New Jersey Bias Investigation Access System (NJBIAS)

Respondent Instructional Handbook

(For Respondents and Respondent Attorneys) NJ Eﬁmi‘LmRiGH 1S
Introduction:

The NJ Bias Investigation Access System (NJBIAS) is an electronic case management system that
allows complainants, respondents, and their representatives the ability to, among other things, file and
respond to complaints, submit evidence, interact with DCR staff, schedule appointments, and consent
to electronic service.

This handbook will guide you assist you with, among other things, registering yourself or your
organization with NJBIAS, requesting extensions, responding to complaints and document &
information requests, filing and responding to motions, sending messages, and uploading evidence.

If you have any questions, please send an email to DCR at NJDCR4U @njcivilrights.gov, or call 1-
833-NJDCR4U.

Registering for NJBIAS:

Do not attempt to register for NJBIAS until you receive an ‘invite to register’ email. The email will
have a link that contains a code specific to your organization. Click on the link to get started.

Invite to register nbox x

DCR no-replydcruat <no-replydcruat@dea.njoag gov>
o Test =

Dear Test Corp

You are invited to register with the NJ Bias In»eStigation Access System (NIBIAS). To redeem your invitation, please follow the instructions below.
- Click on the link below:
Click here to register
- An invitation code will be displayed. Click ‘Register”

- Enter vour email address (if not already populated), select a username and password, confirm password

- Click 'Register'

- Consent to receive electronic notifications, enter your information noting required fields, and click Update'

- Click on the 'Confirm E-mail button

- You will receive an email asking you to confirm vour email address. Click the link in the email

- You are now registered.

To view your complaint(s)

- Click on Respondent Portal' or 'Complainant Portal” at the top of the screen

- Click on My Complaints’ on the left navigation panel.

- The complaint is now linked to your account and 1s available for you to review.

If you believe you received this email in error, please contact the Division on Civil Rights for assistance at 833-NJDCR4U (833-653-2748)
Please do not reply to this message. This email address is not monitored so we are unable to respond to any messages sent to this address

Regards.

nro
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You will be taken to the following screen, which shows aforementioned code. Click ‘Register’

- ‘ .3 | File a Complzint Complainant Portal | English ~

NJcivitricHTs

Sign up with an invitation code

* Invitation code 2883fpvm

Copyright ® 2021. All rights reserved.

Enter a Username and Password and click ‘Register’

=] Sign in Redeem invitation

NOTE: Only use this registration process if you are a complainant, represeptative, or advocate looking to file a complaint. If you are an organization, or attorney for an
organization, please wait for an “invite to register” email that contains a regiétration link and code.

Redeeming code: 2883fpvm

* Email RespondentDCR1+cup@g
* Username
* Password

* Confirm password
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On the next screen, click ‘Confirm Email’

. 1 English ~ Cup Corp ~

NJcilricnTs

Home / Profile

Profile

Please provide some information about yourself.

H Cup G The First Name and Last Name you provide will be displayed alongside any messages »eqt to internal DCR staff.
up Corp

Your Organization and Title are optional.

© Your email requires confirmation. Please click the "Confirm Email” button to the right :]
Profile
Your information
& Security

[J Consent to Electronic Service *

Change password i ) .
[J Consent to notifications via SMS messages

Change email (1] Salutation
First Name * Email *
HR Rep RespondentDCR 1+cup@gmail.com

This screen will appear, advising you to check for a confirmation email.

Confirm E-mail

F ! Cup Corp
£ A confirmation email has been sent to the email address below. Please follow the instructions in the email to
proceed.
Profile
E-mail RespondentDCR1+cup@gmail.com
& Security

Change password

Change email [+]
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On the confirmation email, click ‘Complete Registration’

Confirm your account inbox x

DCR no-replydcruat <no-replydcruat@dca.njoag.gov>
toCup v

Dear Cup Corp,

Your account with the New Jersey Bigsfivestigation Access System requires confirmation. Please click the following link to complete the registration

Complete Registration

Qr you can copy the following URL and paste it into your web browser:

NJciviCricHTS

8:28PM (1 minute ago) Yy

hitps/ibiasuat njcivilights. govi iConfirmE mail?userld=6074c63¢-01b3-eb11-8236-001dd804b75&code=2xV5BBzpq8 SFPNWINOIWY MY KzrRiVqRATF Mi6grY MMLZ2PpuRnKJmkkF274B08 1w 78X 11%2Bp6311 WyXxCzSNbgPIdHel VgiHZbw

PSBWPOF{KR&ffm?%2B010Zxd. j48h30gNgX; TXDthrbXaQxp66w29TIvGiz46ZuDL IPANWKRKDVIMGIJ

Please do not reply to this message. This email address is not monitored s we are unable to respond to any messages sent to this address

Regards,
DCR

You will be taken back to the Profile screen, where the green banner will confirm that your email

confirmation was successful.

