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Item Process Relevant screenshots for reference 

A. Create Storage Access Code for the Organization Account by Primary Administrator  

1.  Login Primary 

Administrator (PA) 

account 

[Note: Please refer to 

relevant step-by-step guide 

“Account Login and 

Logout” for more 

information if necessary.] 

 

 

2.  Create Storage Access 

Code by Primary 

Administrator (PA)  

Click “Judiciary Cloud” > 

 

 

The Judiciary Cloud login 

page appears> 

 

Input the “Organization 

Code*”, “Login Name*” 

and “Password*” > 

 

Click “LOGIN” > 

(Login information is the 

same as the iCMS login) 
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Item Process Relevant screenshots for reference 

 

Set the Storage Access 

Code for the Organization 

Account (OA).  Click 

“Confirm”> 

 

 

 

 

 

 

Input the Storage Access 

Code just created to access 

the Judiciary Cloud> 

Note:  

1) The Storage Access Code 

for the OA will be used by 

Organization User (OU) to 

upload or retrieve large 

size documents to and from 

the Judiciary Cloud.  

2) The Storage Access Code 

cannot be recovered if 

forgotten 

3)  A large size document 

refers to a file larger than 

the Technical Requirement 

of 50MB. 
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Item Process Relevant screenshots for reference 

Click “Change Storage 

Access Code” to change the 

Storage access code> 

Click “Sign Out” to sign 

out Judiciary Cloud> 

 

B. Organization User (OU) to upload document, create folder, and share the uploaded document with 

another OU within the Organization Account through the Judiciary Cloud       

3.  Login Organization User 

(OU) account  

 

 

4.  Access the Judiciary 

Cloud by Organization 

User 

Select court level, e.g. 

“High Court”> 

Click “Electronic Filing”>  

Select “Judiciary Cloud”>  

Input the “Organization 

Code*”, “Login Name*” 

and “Password*” > 

 

Click “LOGIN” > 

(Login information is the 

same as the iCMS login) 
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Item Process Relevant screenshots for reference 

5.  Storage access code 

Input the Storage Access 

Code > 

 

Note: Please use the 

Storage Access Code 

created by the PA. 
 

6.  Upload document to 

Judiciary Cloud 

 

Click “Upload”> 

 

 

 

Upload the file from your 

local drive by dragging the 

file to “Upload Your 

Attachments” box > 

 

 

 

 

 

 

 

 

7.  Create folder under “My 

Drive” 

Click “My Drive”> 

 

 

Click “Create Folder”>  
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Item Process Relevant screenshots for reference 

 

 

 

 

Input the folder name in the 

“Create New Folder”> 

Click “Create Folder”>  

 

 

 

 

 

A new folder is created 

under “My Drive”> 

 

 

 

8.  To delete, move, or share 

the uploaded document 

To delete the upload 

document: 

Select by ticking the 

checkbox of the uploaded 

document> 

Click “Delete” button> 

 

The document is removed 

from the folder to the “Bin” 

Note: The document is 

moved to the “Bin” 

temporarily.  The document 

in the “Bin” will be 

permanently removed from 

the Judiciary Cloud after 

11:59 pm of the same day. 

 

 

To delete the upload document 
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Item Process Relevant screenshots for reference 

9.  To delete, move, or share 

the uploaded document 

 

To share the uploaded 

document with another 

users of the organization 

(another OU): 

Select by ticking the 

checkbox of the document, 

then click “Share”> 

 

Alternatively, click the 

“Share” icon>   

 

A window pop-up appears.  

