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eCourts Special Civil Part - eFiling Order to Show Cause 
 

 
Topic:  

eCourts Special Civil Part - eFiling 
Order to Show Cause 
 
 
This document demonstrates how to 
electronically file an Order to Show 
Cause (OTSC) in Special Civil Part.    
 
Three new ‘Actions’ are available: 
 
• EJECTMENT/WRIT OF 

POSSESSION – EJECTMENT 
 
• ILLEGAL LOCKOUT/RETURN 

OF TENANTS PROP – ILLEGAL 
LOCKOUT 

 

• OSC OTHER/ORDER TO SHOW 
CAUSE - OTHER 
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File a New Order to Show Cause 
Verified Complaint 
 
 
1. From the eCourts Home page, 

select ‘Special Civil Part’ from 
the ‘Select Court/Division’ drop-
down list. 

 
 
 
 
 
 
 
 
 
 
 
 
2. Click on . 
 
 

3.  Click . 
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Enter Case Details 
 
1. Select Court Section field will 
auto populate with ‘DC’. 

2.  Select the Venue. 

3. Select whether or not the matter 
in controversy is the subject of 
another action. 

4.  Select the Action from the drop-
down.  Three new actions are 
available allowing filers to submit a 
verified complaint. 

• EJECTMENT/WRIT OF 
POSSESSION – 
EJECTMENT 

 
• ILLEGAL 

LOCKOUT/RETURN OF 
TENANTS PROP – ILLEGAL 
LOCKOUT 

 

• OSC OTHER/ORDER TO 
SHOW CAUSE - OTHER 

 
NOTE: When one of these actions 
are chosen, the screen will display 
the fields needed to proceed to file 
the OTSC filing. 
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5. Enter in the requested relief in 
the Requested relief field.   
 
NOTE:  This field allows for a 
maximum of 1,000 characters. 
 
 
6.  When done, click                    .  
 
 
NOTE: Fields with  are required. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
. 
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Enter Plaintiff (s) 
 
1. Click to enter Plaintiff (s) 
information. 

 

2. A pop-up will display to ‘Add a 
Plaintiff’. 

o Party Description 
o Part Affiliation 
o Corporation Type 
o Name 
o Address Line 1 
o Address Line 2 
o City 
o State of NJ - Judiciary Zip 
o Phone 
o Alternate Type 
o Interpreter 
o ADA accommodation 

 

NOTE: Fields with the red asterisk 
 are required: 

 

3. Click                 . 
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4.  Click  to proceed to 
enter defendants for the case. 
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Enter Defendant (s) 
 
 
1. Click to enter Defendant (s) 
information. 

 

2. The ‘Add a Defendant screen will 
pop-up.  Enter information for the 
defendant. 

 

NOTE: Fields with the  are 
required: 
 
 
3. Click  .             . 
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4.  Click  to proceed to enter 
defendants for the case. 
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Upload Required Documents 
 

1. Click the checkbox to certify that 
all confidential personal identifiers 
have been redacted. 

NOTE: Browse option will not be 
available until checkbox is clicked. 

2. Click on the ‘Browse...’ button to 
select the document to upload as 

the   

3.  Click on the ‘Browse...’ button to 
select the document to upload as 

the   

4.  After uploading both 
attachments, if there are no more 
attachments, click 
 
                or  . 
 
NOTE: When                is selected, 
the filing is saved and can be viewed 
from the Pending Filing List on the 
Home Page if not submitted. 
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Review and Submit 
 
1. The fee for Verified Complaint is 
$75.00.  $50 for the Complaint and 
$25 for the Motion.   
 
NOTE: Click the Fee-exemption 
checkbox if user is exempt from 
fees.  Then select the reason for 
exemption. 
 
2. To view a draft of the OTSC, click                       
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Draft OTSC 
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Submit 
 
1.  After review of the OTSC,  

click   

 
2. The Submit Filing screen will 

display.  Click   to 
continue to file. 
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Confirmation 
 

1. A confirmation message will 
display in green, indicating that the 
filing has been successfully 
submitted, and email notification 
sent. 
 

2. Click   to view the 
printable Confirmation. 
 
NOTE This is a printable version of 
the Confirmation screen that can 
also be saved as a PDF document. 
 
3. Click the View Case Jacket 
hyperlink to view information found 
in the case jacket.  
 
4. The Transaction Information 
section will display  

• Transaction ID 
• Date received Payment 

amount 
• Documents filed 

 

5. Click  to start a new 
case. 
 
 
 
 
 

 
 


