a case be in open status for a Motion

to be e-filed. Please submit this Motion via paper to the court.

System Requirements for Uploading Attachments:
=  The approved file formats for document attachments are: PDF, JPEG & TIFF.
= |f the original document is a multi-page document, then the scanned or converted document that is uploaded to the
system must also be a multi-page document.
=  Refer to Addendum 1 for complete details on attachment requirements.

System Requirements for Viewing Attachments:
= All COURTS on-line subscribers must now be able to view the PDF, JPEG and TIFF documents, in a multi-page format.
Please ensure that proper viewers are in place before the commencement of this program.
= Refer to Addendum 2 for details on how to view attachments.

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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Electronic Filing of Motions and Answers to Motions
with Attachment Upload
PROCEDURES GUIDE

INDEX:
E-FILING A MOTION FOR MEDICAL & TEMPORARY BENEFITS WITH ATTACHMENT (EXAMPLE 1):

E-FILING A GENERAL MOTION (EXAMPLE 2):

E-FILING A MOTION TO DISMISS (EXAMPLE 3:)

E-FILING AN ANSWER TO MOTION (EXAMPLE 4):

E-FILING A SUPPLEMENTAL DOCUMENT (EXAMPLE 5):

HOW TO RETRIEVE A DRAFT DOCUMENT:

DELIVERY / SERVICING OF E-MOTIONS TO CASE PARTIES:

VIEWING THE MOTION WITH ATTACHMENTS FROM CASE LOOKUP VIEW:

ADDENDUM 1: GUIDELINES FOR CREATING CASE EXHIBIT/ATTACHMENT FILES
ADDENDUM 2: GUIDELINES FOR DOWNLOADING/VIEWING ATTACHMENT DOCUMENTS:

QUESTIONS:

EXAMPLE 1: E-FILING A MOTION FOR MEDICAL AND TEMPORARY (WITH ATTACHMENT UPLOAD)
This example will demonstrate how to e-file a Motion for Med/Temp with an attachment. The same “upload attachment”
process can be used to e-file any Motion or Answer to Motion document with attachments.

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|.

Hella,

Today s CW1 2C0n 1

System Alerls
Thars are ne Artiva fystam alasts at this fima

2. Enterin the Year and Case Number of the claim petition and hit . The system will verify if the case is in Open
or Re-Opened Status and that you are an active party on this case.

«SCOURTS on-line %

©-Filing Tnguiria: Raparts

Petition Information for Motion Filing
* venr: 2014 “ casa #: 3|

3. From the “Motion Type” drop-down — select |Motion for Med & Temp|
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E-Filing Inguries Reparts.

Petition Information for Motion Filing

Plesas
o filing par

ety e of Mation to be filed aod the party for the caption of this motion. The Division will forward this motion only T
s Uan suhmil, e confirmation page will identily any partics thal you must seree directly.
* Motion Type:

Gelect =1

Eelect

MTH TC DISMISS —_|

NCITICE MTH MED & TEMP =

MTN FOR CMERGENT MED TREATMENT Continue | Cancel
GTHER MOTION

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

that party. Then hit .

“MCOURTS orrline %

T Repurls

Reguivd Foala =

Petition Information for Motion Filing
Yaar-Cane #: 2014-3

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

* Select Respondents
mlnct

Continue | Cancal

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 / 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 .

E-Filing

Regaired Fields = *

Pelilion Informalion lor Molion Filin

Tear-Ca #: 2014-5

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 o
e~ filing partivs. Upar submil e confirmation page will idealily any partics thal you must seree direcly.

* Mation Type!

* falect Respondeat:

WORKFMLACE/QUALCARE PREFEARED PAOVIDFAS/MONIGUE T MORAN ESg »

O itw

| ooteservame | 4 bhame | s | DocmentTves | lastupdated | Undated By |
Z0i4-3 BOB TESTER WORKPLACE LIBEATY MUTUAL INE MTN DISM CU29/2014 MINCER.T

Cruate naw | Cancel

6. The next set of screens is the Motion data entry template. The 1" tab is called the Caption. It will display the parties
* that will appear in the case caption of the filed Motion document. The party information is not editable.
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Motion for Med & Temp Benefits

[FERTTT Motion Details | Frint and Submit
Case Tithe: TESTIR VS WORKPLACE Draft #: 2014-3

L pettioner W Attorneyforpetitioner ________|
i ool Compaay Mame: KUKZ 8 GERMICK
Addrass Line1) 1 HOME AVE Addrans Line1 S5 RITTENROUSE FLACE
A LR = Address lna
! et Ty ARpuERE
e s State: a
:""‘" R i Coder 19003
p— UNITED STATES et At i
Talaphoss B it 8731400

Compasy Mame:
Addrass Lina i
Addrass Lina2:
el

Stater

Zip Cada:

Talaphons Mo:
Address Linels 3 309
Addrass Lined:
s
Al
Zip Codes
Carriar Clasm Nember:

Cancal Seve snd Contius

(*Note: regardless of which parties are listed on the document éaption, all parties will be electronically served a copy
of the Motion if they are e-filers)

7. 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.

Complete the data fields on the Motion Details tab that next appears. Fields marked with an asterisk * are required.

a. Between A (Temporary Disability Benefits) and B (Medicals), At least one of theses 2 check boxes must be
checked and the related fields completed.