Select the OU with which 

the document is to be 

shared from the “Add 

users” dropdown> 

 

 

 

 

 

 

To remove user, click the 

minus icon of the “Shared 

users” list  

 

Click “Confirm” > 

 

 

 

 

 

 

 

 

To share the uploaded document with other users of the organization 

(another OU): 
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Item Process Relevant screenshots for reference 

“Shared” icon appears at 

the document line> 

Click “Shared” to view the 

user with which the 

document is shared> 

 

 

 

10.  To delete, move, or share 

the uploaded document 

To move the document: 

Select by ticking the 

checkbox of the document 

then click “Move”> 

 

 

Alternatively, click the 

“Move” icon> 

 

 

Select the folder to which 

the document is to be kept, 

then click “Confirm”> 

 

 

 

 

 

 

The document selected is 

relocated to the designated 

folder 

 

 

 

  

To move the document 

 

 

 

 

  

 

 

C. Organization User (OU) retrieve large size document(s) from the Judiciary Cloud and upload to iCMS 

for the High Court selected case types 
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Item Process Relevant screenshots for reference 

11.  Retrieve large size 

document from Judiciary 

Cloud  

 

After login to iCMS, the 

OU proceeds with the steps 

of Commence a new case or 

Send document to an 

existing case.   

 

To upload the large size 

document from the 

Judiciary Cloud to iCMS, 

click “Judiciary Cloud”> 

 

. 

. 

. 
 

 

12.  Judiciary Cloud shortcut 

window pop-up 

 

Select the document from 

the appropriate folder, e.g. 

“My Drive”> 

 

 

 

Click the radio button of the 

document, then click 

“Upload”> 
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Item Process Relevant screenshots for reference 

13.  Storage Access Code 

A window pop-up for input 

of the Storage Access Code 

of your organization created 

by PA appears. 

Input the Storage Access 

Code of your organization 

in “Storage Access 

Code*”> 

Click “Confirm”>  

 

14.  Document uploaded to 

iCMS 

The selected document is 

shown in iCMS in “Upload 

File*”> 

 

Click “Next” to proceed 

with subsequent steps of 

Commence a new case or 

Send document to an 

existing case > 

 

 

UI of Commence a new case 

 

UI of Send document to an existing case 

 

D. Organization User(OU) to view large size document image from iCMS 

15.  Inspect Filed Document  

The large size document 

image can be viewed 

through Inspect Filed 

Document function, if 

inspection of the document 

is applicable.  

 

After login to iCMS, the 

OU proceeds with the usual 

steps of Inspect Filed 

Document >    

Inspect filed document 
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Item Process Relevant screenshots for reference 

Select court level, e.g. 

“High Court”> 

Click “Inspection of 

Document” >  

Select “Inspect Filed 

Document” > 

 

16.  The OU proceeds with the 

usual steps of Inspect Filed 

Document, inputting the 

case number >    

 

 

 

UI to display “Search Documents” function  

 

 

17.  Select Document for 

Inspection 

 

Step 4 Inspect Documents 

Click the document 

hyperlink with NO 

checkbox in the last column 

> 

 

 

 

 

 

 

 

UI to display “Inspect Documents” function  

 
. 
. 
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Item Process Relevant screenshots for reference 

A message window pops up 

and the “Document Access 

Code” for the document is 

generated> 

 

Click “Open Judiciary 

Cloud” > 

 

18.  Inspect Document in 

Judiciary Cloud 

The Judiciary Cloud access 

page appears> 

Input “Document Access 

Code*” generated in 

previous step> 

Click “Open The 

Document” > 

 

 

 

 

The document name is 

shown. Click the “View” 

icon to view the document> 
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Item Process Relevant screenshots for reference 

19.  Download Document in 

Judiciary Cloud 

  

Click the “Download” icon 

to download> 

 

 

 

 

 

When download is 

completed, open the 

downloaded document> 

 

 

 

 

 

 

20.  View attachment of 

Message 

Click “Home”> 

Access Message Box> 

 

Click the message header to 

open and read the content 

and attachment therein. 

 

 

 

Click the attachment> 

  

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

 

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

therein 
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Item Process Relevant screenshots for reference 

21.  A message window pops up 

and the “Document Access 

Code” for the document is 

generated> 

  

 

Click “Open Judiciary 

Cloud” > 

  

22.  Open attachment in 

Judiciary Cloud 

The Judiciary Cloud access 

page appears> 

Input “Document Access 

Code*” generated in 

previous step> 

Click “Open The 

Document” > 

 

 

 

Click the document to view 

the image> 
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