Fill in the remaining information fields. And check off ‘Consent to Electronic Service’

Click ‘Update’

| Ength- | CopComp -

% | Prefiie
Ay
rofile
Fiease provide 3ome: informanon abgd yourself.
£ The First Name and Last Hame)f0u provide vl be dispiayed slongside ary messsges sent io iniermal DCR sisfl.
P Com
Organizsion &=d Ti ool
I ©'Your ama 74
Erofi
Your imjgfmation
Consent to Elsstromas Sarvice
""" : Consent o nofifications via $M5 messeges
Chaege ema Salutation
v
First Nams * Email *
HR Hap BorpondemOCE lrup@arai ram
Last Name * MisinMabile Phane *
i re salucisd, ihis MUST be your
Tite
Curgari zafian Hame
Cup Cop
Portzl Language Street 1
E W 1 Cup Road
Stroet 2
coy
Hewar
aunty
~
Stabe
o w
ZIFfPostsl Code

Updated 05/20/2021




New Jersey Bias Investigation Access System (NJBIAS)

Respondent Instructional Handbook

(For Respondents and Respondent Attorneys) N_' E'FJTL“RIGHTS

You are now successfully registered for NJBIAS.
Downloading the Verified Complaint:

Click ‘Respondent Portal’ at the top of your screen

- 1 # | Respondent Portal File a Complaint Complainant Portal English ~ Cup Corp ~

NJcivicrignTs

Home Profile

Profile

Flease provide some information ahout yourself.
H Cup Com The First Name and Last Name you provide will be displayed alongside any messages sent to internal DCR staff.

Your Organization and Title are optional

© Your email has been confirmed successfully

Profile
Your profile has been updated successfully.
i@ Security
Change password Your information
Change email Consent to Electronic Service *

[ Consent to notifications via SMS messages

On the corresponding complaint, click the Action button and click ‘Download Verified Complaint’

Home / Respond to a Complaint

Respond to a Complaint

Select a complaint to respond to from the list below.

My Complaints
Complaint 4 Complaint Type Role Status Actions
E2021-510000 Employment Respondent Pending Respondent Response .
Download Verified Complaint
Upload Response to Complaint or Documents
Add Attorney
Request Extension to Answer VC

Send or View Messages
Reaspond to D&I Requests

View, File or Respond to Motions
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Click the Action button and click ‘View Details and Download’

Home ' Download Verified Complaint

Download Verified Complaint

Click en document or use Action dropdown to view details and download.

Upload 4+ Upload Date

Upload Status Actions
Verified_Complaini_signed.pdf 5/19/2021 8:59 PM File Uploaded

View Details and Download

Click the file link to download

A view detalls

Click on\the file name to download.

This computer sygtem does not scan files for computer viruses. By downloading this file, you acknowledge and
knowingly accept e risk of saving this file on your device. It is recommended that you take steps to protect your
own computer systeq, such as installing current anti-virus software and the latest security updates.

Document Type

Signed Verified Compaint

Upload Date

5M19/2021 8:59 FM

Description
Signed Verified Complaint
Note Text

4 minutes ago
# Lenin Lopez E Verified_Complaint_signed.pdf (258 21 KB)
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Requesting a First Extension

To request an initial extension to respond to the verified complaint, on the Respondent portal, click the
Action button on the corresponding complaint, and click ‘Request Extension to Answer VC’

B N A | Respondent Portal File 8 Complaint Complainant Portal English ~ Cup Corp ~

NJENiCRiGHTS

Home ' Respond to a Complaint

Respond to a Complaint

Select a complaint to respond to from the list below.

My Complaints
Complaint 4 Complaint Type Role Status Actions
E2021-510000 Employment Respondent Pending Respondent Responze .

Download Verified Complaint
Upload Response to Complaint or Documents
Add Attorney

Request Extension to Answer VC

Send or View Messages
Respond to D&l Requests
View, File or Respond to Motions

Check the ‘Request First Extension of 10 Days?’ box, then click submit

Home | Requestan Extension of Time

Request xtension of Time

[ Request First Extension of 10 Days? * Request Second Extension Due to Extenuating Circumstances?

Second Extension Reason
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Requesting a Second Extension

Follow the steps outlined above. Check the ‘Request Second Extension’ check box, and fill in the
reason. Click Submit.

Home ' Reques Extension of Time

Request of Time

Request First Extension of 10 Days? Request Second Extension Due to Extenuating Circumstances? *

Second Extension Reason *

‘We require 15 more days due to extenuating circumstances.
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Responding to the Verified Complaint

To respond to the verified complaint, click the Actions button on the corresponding complaint and
select “‘Upload Response to Complaint or Documents’. You can also use this button to submit other
documents during the investigation

-. ‘ A | RespondentPortal | File a Complaint Complainant Portal English ~ Cup Corp ~

NJ&ivicRisnTs

Home / Respond to a Complaint

Respond to a Complaint

Select a complaint to respond to from the list below.