Taday e CWs 3 €0 1

T riling Tnguirias Raparts

Motion for Med & Temp Benefits

Faquired Field =

(#7050 Motlon Detalls [5G

Case Title: TESTER VS WORKPLACE
* Tor

Draft #: 2014-3

This Mo supported by rcationis) made in ol tha:
[Must attach prior bo submit)
[ patitanar  sndfar [ patitonsr's Attormey
Petitoner aBeges that!
A, Tusmporary Disability Bensfits (11 cheched, ail ffds in this section are required. “NfA or “snkirown” are sceeptabia)
f by ¥

y dinabled and entitled to temparary disability benefits fram
and continuing at the rate of § per week. Respondent provided henefits fram
through the rate of § por weak.

B, Medicals
m A sul furth im the albsched madical reportis) of

Charscars laft: Wate: An additinal page my ba genacated depanding an the amcunt of infarmation anteced hare ©
Petitioner is currently in need ofi

[~ Madical trastmant

[ Dlagnostic studies

 Referral to a specialist{s)

Medical reporti’s) must state the medical diagnosis. If the petitioner, having received treatment, cannot secure a report of the
medical provider authorized by the respondent, this may be set forth in the affidavit in lieu of the physician’s report.

. Dthar jum albached it

h prior
Characters left: “Wete: An additisnal page may be generated depending on the amount of informatisn entered here.”
D Obher Evidence in Suppord ol Helien
Characters hit Teote, e aditional guge may be genersted depending on the smount of infor wrtured hure. "
clasr | Canesl

Sava and Continus —

When completed with this page, hit |Save and Continue|. The page will be validated for errors. If there are any
errors, they will be displayed at the top of the page. You must correct prior to Submitting the document.

9. After saving the Details page, you will be brought to the Print & Submit tab.
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10. The next step will be to upload attachments, if any. (Note — Attachments are only required for two documents:
Motion for Medical & Temporary Benefits and Motion for Emergent Medical Treatment)

a. Hit the File Upload button on this page to start the process.

COURTS onrline %

Reports.

Today is CW1 2 00 1 Inawries

Motion for Med & Temp Benefits
Raquired Fiald w*

Draft #: 2014-3

A% 2 fmal sbep just prior to submtting this decument to the Dresion, you must upload the requined attachments (e, modical
decumentation, certifications, etc.).

You must than pont a finad version of the Mobion documant, and sign it before you Submit it to the Divsion.,

Fils Upload |

b. An “Add Attachment(s)” dialog box (widget) will next appear as a pop-up window. To add an attachment,
Hit the button.

COURTS on-line %

Today i CW: 200 1
# hitp: Aol wenjy ajaxhtm? . £TTSE40ZA

o
L\ Add Attachment(s
* Pluass spucily  file: * Attachment Typu: * Duscription: Subet:
Browse.. | |Select - 5

2dd snother | Ne: 2014-3
1. Accapeabla file farmate:ROF ar PTG or TIFF
3. attached ta a Mation110 a
3,
4,
b

ad

c. This will open up your local PC file directory. Select the file you wish to upload from your file directory and
then hit the button. (Note: Acceptable file formats for uploaded documents are: PDF, JPEG and TIFF.
Refer to the 2/18/14 memo regarding document specifications and system requirements. )

COURTS ornrline %
Today is OW: 100: 1 P s i
v & Lafol state. s/ couns/ countsunline-sjashtm_flowErecutionbiey=_cTT8EA02A - Micrusoft Interet Exphrer p -10] x|
5
& Choasse File to Uplaad x|
e, = Docurments » My Documen b v MyFides = COURTS = Phace IV = Tecting = k& | Search Testing !;9 &
Urgaruze = New lolder = o~ B &
¢ Favorites Documents library e i ~ RS
B Deitop Testing :
" &l

i Dovmloads Mame Type Date moddied = | Siee ".‘
Faverites e =g
Hacact Logins Filefolder  d/24/0021044 .

] Recent Ploces £ Dncuments Filetoider /011 200 M 2o
Myfiles Respunie Ture Testing Fleloldes  S/19/2011 511 AM |
COURTS [ titf_sample Ipage.tiff TIFF File 212472014 429 PM
Phaze NV & 2012 07822 121 506105516080 1iff TIFF Fir 2/24/2014 4:30 PR 1

L PUF_semple_dpagespdl Malobe Acro.,  ZMD/20M 307 PM F
B Desktop ] POF_sample Jpages.doc Microscft W, 2/10/2014 506 PM z

i Libraries 2 iff_sample pdf Adohe At 4 509 PM RI._.I
5 Documents - - . P

|4l |
File name: [11_sarmple_spageit 1| |
Cancel |

d. Next, you must identify what type of attachment this document is from the Attachment Type drop-down.
You have 5 choices as shown below:
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http://lwd.dol.state.nj.us/labor/forms_pdfs/wc/pdf/efiling_MotionsMedTemp_announcement_to_COL.pdf

~  @MCOURTSonlnes ==

ol stabe nj.uut/courtsd/ countsonline-ajac him?_flowErecutionke

Hiag o ms
Add Allad =it s
* Pluase specily o file: . rn * Duscrigtion: -
Crilisersiawiosn\Documents\Myfiles\COUR._ Browse... | [mECICAL = o
|MEDICAL Add another | Na: 2074-3
AFFIDAVITS

MRI report, pay 3t

of ducurmants th tiached Lo & Malion docurvent. 1

Upload Selected Files

(Note: if you are submitting a Proposed Order with the filing, you can attach a pre-prepared Order form
using any of the interactive Order forms available on the Division’s website. The judge can review and edit
the Order accordingly.)

e. Lastly, you must enter in a description for this attachment in the Description field. In this example, we will
describe this document as: Miscellaneous Test Document.

