Step-by-step guide - “Enquire Electronic Application for Court Records”

Enquire Electronic Application for Court Records

This step-by-step guide outlines the general process required to enquire electronic application for court
records using iICMS. It is for general guidance only. The screenshots provided hereunder are for general

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

Item | Process Relevant screenshots for reference
1. Login user Organization User
account
By Organization e o L0
User (“OU”) or oCreer LAULIR- -Uu
Individual User LOG I N
( IU ) account Please fill in the information below. Fields marked with an asterisk (*) are mandatory.
hOIder' Account Type
Organization v
[Note_ Please Organization Code ~ Login Name ~
refer to relevant ! . |
step-by-step guide e
“Account Login
more inormatio
more information
if necessary.] Register an Account | Account Activation | Reset Password
Individual User
Screen ID: AUTH-LGN-00001
Sk WM
JUDICIARY
SIGN IN
Please fill in the information below. Fields marked with an asterisk (*) are mandatory
Account Type
Individual User ("1U") v
Organization Code* Login Name *
Password *
Register an Account | Account Activation | Reset Password
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Item

Process

Access the
function

Select court level,
e.g. “Magistrates’
Courts” >

Click “Inspection
of Document” >

Select “Enquire
Electronic

Application for
Court Records”

Relevant screenshots for reference

‘Welcome to Judiclary Web Portall You can access the services of the integrated Court Case Management System [ICMS") in this portal.

Enquire Electronic Application for Court Records

Search

Application Reference No

Case No. Status.

From Application Data To Application Date

Screen ID: EAQ-ENQ-00051

Input search
criteria

User may click
“SEARCH” to
retrieve all
applications,

OR

input search
criteria and click
“SEARCH”.

Ul for searching is displayed.

Enquire Electronic Application for Court Records

Search

Application Reference No

Case No. Status

From Application Date

Make payment
online

If you received
relevant
message(s) such as
message of
pending payment/
information
required/response
required, you may
click relevant
button under
“ACTION” to
proceed to
subsequent steps.

For example, click
“Pay Online” to
make electronic
payment for

The search result will be shown.

APPLICATION APPLICATION
REFERENCE NO. DOCUMENT CASE NO. STATUS FEES DATE

Transcript of Court
Hearing(Hard Copy)

Oy =
2022 endw?gl $ 00 2022-09-30 1839
Payment

STATUS
UPDATED

ACTION
2022-10-0515:59
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Item

Process

Relevant screenshots for reference

applications
pending payment.

Make payment

online (cont’d)

If the application
contains multiple
items, they must
be paid together.

Click “OK” to
proceed.

All items in the same application must be paid together.

Proceed to payment?

CANCEL

Make payment
online (cont’d)

Select a Payment
Method and click
GLPAY,S'

Screen ID: EPY-SET-0001

Online Payment Service

Judiciary Online Payment Service

The Judiciary

r Court Records Transaction Reference No: |

Tra 05/10/2022
otal Amount: HKD 190.00

S visa 852 .

Please take note of the transaction reference number or PRINT the page for enquiry on the payment status when necessary.

After pressing the pay button, please DO NOT leave this page until you are redirected to the acknowledgement page, otherwise your
transaction may not be successful.

Merchant Name is applicable to credit card payment method only.

PPS Shop&Buy(PPSB) does not support payment via browsers of mobile devices (including mobile phones and tablets) at the
moment. If you wish to pay by PPSB, please change to use desktop computer.

Some users may receive an error page or have to wait for several minutes before they get a response from the credit card payment
gateway. If you experience such a problem, please wait a moment and retry, or change to use PPSB to settle the payment. We
apologise for any inconvenience caused.

Different credit card issuers may have implemented different mechanisms to authenticate the cardholder's identity during online
payment. Please contact your card issuer if you want to learn more about the Verified by Visa and MasterCard SecureCode service.
For refund of online payment, it will normally be conducted either by way of cheque, bank draft or cash to the appropriate case party
or legal representative.

action Date:

Payment Method:

Read
acknowledgement
and save
payment receipt

The
acknowledgment
will be shown on
screen.

Click “SAVE
PAYMENT
RECEIPT”.

An acknowledgment will be shown on screen.

Acknowledgement

Payment is successful. You will be notified when documents are ready.

Submitted By Application Reference No.

Mr. |

Case No e-Payment Transaction Reference No.

2022 C€202210050000467

e-Payment Transaction Date Time e-Payment Method

05/10/202217:37:52 Credit Card
DOCUMENT FEES
Transcript of Court Hearing(E-Copy) $190.00

Please save or print the Acknowledgement/ Payment Receipt as a proof of your filing/ payment and for subsequent refund purpose, if necessary.

SAVE PAYMENT RECEIPT

BACK
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Item

Process

Relevant screenshots for reference

Read
acknowledgement
and save
payment receipt

(cont’d)

The payment
receipt will be
downloaded to
your computer.

Welcome to Judiciary Web Portall You can access the services of the integrated Court Case Management System (MICMS") in this portal.

Acknowledgement

DOCUMENT FEES

Acknowledgement
message sent to
the message box of
OU/1U as

appropriate

Click “Home” on
the left menu>

Access Message
Box>

Click the message
header to read the
content

Message box with message header(s) appears on the landing page

Message Box

All

~ DATE/TIME FROM FILE &

1737 System - |

Click the message header to read the content and the attachment therein

Message Details

[

<Back

10.

Internal Process
by Judiciary

Sender will receive a message in iCMS message box after internal process by

Judiciary.

11.

Read the message
for downloading
electronic copy or
collecting hard

copy

Click “Home” on
the left menu>

Access Message
Box>

Click the message
header to read the
content

Message box with message header(s) appears on the landing page

Message Box

All c

BIECT ~ DATE/TIME FROM FILE #

SUB
I Electronic Application for Court Records (Document(s) Ready) 05/10/2022 System - |

Click the message header to read the content and the attachment therein

Message Details

=

<Back

Electronic Application for Court Records (Document(s) Ready)
Date/Time 20221859
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Item | Process Relevant screenshots for reference
12. Download Search ~
electl’OHIC CODV Application Reference No.

Repeat StepS 2 _ 3. From Application Date To Application Date
Click “Download”. S sovck

You ma.y then APPLICATION DOCUMENT CASE NO. STATUS FEES APPLICATION STATUS ACTION

REFERENCE NO. DATE UPDATED
do_wnlr(])ad ,I save a_nd " [ranserrof Cours wm POt go000  zmmoosies 20100577y
print the electronic -

record. '

P I ease n Ote th at th e ‘Welcom to Judiciary Wb Portall You can access the services of the Integrated Court Cass Management System [CMS®} in this portal

document(s) will be | - 7 il !
expired in 28 days. : “
For detail, you may : v

refer to the

message sent to =
your Message Box \ '

- APPLICATION APPLICATION  STATUS
in Step 11 . REFERENCENO,  DOCUMENT CASENO.  STATUS FEES  pore SPDATED ACTION

Internal process by Judiciary
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