My Complaints

Complaint 4 Complaint Type Role Status. Actions
E2021-510000 Employment Respondent Pending Respondent Respqnse .

Downlead Verified Complaint

Upload Respenze to Complaint or Documents
Add Attorney

Reguest Extension to Answer VC
Send or View Messages
Respond to D&I Reguests

View, File or Respond to Motions

Click ‘Upload Document’

Home /| Respondent Documents

Respondent Documents

Upload Documents

Upload Document

Document Type Upload Upload Date Actions

There are no records to display.
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Select the Type of document you are submitting from the drop down menu.

(Note: You must submit an Answer, Position
Statement, and Exhibits in order for your response

to be deemed sufficient).
@ Create

Document Uploader
Complaint Type

Employment

Type*

Respondent Answer

Fosition Statement

Exhibits to Position Statement and Respondent Answer

Employment Records, including evaluation and disciplinary information
Payroll Records, including time sheets

Internal Investigation Records/Reports

Relevant Policies/Procedures

Others' Employment Records, including evaluation and disciplinary information
Other Evidence

Choose Flle | NO TIie Cnosen

Upload

Click ‘Choose File’ to upload your document. Once you’ve added your document, click ‘Upload’

Document Uploader
Complaint Type

Employment

Type *

Respondent Answer b

This document will be accessible to the complainant during the Investigafion

Description

Attach File (Maximum allowed fife size is 15 MB) *

Choose File | No file chog,

Upload
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If your upload was successful, you will see your document here. Upload as many documents as
necessary.

Respondent Documents

Upload Documents

Upload Document
Document Type Upload Upload Date ¥ Actions
Respondent Answer dpf-445_FormFielded. pdf 5192021 9:28 PM n

Adding an Attorney

Note: You can add an attorney at any point during the investigation.

To add an attorney, click the Actions button on the corresponding complaint and select ‘Add Attorney’

- ‘ #H | Respondent Portal File a Complaint ‘Complainant Portal English ~ Cup Corp ~

NJ&ivicRisnTs

Home / Respond to a Complaint

Respond to a Complaint

Select a complaint to respond to from the list below.

My Complaints
Complaint 4 Complaint Type Role Status. Actions
E2021-510000 Employment Respondent Pending Respondent Response .

Downlegd Veriied Complaint
UplogggResponze to Complaint or Documents
Add Attorney

Reguest Extension to Answer VC

Send or View Messages
Respond to D&I Reguests

View, File or Respond to Motions
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Click ‘Add Attorney’

Home / Add Attomey

Add Attorney
First Name Last Name Contact Role Phone Number Created On ¥ Actions

There are no records to display.

Fill in the information fields

Click ‘Submit’
G Create
Contact Role = ADDRESS
Respondent Attorney S Street 1
Salutation
hd Street 2
First Name *
City
Last Name *
County
Phone Number * -
State
Email ’

ZIP/Postal Code

Once you submit your attorney, DCR will review quickly verify their credentials. Once verified, your
attorney will receive a notification email and invitation to register. Your attorney should use the
registration instructions described above.
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Responding to Document & Information Requests

To respond to a D&I Request, click the Actions button on the corresponding complaint and select
‘Respond to D&I Requests’

- 1 # ‘ Respondent Portal File a Complaint Complainant Portal English ~ Cup Corp ~

NJERNiCRioHTs

Home ' Respond to a Complaint

Respond to a Complaint

Select a complaint to respond to from the list below.

My Complaints

Complaint 4 Complaint Type Role Actions

E2021-510000 Employment Respendent Penting Respondent Response .

Download Verified Complaint
Upload Response to Complaint or Documents
Add Attorney

Request Extension to Answer VC

Send or View Meszages
Respond to D&l Requests

View, File or Respond to Moticns

Click the Action button on the corresponding D&I Request. You can select ‘Request Extension’ or
‘Respond’ (Note: Requesting an extension for a D&I request is the same procedure as requesting
an extension-to respond to the verified complaint, as outlined above)

Home ' Document and Information Req

Document and Information Reque

Actions

Name Recipient Contact Due Date 4
Document and Information Regquest Cup Corp 6/8/2021 Pending Response

0
Respond

Request Extension

Click ‘Upload Document’ and upload your response using the same procedure as described on page
10

Document and Information Res

Giick on the ‘Upload Document button to pload a document to respond to this request. Once you are done uploadt
tothe investigator

cuments, click on the 'Submit” button to Submit your response.