: S on-ine & "

jaxhtm? i i CTTBE402A - Mi

* Attachment Type: * Bascription: select:
Cr\lsersiawkosn\Documents\MyFiles\COUR'_Browsn | [MISCELLANEOUS =] |Miscellanecus Test Document] 7

o Avother § N g: 2074-3

TR T al
woa to & fils for anry dentfication Burpases (#g: MRI report, pay stub, act.

T1 Once you have Uploaded an attachmant, you cannot remave it from the list of documents that are attachsd'te a Motion document. If
mant was uplaadad in arar, you will have ta bagin & néw Mokicn documant again.

=iz
Upload Selected Files |

f.  If you wish to add more documents, simply hit the Edd Another| button and go through the above steps
(maximum # of documents that can be attached is 10).

g. Once you are done with your attachment package for this Motion, please carefully verify the list of
attachments. If you wish to remove an attachment from the list, simply uncheck the check box under the
“Select” column. If the remaining attachment list is correct, hit the |Up|oad Selected Files| button.

h. You will receive an Attachment Confirmation message on the success/failure of the attachment upload:

E http://courts-test0l.dol.state.nj.us/courtsd/success.htm [

Attachment(s) Confirmation
The ing file(s) were ully uploaded
tiff_sample_3page.tiff

Add More | Close and Continue |

NOTE: Once an attachment has been uploaded (in step h above), you cannot remove it from the list of attachments.
If you’ve made a mistake, you will have to start the Motion filing over again.

i.  You can always add to the list of attachments for this filing by hitting the button.

11. Once the Motion document is complete and the attachments have all been uploaded, you should print the
document (hit ), verify and sign the document that comes up. Retain for your records.

Motion for Med & Temp Benefits

Caption| Motion Detalls | L UTE LT ETT

Draft #: 2014-3
The Following Files have beos attached
t#l_sample_Tpage tiff

As a final step just prior to submitting this documant to the Division, you must upload the required attachments (i.e. madical
decumentabion, certifications, ete., ).

You must then print a final version of the Motion document, and sign it before you Submit it to the Division.
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12. After printing, the button will then become visible on the Print and Submit page.

«SCOURTS on-line %

Inquiriun Reports

Motion for Med & Temp Benefits

Eaquirad Flald ==

e Print and Submit|

Dralt #: 2014-3
The Following Files have been attached
tiff_sample_3page.uff

As a final step just prior to submitting this document to the Division, you must uplead the required attachments (i.e. medical
documentabion, certificabions, etc.).
‘You must then print a final version of the Motion document, and sign it before you Submit it to the Division.

Viaw ar d Print | Filw Upload | Submit

If you are ready to submit the document to the Division, hit the button.

13. Click on @ when you are prompted with the Question “Has the latest version of the document been printed and
signed? Requires OK to continue”.

COURTS on-line %

E-Filing TInguiries Regarts.

Motion for Mad & Temp Benefits

Fequired Fleld =*

Caption | Motion Detalls | CETTEREENTTNN

Message freen webipage x| Draft #: 2014-3

Has the Latest Version of this Decument Been Printed and Signed?

A3 3 final step just p Regquires Ok to Continue

documantation, carti

required attachments (1.8, medical

You must then pnnt it to the Division,

UK Lancel viaw ar derine | rike uplasd | subme

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

e 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.

e  For parties we were unable to e-serve, you must send them a copy of the filing.
e This page displays the date and time of the Motion filing with the Division. You should print this for your records

in the event the judge asks for confirmation of service to your adversaries. Thereis a |Print Confirmation| button
available for your convenience.

COURTS on-line %

Motion for Med & Temp Benefits

Document successlully submitiod (o DWE on 0223/ 2013 a1 5:27:0F PM
ing are the details of this motion filing.
Cusw Mumber:  Z014-3
The Division has electronically forwarded a copy of this filing (along with asy o the following

a4 the procf of # sesvice:
LIDERTY MUTUAL THG

MOMIQUE T MOKAN ESQ

Tha [ P R  this Filing by th — e

NONE FOUND

Fils Naw Molion Wisw Fild Documunt Buinit Canfirmation
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EXAMPLE 2: 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.

6.

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.

COURTS online %

RTS On-line System Alarts

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

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 “Other Motion”.

«SCOURTS ornrline %

Ingsiries Raports.

ition Information for Motion Filing

o @2 7913- 200
" wct the type of Motion to be filed and the party for the coption of this motion. The Division will forvward this motion onfy to o fling
partics. Upan submnit, the confirmation page will keatify any partics that you must serve directly.

* Motien Typa:

[Select. =l

| Select
I
IO DENES i s/ NGUE T NGRAN ESG =]

Gentrue | cancel |

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 ‘Continuel"

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 ”" button.

Prase e ol Misticom 1 bar fihoc el Dhis ety for B caption of Ifvis motion. T Eiision will Karward Dsis motion ol 06 @ filng parties. Upon Subwmit,
Coaermarion page it lantity sy partes that yoe, mrss Serve tirecty

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.

Before proceeding to the rest of the template, you must first select the specific type of motion from the Motion
Type drop-down.

