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Topic: Update Employer 
Information 
 
Summary:   This document 
will demonstrate how to access 
and update information 
pertaining to an Employer 
profile. 
 
This Guide is for: 
Attorneys or Employer 
Administrative staff 
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NJCourts Login 
 
To begin, you will need to sign 
in with the nine character ID 
for your firm or legal 
institution (this type of ID 
likely begins with an “F”, “H”  
or “L”) and the password. 
 
NOTE: If you forgot your 
password, or have never 
logged in with this ID it may 
be necessary to receive a 
temporary password.  Please 
contact the Superior Court 
Clerk’s Office at 609-421-
6100 to obtain a temporary 
password. 
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~ NcwJc"'J'Courts 

Log In help 

To request information about your existing ID click Forgot User ID? 

Follow the steps below if you're receiving Authentication Failed error message after logging in. 

1. Chck the Forgot Password? hnk 
2 Answer the security questions when prompted 
3. An email will be sent to the email address used to activate the account 
4 Open the email and fol lOYI the instructions 

If you are still not able to successfully login after re setting your password, please contact the Help Desk at 609-421-6100 and someone will 

assist you. 

To access the New Jersey Courts website click NJCourts gov 

Browser compatibil ity 

There 1s a known issue with Internet Explorer Vers10n 11 running on Windows 10which rs causing users to attempt to login multiple times unsuccessfully 

If you encounter th is issue, please use another browser (e.g , Chrome, Microsoft Edge, Satan, Firefox) 

Enter user ID and password If you have been provided with a temporary 
password login below 

user 10 · Forgo( User ID? 

F00000298 Ill!, 

P.1ssword A Forgot Password? 

Ill!, 

Log1n 

Reseod Activation Email 
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ESSO Landing Page 
 
The ESSO (Enterprise Single 
Sign On) home page will 
display your Judiciary 
applications in the left-hand 
navigation menu. 
 
1. Select Employer 

Registration and 
Payment.  
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;l'kw Jr:ncy Courts 

,ff Home it Hom, 

New Jersey Courts - Porta l Home Page 

v Announcemenu X 

Generic Mesuige 

lmemer ExplorN \len; lon ls-w~ Thtte 1s a known Issue wlth Internet Explorer \len;,on 11 running on Windows 10 whi<;h ls causing users re anemp1 to loglfl multiple comes unsuccenfully. lfyou encoumer th is issue, plea~ u~ 1mo::hl!'r browser (e.g., Chrome. Microsoft Edge, 5.!ifan., Rrefox). 

show more 

Employer Registration Judiciary Account 
and Paym~ t Ch•rr;e Syn ~ 

l 



Update Employer Information  Page 4 of 7  Last Modified: Thursday, February 04, 2021 
 

  
Update Employer Information 

 
 

 
Two-Factor Authentication 
 
It is necessary to select an 
additional verification method 
(SMS Text or Email) to 
authenticate user access to the 
Employer Registration and 
Payment. 
 

1. Confirm verification 
method. 

2. Enter One-Time 
Passcode sent to 
method selected. 

3. Click Login. 
 
 
 

Registration Home 
 
The Employer Registration 
home screen will display tiles 
that correspond to actions you 
may initiate.   
 
1. Select “Update Employer 

Information” to begin 
updating the employer 
profile.  
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Two-Factor Authentication 

Choose verification method from the dropdown. 

Select 

SMS OTP to: 160 .... , 

"Message and data rates may apply. 

Code will expire 10 minutes after it 1s requested 

~ New Jersey Courts Registration 

O Home 

0 Help 

---
iif, Home Update Employ. X 

Pay Attorney 
R~istrations 

1 Ineligible 

V 

Payment History Update Employe r 
Info rmati on 

J 

One - Time Passcode Login 

Enter the One-Time Passcode(OTP) sent to the 
email/phone number you selected. 

3228- •..••. 

To get a new One-Time Passcode(OTP). Click 
Regenerate 

Passcode will expire 1 O minutes aHer ii was requested. 

• 
V 
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Employer Information 

 
After clicking the “Update 
Employer Information” tile, a 
screen will display employer 
details.   
 
If required fields are not 
entered, it will not be possible 
to later perform some 
employer functions like bulk 
pay for attorney registrations. 
Required Fields include: 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Confirm the Employer 
Name and Email. 
Select  to  update 
information, if 
necessary. Update 
information and click 
Save. 
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0 Help 

Employer 

Name 

Employer Info rmation 

Employer 

Name 

CONNELL CONNELLS CAMASSA & YURO 

Noti fication for 2-Factor Aut henti cati on 

ID 

F00000298 

Emai 

ERIC.DAWSON@LAB.JUDICIARY.STATE.NJ.US ,· 

The cel l phone and email information provided is not accessible to the public (unless the email address also has been provided for electron ic fi ling). This information will be used t o send alerts to help manage your 
account security prefe rences and for certain official business purposes. Message and data rates may app ly for cell phone messages. You may edit the ce ll phone or email address now or in the fu tu re. tf you require 
an exemption, please contact Superior Court Clerk's Office at (609) 421 - 6100. 

Country 

Unit ed St ates (+1 ) 

Administ rator 

HrstName 

+ Add administrator 

Address List 

Addr ess 

2 H\NY 356, STE 2 

+ Add Branch 

Ldst Name 

City 

TRENTON 

Cell Phone 

6095551234 

Position 

NEW JERSEY 

Email 

ERJC.DAWSON@NJJUDLAB.NJCOURTS.GOV 

Phone number Extension Email 

Zip/Postal Code Counry Country 

0862S MERCER UNITED STATES 

If an address is no lon,ger associated to the fi rm , please submit this form to Office of Attorney Ethics to delete the address from your fi rm. 