Upload Documents
Description Upload Upload Date 4 Upload Status
There are no records to display.
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To view, file, or respond to a motion, click the Actions button on the corresponding complaint and

select ‘View, File, or Respond to Motions

- 1 # ‘ Respondent Portal File a Complaint Complainant Portal

NJERNiCRioHTs

Home ' Respond to a Complaint

Respond to a Complaint

Select a complaint to respond to from the list below.

My Complaints

English ~

Complaint 4 Complaint Type Role Actions
E2021-510000 Employment Respendent Pending Respondent Response .
Download Verified Complaint
Upload Response to Complaint or Documents

To file a new motion, click on one of the two Motion types below

View Motions

Complaint Created On 4+ Type Moving Party

There are no records to display.

14

Add Attorney
Request Extension to Answer VC
Send or View Meszages
Respond to D&l Requests

View, File or Respond to Moticns

File Motion to Dismiss File Other Motion

Status Actions
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Click ‘Upload Motion’ and follow the directions to upload your motion (works similar to uploading
documents).

Home | File Other Motion

Then click ‘Submit’

Click "Uplosd to upload a documant or dociMeqgs. Befora you click "Submit’, make sure the documants you uploaded are comect. If you upicadad a decument in arrer, click the
“Actions’ drop dowin 1o delete the document. After Sigg *“Submi, the documents uplosded cannot be deleted

Fleass note that the mofion and accompanying documents yoi e uploading will be shared with the oppasing party
Other Motion Description
|

4
ocuments \
Uplaad Mofion
ument Type Description Upload UploadDate 4  Upload Status  Actions

Thesk are no records to display.

To download a motion and/or respond to a motion, click on the actions button on the corresponding
motion.

Click ‘Upload/View Responsive Documents

Home / View Motions

View Motions

File Other Motion

Actions

Complaint Created On 4 Type Moving Party
E2021-500000 51972021 7:20 PM Dismissal Test Corp Filed

Upload/View Responsive Documents
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To download the motion, click the action button on the corresponding document and click ‘Download
Document’

Respond Motion

re you click “Submit’, make sure the documents you uploaded are correct. If you uploaded a document in error, click the

Click ‘Upload’ to upload a document or documents.
it the documents uploaded cannot be deleted

“Actions’ drop down to delete the document. After clicking

Please note that the motion response and accompanying documents yotrage uploading will be shared with the opposing party

Documents
Upload Opposition
Document Type Description Upload Upload Date Upload Status  Actions

Legal BriefMemorandum dpf-44S_FormFielded pdf 519/20217:21  File Upld (2]

Download Document

Click on the document file to download

n the file name to download.

This compu\er system does not scan files for computer viruses. By doewnloading this file, you acknowledge and
knowingly acdept the risk of saving this file on your device. It is recommended that you take steps to protect your
own computer 3ystem, such as installing current anti-virus software and the latest security updates

Document Tyge

Legal BriefilMemogandum

Upload Date
5/19/20217:21 PM

Description

Note Text

6. minutes ago
Test Corp B dpi-44S_FormFielded.pdf (313.42 KB)
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To respond to a motion, click ‘Upload Opposition’. Follow the instructions to upload, and then click
‘submit’

Respond to a Motion

Click ‘Upload' to upload a document or documents. Before you click ‘Submit’, make sure the documents you
‘Actions’ drop down to delete the document. After clicking ‘Submit,” the documents uploaded cannct be deleted.

oaded are correct. If you uploaded a decument in error, click the

Please note that the motion response and accompanying documents you are uploading will be shared with the opposing

Documents

Upload Opposition

Document Type Description Upload Upload Date %  Upload Status  Actions

Legal BriefiMemaorandum dpf-445_FormFielded pdf 5M19/2021 7:21 File Uploaded n
PM

Messages

To send or view messages, click the Action button on the corresponding complaint and click ‘Send or
View Messages’

A | Respondent Portal File @ Complaint Complainant Portal English ~ Cup Corp ~

Home ' Respond to a Complaint

Respond to a Complaint

Select a complaint to respond to from the list below.

My Complaints

Complaint 4 Complaint Type Role Actions

E2021-510000 Employment Respondent Pendingespondent Response .

Download Verified Complaint
Upload Response to Complaint or Documents
Add Attomey

Request Extension to Answer VC

Send or View Messages
Respond to D&l Requests

View, File or Respond to Motions
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Next, Click ‘New Message’

Messages
Messages
Message Read By Portal
Complaint Subject Date Created ¥ User Actions

There are no records to display.

Type in the subject and text, and click ‘Submit’

To reply to a message, click on the action button next to the corresponding message.

Click ‘View Details’

Messages

Messages

Message Read By Portal

Complaint Subject Date Created + Actions

E2021-510000 Hello 5/19/2021 10:18 PM No

View Details
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Type in your response and click ‘Submit’

O View details
Subject®
Subjact

Body

On Wednesday, May 19, 2021 5:21 PM, Test One wrote:

Hi How are you

19
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