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

LWD E-Filing Motions Procedures Guide rev date 7/16/2014

Page 9 of 26



as a Miscellaneous Motion regardless of what you enter in this field. In this example, we will select MTN
MISCELLANEOUS. Note — you cannot e-file a Motion to Restore. This must be filed via US Mail.

[ Motian Detads | Print and Submit

et DU W ABL MU ING [ LT

Dralt #: 01328

Company Rame: LESTIR 5 SOLDRLATT 153
Adéress Linal: a2 munes 57

e rtimn

After selecting the Motion Type and verifying the data on this page, Hit “/Save & Continue” at the bottom of the
page 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).

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| button located at the bottom of the page.

. You will be brought to the Print & Submit page. You have the option of attaching documents to this filing (it is not
required for regular Motions). If you would like to attach document(s), hit the [File Upload| button and follow the
Upload Attachment instructions from Step 10 in the Motion for Med/Temp flow (example 1).

. Once the document is complete, you must print the document (hit ), verify and sign it and then retain
in your records.

. After printing, the Submit button will become visible on the page. If you are ready to submit the document to the
Division, hit the ”’ button. You will be asked if you have printed the latest version of the document. Hit @ to
proceed.

. 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 should print this for your records in the event the
judge asks for confirmation of service to your adversaries. Thereis a |Print Confirmation| button available for your

convenience.

Maotion Filing

Documment successfully submitted (o DWE on 01/30/ 3017 a8 10047743 AM.

Following are the detads of this motion flng.

Case Nambes: 21328
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EXAMPLE 3: E-FILING A MOTION TO DISMISS

This example will demonstrate how to e-file a Motion to Dismiss. The filer in this example is the Respondent Attorney.

5.

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 .

«SCOURTS orrline %

Today is CW: 3 CO: 4 . nguisis Ruports

System Alerts
There an

® are no Active System Alerts ot this ti

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

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”.

“ @MCOURTS online i

Taday is 09 1 C0: 4 nquirses

Vear-Case §: 2013-256

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

continue | cancel |

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 ‘IContinuel"

= @&@ECOURTS online %

Taday is CW: 3 00: 4 Inquirias

Haparts

Petition Information for Motion Filing

Year-Case #: 2013-20

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

* Seleet Respondent:

| ARC ROGFING/LIBERTY MUTLIAL INS/MONIQUE T MORAN ES0 = |

Continue | Caneel

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 ”" button.

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.

LWD E-Filing Motions Procedures Guide rev date 7/16/2014
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10.

11.

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)

The 2™ tab is the Motion Details page. Complete the data fields on this page.

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 Continuel”.

You will be brought to the Print & Submit page. You have the option of attaching documents to this filing (it is not
required for regular Motions). If you would like to attach document(s), hit the [File Upload| button and follow the
Upload Attachment instructions from Step 10 in the Motion for Med/Temp flow (example 1).

If the document is complete, you must print the document verify and sign it and then retain in your
records.

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

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. This page displays the date and time of filing the Motion.

You should print this for your records in the event the judge asks for confirmation of service to your adversaries.
There is a |Print Confirmation| button available for your convenience.

«SCOURTS on-line %

Taday is CW: 3 00: 4 Tnquirias Heparts

Motion Filing

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

Following are the details of this motion filing.
Case Number:  2013-26

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

LESTER § GOLOBLATT E5Q

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

Hons Eaund

You must also serve any non-parties who are entitled to nobice and adwse them of the heanng date set by the Court.
Proof of Service must be prowded to the Court on the day of the hearing.

File New Motian | iew Flled Cincumeant

LWD E-Filing Motions Procedures Guide rev date 7/16/2014
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EXAMPLE 4: E-FILING ANSWER TO A GENERAL MOTION

This example will demonstrate how to e-file an Answer to 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 Answer to Motion.

COURTS on-line %

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

<SCOURTS or+line 4

3. From the “Motion Type” drop-down — select the type of Motion you wish to file an Answer for. There are 2 types of
Answers being offered at this time — Answer to Motion for Medical & Temporary Benefits and Answer to Motion.
Selecting “Motion” will allow you to file a variety of general Motions that fit the standard Answer to Motion
document format. In this example, we will select “Motion”.

on-line %

COURTS

o orration for Answer Motion
Yasr-Casa #: 2014-1

Plpase soloct the Arrswer Te moticn to be lod and o party for the caption of this answor. T Dividon will formacd this answar snly o o fling parties. Upon submissior, e
coafiemation page will identity sny pavties that you must senve directly

i & P

Dy {FILD FRAVIERLYHGRICUL T MORAN £ =

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 ‘Continuel"

party for the capthon of tids answear. e Blvison will forwand this ansues oily o o fillny parthes. Upon subrbsion, i
st sevwe directly.

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 ”" button.

LWD E-Filing Motions Procedures Guide rev date 7/16/2014
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COURTS

Brairian [

Petition Informatson for Answer Motion
YesrCase £ 2014-3
rhe A

st b Boe filed and the party for the caption of this answer. The Division will fermard this answer cnly b0 & ling parties. Upon submission, the
any prthes that you marst serve directly.

D PRV IDERS/MOTIGLUE T MORAN E3G =

[Ceanien ] conesl

6. The next set of screens that come up is the data entry template of the Answer to 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 Answer to
Motion document. The party information is not editable.

Before proceeding to the rest of the template, you must first select the specific type of Motion you are answering
from the “Answer to” drop-down.