ID Email 

If you wou ld l ike rn make changes rn th is informa;:ion, 
please access your profile on NJ CourtS - Pon:al Home Page 
(top r igh< corner ava;:ar that contains your initials). 

Contact 

609-633-7451 

8%◄ 

CONNELL CONN ELLS CAMASSA & YURO F00000298 ERIC.OA\NSON@LAB.JUDICIARY.STATE.NJ.US ,·O 
,. 

Employer 

Name ID Email 

CONNELL CONN ELLS CAMASSA & YURO F00000298 ERIC. DAWSON@LAB.JUDICIARY.STATE.NJ.US I BSave XCancel I 
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2. The 2-Factor 
Authentication cell 
phone and email 
information will 
display. 
 
Note:: If changes are 
needed to the 2 Factor 
Authentication 
information, access the 
profile on the New 
Jersey Courts – Portal 
Home Page by clicking 
on the avatar that 
contains your intials. 

 
3. Select                           

to add optional Firm 
Administrator 
information.  

 
 

4. Select  to modify an 
existing address, if 
needed. Once address 
information is changed, 
click Save. 
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+Add administrator 

Notification fo r 2-Factor Authentication 

The cell phone and email information provided is not accessible to the public (unless the email address also has been provided for electron ic fi ling). This information w ill be used to send alerts to help manage your 
account secu rity preferences and fo r certa in official business purposes. Message and data rates may apply for cell phone messages. You may edit the ce ll phone or email address now or in the future. If you require 
an exempt ion, please contact Superior Court Clerk's Office at (609) 421 - 6100. 

Countty 

United States (+1) 

e Administrator 

Hrsr Name 

I + Add administrator I 

e Address List 

Address. 

2 HWY 356. STE 2 

+ Add Branch 

Last Name 

City 

TRENTON 

Ce Phone 

6095551234 

Pos ition 

St ate 

NEW JERSEY 

Phone number 

Zip/ Posta l Cod e 

08625 

Email 

ERIC.DAWSON@NJJUDLAB.NJCOURTS.GOV 

Extension Email 

County Coumry 

MERCER UNITED STATES 

If an address is no longer associated to t he firm , p lease submit this form to Office of Attor ney Ethics to d elete t e address from your firm. 

Address List 

Addr ess 

2 HWY 356 

STE2 

+ Add Branch 

TRENTON 

Stace Zip/Posta l Code 

NEW JERSEY 08625 MERCER 

If an address is no longer associated to the fi rm, please submit this form to Office of Attorney Ethics co detete the address from your firm. 

Country 

V UNITED STATES 

If you wou ld li ke to make changes to t his information, 
please access your profile on NJ Courts.. Pon:al Home Page 
(top right corner avatar that contains your in i ·als). 

Concacc 

Phone 

609-633-7451 

Pho n e 

609-633-7451 !Wave xcancel I 
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Select  if a 
new branch needs to be 
created. Once branch 
information is entered, 
click Save. 
 
 
 
 
 
 
 

5. Select Close when 
finished updating 
employer details. 
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Address List 

+ Add Branch 
Address O<y Zip/Posta l Code County Country Phone 

2 HWY 356, STE 2 TRENTON NEW JERSEY 08625 MERCER UNITED STATES 609-633-7451 

+ Add Branch I 
If an address is no longer associated to the fi rm, ple.a.se submit this form to Office of Attorney Ethics rn delete e address from your firm. 

Add ress List 

Ad d r ess City S tate Zip/Po sta l Cod e Cou nty Country Pho n e 

2 HWY' 356, ST E 2 T RENTO N NEW JERSEY 08625 M ERCE R U N IT ED STAT ES 609-633-7451 

Select State I Select Cou nty V Select Count ry I ~ v e X Cancel 

4 Add Bran ch; 

If an address is n o lo nger associated to the fi r m , p lease su bmit this fo rm to Office of Attorn ey Ethics to d elete t h e add l"ess fi"om you r f irm. 

0 H e lp Emp loyer Info rm at io n 

Emp loyer 

ERIC.DA'NSON ~ L.AB.JU D ICIARY.STAT E. NJ.U S 

N otifica t io n f o r 2- Fact or Auth enticat io n 

The cell p h o ne and email in format ion provided is n o t accessib le t o the p ublic (unless t h e ema il address a lso h a s b een provided for e lectronic f ili n g). Th is informat io n w ill be used to sen d a le rts to help manage your 
a cco u nt secu r ity preferences and f or certa in offici a l business p urp oses. M essage and d ata r ates m ay app ly f o r cell p hone m essages. You m ay edit t h e cell phone o r e mai l a d d r ess n ow o r in t h e f u t ure. tf y o u requ i r e 
a n exem p t ion, p lease con tact Superio r Court Cle rk' s O f fice at (609) 4 2 1 - 6 100. 

Counoy 

U n ited St a tes ( + 1 ) ERIC.OAWSON~NJJU OLAB.NJCOURTS.GOV 

Admi n istr a t or 

+ Add admin istrator 

Address List 

City Zip/Postal Cod e County Country 

2 H\NY 356, ST E 2 NEW JERSEY 

+ Add B r a nch 

If " n "ddress ls n o longe r "ssocJ.,,ted to the fi r m , p le.,se submit th is form to Office o f Attorney Ethics to d e lete t h e- address from you r fi rm. 

If you would like to m"ke changes to t h is Informatio n, 
p le.,se "ccess your profi le o n NJ Courts . Port"I Ho m e p.,ge 
(top r ight cor ner " " "~" ' that contains your ln ltl., ls). 

MH-i,E 
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