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Confidentiality Notice 

 

eCourts Guardianship contains confidential, protected, and/or legally privileged information.  As an authorized user, you consent to abide by the Terms And 

Conditions of Access To and Participation In New Jersey Judiciary Electronic Applications and to take reasonable means to secure the confidentiality and integrity 

of the information contained in the application.  Any unauthorized disclosure, copying, distribution, or similar action taken relating to with regard to 

guardianship case information is strictly prohibited. 
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Minimum Information 
Required 
 

The minimum required 

information for case 

creation:  

 

• IP Name 

  

• IP Home Address  

 

• County & Docket 

Number 

 

• Initial Judgment Date 

 

• Guardian Name and 

Address  
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Where to Find 
Information 
 

This table can assist in 

locating information for 

case creation. 
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Process  
 

Click on the ‘Upload 

Document’ tab and select 

‘New Case’ 

 

 

 

 

 

The system will prompt for 

the entry of the name of the 

Incapacitated Person (IP) to 

check whether a case 

already exists: 

 

 

 

1) Enter the name of the 

Incapacitated Person (IP) 

2) Click ‘Search’ 

3) If no case exists, a 

message displays 

4) Click ‘Continue’ 
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If the IP name is in the 

system, the cases will 

display in ‘Search Results’.   

 

 

 

To continue to create a new 

case, click ‘Continue’.  
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Initial Complaint and 
Judgment Details 
 

 

1) Select the county 

2) Enter the eCourts docket 

number 

3) Enter the stamped Filed 

Date on the Verified 

Complaint 

4) Enter details found in 

the Judgment of 

Incapacity and 

Appointment of 

Guardian(s)  

 

Note: Once a case is saved, 

the docket number cannot 

be changed.  Cases with 

incorrect docket numbers 

must be deleted and re-

entered.    
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Initial Judgment Date is the 

stamped Filed Date 

 

Guardianship Type:  See 

Paragraph 1 of the Model 

Judgment of Incapacity and 

Appointment of Guardian(s) 

of the Person and Estate 

(the “Model Judgment”).   

 

Reporting Fields: 

 

Select the required reports, 

if any as well as the 

reporting frequency.  

 

To find reporting 

requirements, see Model 

Judgment paragraphs: 

 

8 → Inventory Report 

9 → Well-Being Report 

10 → Accounting Report 

type 

 

Annual Reports are the old 

form of report in use prior 

to 2015.  Do not select this 

unless you are sure it is the 

correct report type.  

 

 

 
 

Note: Clicking ‘General’ will automatically populate the corresponding ‘Person’ and ‘Estate’ boxes.   
 
 
 

 
 

 
Example: A report due annually has a frequency of 12 months. 

 

 

NOTE: The overdue notices sent to guardians are based on the information captured in these fields, so it is 

important that this information is accurate. 
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Bond information is found 

in Paragraph 2 of the Model 

Judgment.  If no bond is 

ordered, select ‘No’. 

 

Guardian limitations are 

located in Paragraph 5 of 

the Model Judgment, 

otherwise select ‘No’. 

 

 

Firearms rights:  The answer 

is almost always no; 

however, see  

Paragraph 1 of the Model 

Judgment.   

 

If there are other rights 

retained, they will be set 

forth with specificity in the 

judgment. Otherwise, select 

‘No’. 

 

Select the judge who signed 

the most recent judgment.  

 

If needed, enter additional 

information in ‘Judgment 

Comments’. 

 

 

 

   

 
 
 
 

 
 
 

 
 
 
 

 
 
 

 
Tip: Enter the first few initials of the judge’s first name to locate him/her in the dropdown.  
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When all the information 

has been entered, click 

‘Continue’. 

 

Note: The ‘Continue’ button 

will not be enabled if any 

required information is 

missing. 
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The IP Profile 
 

1) Enter the IP’s home 

address 

2) Select the type of 

residence 

3) If the IP is residing 

someplace other than 

his/her home, answer 

‘No’ and complete the 

additional address fields 

4) Select the primary 

reason for the 

guardianship  

5) Enter gender if known 

6) Enter SSN if known 

7) Enter DOB if known 

8) Enter marital status if 

known 

 

When all required * 

information is complete, 

click ‘Continue’.  

 

Note: If the IP’s name is not 

on the deed/lease, then 

select “Relative or Friends 

Home”. For example, an 

adult child who resides with 

parents.  
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IP Attorney Profile 
 

 

1) Enter the Bar ID and 

click ‘Search’ 

2) Select the radio button 

next to the correct 

results (there may be 

multiple addresses so 

consult with the file to 

determine which to 

select) 

3) Check the judgment to 

determine if the judge 

discharged the attorney. 

If yes, select ‘Yes’ 

otherwise select ‘No’. See 

Paragraph 14 of the 

Model Judgment.  

4) If the Bar ID is not in the 

pleadings, use the 

‘Search Attorney Index’ 

link to search for the 

attorney by name.  

 

When all required * 

information is complete, 

click ‘Continue’.  
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Guardian Profile – 
Individual 
 

If the guardian is an 

individual, select ‘Party 

Name’ from the dropdown.   

 

Do not add heads of 

institutions under ‘Party 

Name’.  For example, Helen 

Dodick is the head of the 

Office of the Public 

Guardian. In that case, the 

guardian is the institution, 

not Helen Dodick.   

 

The Model Judgment 

appoints the guardian or 

guardians in Paragraph 2.  

 

Each guardian gets a 

separate profile page.  
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Search for the guardian: 

 

1) Enter the guardian’s 

name  

 

2) Click ‘Search’ 

 

3) If the “No parties found” 

message displays, the 

guardian is not in the 

system 

 

 

4) Click ‘Add New Guardian’ 

to add a new guardian 

profile 

 

 

If the guardian is in the 

system, select the radio 

button next to his/her 

name. Click ‘Continue’. 

 

Make any updates needed 

on the profile page (see 

below). Changes made to 

the profile will save for all 

the guardian’s cases. 
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To complete the profile: 

 

1) Select the party type 

2) Answer ‘Yes’ or ‘No’ 

3) Enter address 

4) Emails are now required 

on the CIS and Report of 

Guardian Cover Page 

and must be included 

5) Enter all other requested 

information if known 

 

 

 

 

 

When all required * 

information is complete, 

click ‘Continue’.  

 

 

A success message will 

display.  
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Guardian Profile – 
Institutions 
 

1) If the guardian is an 

institution, select 

‘Institution Name’ from 

the dropdown. 

2) Select the institution 

named as guardian 

3) Click ‘Continue’ 

4) Select the ‘Party Type’ 

5) Click ‘Continue’ 

 

 

If the guardian institution is 

not in the dropdown list, 

select ‘Not Listed’.  

 

 

   

 

For more detailed 

information about adding 

guardians, see the QRG 

entitled “Adding Guardians”. 
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Submitting the Case 
for Creation  
 

 

After at least one guardian 

has been added, the 

‘Submit’ button is enabled. 

After clicking ‘Submit’, a 

pop-up displays.  Click ‘Yes’ 

to complete case creation. 
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A confirmation displays.  

Cases are not saved until 

the confirmation displays.   

 

Cases cannot be saved as 

works in progress.  

 

To proceed to upload 

documents to the Case 

Jacket, click ‘Upload 

Documents’. 

 

 

 

 

For more detailed 

information about 

uploading documents, see 

the QRG entitled “Upload 

Document”. 

 

 

 

 

 

 

 

 

 
 

 
 
 
 
 
 
 
 
 
 
 