Hmarie Ut omare

ke b

BTN Answer Datais Print and Submit

Casn fitfe: TESTER ¥5 WORKPLACE Draft #: 2014-3

rsme

Draft #: 2014-3

poivoner 0 Attormey For Petitoner _______________|

Compaay Rame:
Adéress Linal:

State:

Note: If you do not find the specific motion type you are answering from this listing, you may select MTN
MISCELLANEOUS from the drop-down. You must then type in the title of the Motion as it should appear on the
form, in the space provided.

7. After selecting the Motion Type and verifying the data on this page, Hit “Save & Continue” at the bottom of the
page 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).

rsme

[ETT=0 answer Datals Print and Submit

Case Tt TESTER 75 WORKILACE Draft #: 2014-3

[1T 70 Chance vemue =

8. Complete the data fields on the Answer Details page that next appears. Enter in the name(s) of the parties that the
Motion is directed to in the “To” field.

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

LW[) E-Filing Motions Procedures Guide rev date 7/16/2014
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Answer to Motion Filing
Caption Tl ] Frnt and Sibmit

Te:
TNTIR 1E TAI WAAES CF ALL TAE FARTIED TEIS WOTICH 13 DEX

Drale #2014 3

9. When completed with data entry, hit |Save and Continue| button located at the bottom of the page.

10. You will be brought to the Print & Submit page. You have the option of attaching documents to this filing (it is not
required for regular Motions). If you would like to attach document(s), hit the [File Upload| button and follow the
Upload Attachment instructions from Step 10 in the Motion for Med/Temp flow (example 1).

COURTS on-ine

Answer to Motion Filing

T v i b

Prio to submitting this document to the Civision, It must be pnnced and signed,

Yeul muzst retain the signed document in yeur necords as required by the Division of Warkers’ Compensation fules.

11. Once the document is complete, you must print the document (hit ), verify and sign it and then retain
in your records.

12. After printing, the Submit button will become visible on the page. If you are ready to submit the document to the
Division, hit the ”' button. You will be asked if you have printed the latest version of the document. Hit @ to
proceed.

13. 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 should print this for your records in the event the
judge asks for confirmation of service to your adversaries. There is a |Print Confirmation| button available for your

convenience.

COURTS on-line %

Answar to Motion Filing

Document successhully submiited to DWE on 04/11/ 2014 ot 4:41:44 PH

Fofowing are the detads of this answer filing

Case Nurbes: 231

LW[) E-Filing Motions Procedures Guide rev date 7/16/2014
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E-FILING A SUPPLEMENTAL DOCUMENT (EXAMPLE 5):

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

1.

To file a Supplemental Document, Hover your mouse over the E-filing menu item found at the top of the page. A
drop down menu will appear. Choose Supplemental Document.

COURTS on-line 4

Next, enter in the Year and Case Number of the claim petition and hit ”’
The system will verify whether you are an active party on this case and if you have previously filed a Motion
document on this case. If yes, then you can proceed with the Motion filing.

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 ‘Continuel"

COURTS on-line 4,

If your firm has initiated the process of filing another e-Motion/Supplement 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

”" button.

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.

Hit “/Save & Continue|’ at the bottom of the page 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).

Complete the three required data fields on the Details page that next appears.

e The button will launch a pop-up window that will display all the Motions filed by you. You

must select the document that is being supplemented with the current filing. (Note: You can also click on
this button to change a previously selected document to another one)

e Enter in the name(s) of the parties that the filing is directed to in the “To” field.

e  For the Additional Information field, there is enough space to accommodate up to an additional page of
information in the printed form.

LW[) E-Filing Motions Procedures Guide rev date 7/16/2014
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Supplemental Document

[Ciotnn LIS St v utens |

* Salect Documart |

8. When completed with data entry, hit |Save and Continue| button located at the bottom of the page.

9. You will be brought to the Print & Submit page. You have the option of attaching documents to this filing (it is not
required for Supplement Documents). If you would like to attach document(s), hit the [File Upload| button and follow
the Upload Attachment instructions from Step 10 in the Motion for Med/Temp flow (example 1).

10. Once the document is complete, you must print the document (hit ), verify and sign it and then retain
in your records.

11. After printing, the Submit button will become visible on the page. If you are ready to submit the document to the

Division, hit the ”’ button. You will be asked if you have printed the latest version of the document. Hit @ to
proceed.

12. After the Supplement to 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 should print this for your records in the event the
judge asks for confirmation of service to your adversaries. There is a |Print Confirmation| button available for your
convenience.

[M) E-Filing Motions Procedures Guide rev date 7/16/2014
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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.

«SCOURTS on-line %

Taday is Do 3002 4 nquirses

- Opaner

Answer IRTS On-line System Alerts

Motion There are no Active System Alerts at this time

Amended Pleading

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.

«SCOURTS on-line % -

Today s CW: 16D: 4 x Trnguiries, Repuris

manktons [ A | i

==
W

132 ACOFIN...  CARROCON& MTH CIEM B2/07/2013  MINDEK. TIM @]
BLAC..
THE TI% CO... LIBERTY MUL.. MTN BISM LACK 01/24/2083  MINDEK, TIM
cove
wew e, TESTING ABC ROOFIN..  LIBERTY MU... ce 11/28/2012 MINDEK. TIM

4566 TEETING

Filleer

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.

