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Conduct Document Reference Number checking 

purpose and may not be specific for the case/document concerned. 

using iCMS.  It is for general guidance only.  

telephone hotline 2693 0200 in the Jud

This step-by-step guide outlines the general process required to 

iciary’s Interactive Voice Response System to conduct the checking.

The screenshots provided hereunder are for general illustration 

conduct Document Reference Number checking

 Alternatively, you may call the 24-hour 

 

 

Item Process Relevant screenshots for reference 

1. Access Conduct 

Document Reference 

Number Checking 

function 

Select “Conduct Document 

Reference Number 

Checking” > 

Select “Court Level”> 

Click “NEXT”> 

[Note: Organization User 

or Individual User account 

holder can also access the 

function after login. After 

login, select court level, e.g. 

“District Court”, 

“Magistrates’ Courts” or 

“Small Claims Tribunal”, 

click “Other Electronic 

Services”> select “Conduct 

Document Reference 

Number Checking”.] 

District Court 

Magistrates’ Courts 
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Item Process Relevant screenshots for reference 

Small Claims Tribunal 

(i) For valid DRN (i.e. verification period of DRN checking service of the document concerned has NOT

expired, and DRN is within the scope of this DRN checking service)

2. Enter DRN of the 

document 

Input “DRN*”> 

[Note: DRN is a 12-digit 

number which is printed on 

the barcode label normally 

can be found at the top 

right corner of the first 

page of the document.] 

Input the captcha code*> 

Click “SUBMIT” button> 

District Court 
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Item Process Relevant screenshots for reference 

Magistrates’ Courts 

Small Claims Tribunal 
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Item Process Relevant screenshots for reference 

3. Verification result 

Click “CLOSE” to exit 

(ii) For invalid DRN, or the verification period of DRN checking service of the document concerned has

expired, or DRN is outside the scope of this DRN checking service

4. Enter DRN of the 

document 

Input “DRN*”> 

[Note: DRN is a 12-digit 

number which is printed on 

the barcode label normally 

can be found at the top 

right corner of the first 

page of the document.] 

Input the captcha code*> 

Click “SUBMIT” button> 

District Court 
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Item Process Relevant screenshots for reference 

Magistrates’ Courts 

Small Claims Tribunal 
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Item Process Relevant screenshots for reference 

5. Verification result 

Click “CLOSE” to exit 