«SMCOURTS (;)1"_1-11{1

Taday is 09 1 C0: 4 Inquirses

Filter Draft Documents

Person 1DN Last Hame Draft Doc £

[2] [Contans =] [
Year Case & Carricr Name Last Updated Updated By
= e il
[ [Setect ol @ Select -

Search | FullList | Clear|

Check All Uncheck Al

3 tama found, displaving all tams

(e | I Sk T | [ A [

£23 ROOFIN...  CARROON & MTH DM 0Z/07/20:3 MINDEK. TIM @)
BLAC...

THE TIX ©O... LIBERTY MU MTH DISM LACK D1/24/2083  MINDEK, TIM
covG
TESTING ANC ROOFIN..  LIBIATY MU, ce BUZHT0LZ | MINDEK, TIM

TESTING

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 other e-filing attorneys active on
that 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 workflow.

1. Thisis the Home Page of a respondent attorney. As you can see, a message has been delivered to their Message
Inbox indicating that a Motion for Med/Temp was e-filed.

LWD E-Filing Motions Procedures Guide rev date 7/16/2014
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COURTS on-line 4%

Tom are besoed in i

Statwe F-Pler
Today bs 12710/ 2003 and @ i cysle wnek 1, cycle dsbe 3

Click on the link |...View Full Message BoxI to see the full Inbox and to download all the documents.

2. This is the Message Box.

e Toview an e-filed Motion document for a selected case, click on the linked and the document will
come up in a new browser window as a PDF document. To print the document, simply hit your Browser print
function. You may also save the document by selecting the “Save As” eption under “file”.

e Toview the attachments (if any), click on the linked E under the Attachment column, for the selected case. The
attachment widget will appear in a pop-up window, as shown below. This will list the attachments that have
been e-filed with this Motion. The list will identify the Type of Attachment (Medical, Affidavit, Certification,
Miscellaneous, Proposed Order), the description (eg. X-ray report, wage stub, etc..) and in parentheses (file
format: PDF, TIFF or JPEG). You can individually click on each link to view and print that attachment or hit the
button. This will pull up all the attachments at one time, but in separate browser or “Open File”
windows. You can go through each window to view, save by selecting the “Save As” option under the “File”
menu option and/or Print.

Note: In order to view TIFF documents properly, make sure you have an appropriate multi-page TIFF viewer on
your computer. Refer to the 2/18/14 memo regarding document specifications and system requirements.

3. After you have completed printing the main filing document and any attachments, 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 in the check box and then hit either the or the button.

E-Filing Motions Procedures Guide rev date 7/16/2014
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http://lwd.dol.state.nj.us/labor/forms_pdfs/wc/pdf/efiling_MotionsMedTemp_announcement_to_COL.pdf

PROCEDURES FOR VIEWING ATTACHMENTS ON E-FILED DOCUMENTS FROM CASE LOOKUP VIEW:

1. Inthe Manage Case Folder view, go to the Docs & Proceedings tab.
To view and print an E-filed Document, simply click on the linked E under the Print column.
- COURTS orHine %

¢ Frvavnes | g T COURTSIV Ten (31 sCATS logh [ ricorweter, HIGwih =N, (1] Mew iy Coset St . ™ wear:| - |
18 hep Mua:“lqnb.x“.ml*(l = 3 e = Teen @ " e
= - = A 0]
= — | acuts | amaties !_I::"Tl.s_g st | E 1
it S e e haed Segned
i
F-Masanged Farty Lok

 Eelinewn Zoee | Protocted Mede OF

2. Back on the Documents listing, if the document was submitted with Attachments, it will be identified with a linked Y
in the Attachment column. To view and Print the attachments, click on the linked Y under the Attachment column.
' <®COURTS orrline 4 :

3. The attachment widget will appear in a pop-up window, as shown below. This will list the attachments that have
been e-filed with this Motion. The list will identify the Type of Attachment (Medical, Affidavit, Certification,
Miscellaneous, Proposed Order), the description (eg. X-ray report, wage stub, etc..) and in parentheses (file format:
PDF, TIFF or JPEG). You can individually click on each link to view and print that attachment or hit the
button. This will pull up all the attachments at one time, but in separate browser or “Open File” windows. You can
go through each window to view, save by selecting the “Save As” option under the “File” menu option and/or Print.

Yesr: Case Number |

e (1)

[T T T st il
EsmovomT [ £
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«“COURTS on-line 4

Addendum 1

System Requirements for Electronic Filing of Pleadings with Attachments
GUIDELINES FOR CREATING CASE EXHIBIT/ATTACHMENT FILES

Acceptable file formats for case exhibits/attachment files: PDF, JPEG and TIFF

There are two options for creating a PDF/TIFF document: Option 1 is is to convert an orignal source document using
PDF conversion software; Option 2 is to scan an original paper document into a PDF or TIFF format
Requirements:
e SSN #’s on the original source document must be redacted.
o The original document must be legible
e The converted/scanned document must be 8.5 x 11 in size with the contents appropriately rotated for proper
viewing.
e The converted/scanned document must not contain any security restrictions including password protection or
encryption. Such filings will be flagged and then deleted.
e The converted/scanned document file name should contain only alphanumeric characters. No special
characters are allowed.
o If the source document is multi-page, then the scanned document must be multi-page as well.

Option 1: Converting an original source document to a PDF:
=  You can automatically convert a Microsoft Word or Wordperfect source document into a PDF file, with the following
versions:
0 Word 2013 (File > Save As > Select File Type = PDF)
0 Word 2007 - if updated with service pack 2 (File > Save As > Select File Type = PDF/XPS)
0 Wordperfect X3 or later (File > Publish To > PDF)

=  |f your word processing software does not have the capability to convert a source document to a pdf file, there are
numerous products available (many are free). The following are some options. Feel free to explore other options:

Adobe Acrobat: http://www.adobe.com
Primo PDF (free): http://www.primopdf.com/
Cute PDF (free): http://www.cutepdf.com/products/cutepdf/writer.asp

Note: If you have in-house or external technical support, it is recommended that you review this document
with them prior to selecting and downloading a viewer or making any changes to your system settings.

Option 2: Scanning an original document into a PDF or TIFF:

=  Make sure the original document is legible

=  Make sure the scanner software you are using can create a multi-page document image

=  You should scan your documents using the black and white setting with a minimum text resolution of 300 dots per
inch (dpi). You should only scan using the color setting if the integrity of the information would be jeopardized if it
were presented to the court in black and white. Color images are much larger than black and white and consume
more storage space. If you need to scan in color, the document should have a minimum resolution of 600 dpi.

0 Note: Keep in mind that a higher resolution will result in a larger file. Larger documents will take longer to
upload. If a large supporting document or exhibit document must be scanned, we recommend setting your
scanner setting to the recommended resolution of 300 dpi for black/white text and 600 dpi for color
images, and no higher.

[M) E-Filing Motions Procedures Guide rev date 7/16/2014
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Addendum 2

System Requirements for Electronic Filing of Pleadings with Attachments
GUIDELINES FOR DOWNLOADING/VIEWING ATTACHMENT DOCUMENTS:

Your system must be able to view and print PDF, JPEG and TIFF files in a multi-page format.

PDF:
TIFF:

Adobe Acrobat Reader or similar PDF viewers must be installed on your computer.
Windows Photo Viewer (for Windows 7 and 8), Windows Picture and Fax Viewer (for Windows XP and

Windows Server 2003); or any other TIFF Viewer that displays the file in a multi-page format

JPEG:

The same program that you use to view a TIFF file can be used to view a JPEG.

Note: It is recommended that you review this document with your in-house or external technical
support prior to selecting and downloading a viewer or making any changes to your system settings.

Please follow these steps to ensure that an acceptable multi-page viewer is in place:

A.

Test PDF document: http://lwd.dol.state.nj.us/labor/wc/images/PDF sample 3pages.pdf

This should bring up a PDF document that is three pages long, 8 %2 x 11 in size. Depending on your local PC settings, the
document may come up directly within your browser or in your PDF viewer.

Test JPEG image: http://Ilwd.dol.state.nj.us/labor/wc/images/Courts _Online.jpg

This should bring up the following COURTS on-line banner image in your Internet browser. You should be able to Print
and Save the image. No special viewer is necessary to view this file.

<SCOURTS on-line %

Test TIFF document: http://Ilwd.dol.state.nj.us/labor/wc/images/tiff sample 3page.tif

Testing the tiff document will take a few steps as you have to first check to see if you have a TIFF viewer on your PC. If
you do, you will then have to check whether that viewer displays the document in a multi-page format.

1. Click on the link above.

2.

a. Click . Wait for the file to load.

File Download x|
Do you want to open or save this file?
Mame: tiff_sample_3page.tiff
&,
[ Type: TIFF image, 1.34MB
From: Iwd.dol.state.nj.us
QOpen Save | {"Cancel I

¥ Always ask before opening this type of file

|@\

While files from the Intemet can be useful, some files can potentially
ham your computer. f you do not trust the source, do not open or
save this file. What s the risk?

b.

If a “File Download” box comes up, go to step 2a. If an “Open With” box comes up, proceed to step 4.

663% of tiff_sample_3page:tiff from hwd.dolstate.nj.us Completed  — [ x|

g =

1iff_sample_3page.tiff from lwd.dol.state.nj.us

Estimated time left: 3 sec (263KE of 1.24ME copied)
Downloadte:  Temporary Falder

o Transfer rate: 2B0KB/Sec

P |¥ Close this dialog box when download completes|

| [ cancel

SmartScreen Fiter checked this download and did not report any:
threats. Report an unsafe download

72

Once the file has loaded, it will open in your default TIFF viewer. Check to see if it is a multi-page document (3

pages). In the example below, you know it’s a multi-page viewer because of the page number display at the
bottom (Page 1 or 3 ¢ » ). Click on the arrows to scroll through the document [4 »]:

abor
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This Is a TIFF file.
You should be able to see and print all 3 pages.

Page1of3 Page 2 of 3 Page3af3

c. You should be able to print and save this document with no issues.

Note: In the example above, the document came up in Windows Photo Viewer, an acceptable viewer. M

Windows Photo Viewer is a standard default viewer for most computers running a later version of Windows
operating system (such as Windows 7).

If you have Windows Photo Viewer or a similar multi-page image viewer, you are good to go. >

d. Ifthe document only displays the first page and doesn’t allow you to view the rest of the document, the default
image viewer you are using is not acceptable. The following will show you what the test document may look like
if you are using unacceptable image viewers.

E Microsoft Office Picture Viewer E Microsoft Paint

Vi i E T b T o i B B M-I
Lo LH jem b Dk i . e ] = E = -
P A » S e L ._J 0p 2=k [ ‘. = - “Il=l- ll:lu,l.

This is a TIFF file.

You should be able to see and print all 3 pages.

Page1ofd
E QuickTime Picture Viewer E Other unacceptable formats:
[T s-2e =10x| e Windows Picture and Fax Viewer if your

File Edit lmage Help

system is using Windows 7 or 8

This is a TIFF file.
You should be able to see and print ail 3 pages.
Pagelol3

Proceed to step 3 to find out if you have another available image viewer on your computer or if you need to
download a new image viewer.

3. How can get an acceptable image viewer that will allow me to view multi-page TIFF files?
First thing you need to do is to see what other image viewers are on your PC. To do this, simply follow these steps:
a. Click again on http://lwd.dol.state.nj.us/labor/wc/images/tiff sample 3page.tif
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b. When the File Download box comes up, hit .
File Download x|
Do you want to open or save this file?

Name: tiff_sample_3page.tiff
z

Type: TIFF image, 1.34MB

From: Iwd.dol.state.nj.us

Open Save | Cancel

S——
v Always ask before opening this type of file

ham your computer. if you do not trust the source, do not open or

I @ ‘While files from the Intemet can be useful, some files can potentialy
save this file. What's the risk?

c. Select the file folder on your computer this document should be saved in. Then hit .

S Ell
8.8 = My Documents = MyFiles = COURTS = Phase I = Test Folder = [ Seanch Test Foiger Lo
Orgarase = Hiew folder =« @
| £ Favorkes _Dnﬂfmnn!s library i
B Destop Tist Felder
i Downlosds ran Date modified ~ | Type
MyFiles
COURTS Ho itemns match your sesrch.
Phase IV

il Recens Places

i Libesries
¥ Documents
o Music

o Prctiees =4l

File name: | W _sempe_3page 1

Sove a3 bypr: | TF smage

i

| = Fide Foiders| Cancel

d. The TIFF file is now saved on your computer.
= Go to that file in your directory and |Right mouse click on that fiIe|

= Select from the drop-down and then |Choose Default Program|.

Tt Folder
DU ) [ = Uorais = Dscumants = Wyfiles = COURTS = Phasa IV = Test P
Fde e View Tooh Help
Cogarte = 2] Prevew = Shaewsth = Pt Emad  Bum  Newfoider
Documents library
Test Felder
- [T | o moshed = | Ty | see |
L Mgl
coumTs 3 w5 _uumele_igagasd - i g T mage LESEE
Phase i St deskiop backgrsund
1, Fecert Faces ks
Frrt
i Lk Fistatg chochonite
¥ Documents Rotute ceuntmciockmite
o Music
Vi £ Comom to Adcbe POF
E S s Combine supported files in Acrobat...
Vidres
Sean fee Ve
i i oo e 20
e with v I":H:M
BN i Rstors previce versions T
i d = ] Windsws Phets Viewes
o " N
cu .
Copy
Coeste sherteunt
Delete
Renama
Upen e locatan
Properties

= An “Open With” dialogue box comes up as shown below. All the image viewers will be displayed
here. Select |Windows Photo Viewer| if its one of the available viewers. Indicate with a check ] if
the system should always open tiff files using this program. Then hit @
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4,

Teut Faldes
Q._ ) = Libraties = Dotuments = MyFiles = COURTS = Phase IV = Test Folder
Organize ] Preview v Sharewth v  Print E-msl  Dum  Hew folder
Favorites Documents library
B Desktop Test Folder
& Dowricach Mame | Date mositiea = | Type Size
WiyFiles
couRTs EIEErr i Osen wih x
Phase IV Cheose the program you want b use 5 open this e
L Recent Places 220 Fer ot sampie_tpope. ot
| mecommended Programs.
a Librenes I
¥l Documents e Mcrosoft Offce 2010 " paient
| 1] s oy .
o' Music
e Pictures | i
e
H videos | |
| Ditheer Programs. m
% Comguter |
& Network
sy wrse e s e prosgrm 49 et bl of e oanE. .
O I Cancel

= |If no acceptable multi-page image viewers are available, go to step 5.

If after you clicked on the test link in step C1 (http://lwd.dol.state.nj.us/labor/wc/images/tiff sample 3page.tif), you
get an “Open With” box, as shown below, instead of the typical “File Download” box, follow these steps:

Open with x|
Choose the proaram vou want to use to open this file:

«ﬂ File: tiff_sample_3page.tiff

¥ i =
[ et e (W resotters

a PictureViewer
Apple Inc.

=1 wordpad

—_—

Type a description 18T you want to use for this kind of fle:

[¥ Always use the selected program to open this kind of fle Browse...

a. Select Windows Photo Viewer if that is one of the options (or another multi-page tiff viewer).
b. Indicate with a check if the system should always open tiff files using this program.
c. Then hit @ Windows Photo Viewer will now be the default TIFF viewer for your computer.

In the event there are no acceptable image viewers on your PC, you will have to download an image viewer from the
Internet. There are numerous products available for download; many are free and very easy to use. The following

are some options:

Alternatiff: http://www.alternatiff.com/
Brava Reader: http://www.bravaviewer.com/download-brava-reader
IrfanView: http://www.irfanview.com/

Note: If you have in-house or external technical support, it is recommended that you review this document with
them prior to selecting and downloading a viewer or making any changes to your system settings.
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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. There is a Print Confirmation button available for your convenience.

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

request.
Q. What if | submit a Motion with an Attachment that does not belong with the filing. What do | do to correct the filing?
A: Please e-mail the Division’s Technical Support Staff (courts@dol.state.nj.us) with a request to delete the

attachment. The CP #, Motion type, date of filing and the reason for deletion must be provided. This request
will be reviewed with the assigned judge.
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