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Commence a new case (civil proceedings - CACV)

This step-by-step guide outlines the general process required to send documents using iCMS for the High Court

selected case types.  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. We are now using a civil appeal

case for illustration.  Please make suitable adaptation in other implemented case types.

Item Process Related screenshots for reference

1. Login user account

By Organization User

(“OU”) or Individual User

(“IU”) account holder

[Note: Please refer to

relevant step-by-step guide

“Account Login and

Logout” for more

information if necessary.]

For OU account holder,

he/she should have been

duly assigned to handle the

case concerned with proper

user role.

[Note: Please refer to

relevant step-by-step guide

under the subject of

“Assign default OU

Account(s) and court

case(s)” for more

information if necessary.]

Organization User

Individual User
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2. Access e-Filing function

Select court level, e.g.

“High Court”>

Click “Electronic Filing”>

Select “Send

Document(s)”>

3. Select the required

function

Select “Commence a new

case”>

Tick the checkbox “I

acknowledge that I have

read and understood the

Note to Sender above.”>

Click “NEXT”>

……

4. Input case details

“Court Level” is prefilled as

“High Court”.

Select “Case Type*”>

Step 1: Enter Court Case Details
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Select “Related to inter

partes proceedings?*” as

appropriate.  >

[Note: “Relate to inter

partes proceedings?*”

applicable to CACV only.]

Click “NEXT”>

…

5. Input case details (cont’d)

“Court Level” is prefilled as

“High Court”.

“Case Type” is prefilled as

“CACV – Civil Appeal”

according to the selection at

item 4.

Input “Related Intended

Action Case Number” and

“Related Order Date” if

any>

Select “Order, Decision or

Judgment to be appealed

against”>

[Note (1): if “Judge or

Judicial Officer” is

selected, (i) input “Name of

Judge or Judicial Officer”;

(ii) input “Lower Court

Case Number”; (iii) Select

“Date of Order/Decision to

be appealed against” using

the date picker; and (iv)

select “Type of Appeal”.

Note (2): If “Statutory Body

or Professional

Disciplinary Board” is

selected, (i) select “Name

of Statutory Body or

Professional Disciplinary

Board”; (ii) input ‘Related

Reference No.; and (iii)
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Select “Date of

Order/Decision to be

appealed against” using the

date picker. “Type Of

Appeal” is prefilled>]

Tick the checkbox “Urgent”

if the case is urgent>

Click “NEXT”>

6. Input Appellant’s details

The checkbox “Party

(Appellant) involved in this

appeal case” is pre-selected

by the system.

[Note: If the party of the

lower court case will not be

involved in this new appeal

case, please un-selected this

checkbox. The “Party No.”,

“Party Type” and name of

the lower court case will

still be shown in the

originating document but

he/she will not be shown as

(Appellant) and their

addresses will also not be

required to be inputted. ]

Input “Party No.” of the

lower court case>

Select “Party Type *” of the

lower court case>

Select “Party Category*”>

Input “Surname (Eng)*”>

Input “Given Name (Eng)”

>

Step 2: Enter Court Case Details - Case Parties (For)
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Select “ID Type” (optional)

>

Input “ID No.”>

Input “Address*”>

Select district and region>

“Representation/

Representative*” and

corresponding address are

prefilled (in accordance

with user profile of OU/IU)

>

Input “Solicitors Ref./Your

Ref.*”> [Note: Only

applicable to OU account

user.]

Click “Add Parties(For)”

and repeat the steps for any

additional Appellant(s)

Click “NEXT”>

[Note: You may save the submission as draft at any time before

confirmation and payment. Please refer to “How to save (and

retrieve) a draft submission before commencing a new case?” video

clip, and/ or the step-by-step guide on “Save (and retrieve) a draft

submission before commencing a new case” for more information.]

7. Input Respondent’s

details

The checkbox “Party

(Respondent) involved in

this appeal case” is pre-

selected by the system.

[Note: If the party of the

lower court case will not be

involved in this new appeal

case, please un-selected this

checkbox. The “Party No.”,

“Party Type” and name of

the lower court case will

still be shown in the

originating document but

he/she will not be shown as

Step 3: Enter Court Case Details - Case Parties (Against)
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(Respondent) and their

addresses will also not be

required to be inputted.

Input “Party No.” of the

lower court case>

Select “Party Type *” of the

lower court case>

Select “Party Category*”>

Input “Surname (Eng)*”>

Input “Given Name (Eng)”

>

Select “ID Type” (optional)

>

Input “ID No.”>

Input “Address*”>

Select district and region>

Select “Representation/

Representative*” otherwise

it is defaulted as “In

Person” >

Click “Add

Parties(Against)” and repeat

the steps for any additional

Defendant(s).

Click “NEXT”>
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[If “Ex parte” is selected in

Step 1 of item 4 above, and

in Step 3 “No” is selected

in “Party (Respondent) in

this appeal case*”, click

“Next”.  Skip item 7 and

proceed to item 8 below.]

8. Generate Originating

Document For Service

Notice of Appeal is

generate by system for

service.

Notice of Appeal

Select “English” in

“Document Language*”>

Click “Generate Originating

Document” to generate a

document according to

information filled in the

previous steps.

A draft originating

document, i.e. Notice of

Appeal, is generated. Click

“Download” >

Step 4: Enter Court Case Details – Generate Originating Document

For Service

Click “Download” to download draft document
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A window pops up. Click

“DOWNLOAD” again to

proceed>

The draft originating

document is downloaded to

the local drive. Click “Open

file”.  Edit the content of

the downloaded draft if

necessary. Click “CLOSE”

to close the pop up>

Click “Upload” to upload

the revised originating

document>

After clicking “Upload”,

there is a pop-up box.

Click “BROWSE FILES”

in the pop-up box and select

the revised originating

document which is required

to upload from the local

drive.

Click “DOWNLOAD” again and “Open file”

Click “Upload”

After clicking “Upload”, there is a pop-up box.
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[Note: You may also use

“Drag and drop file here”

to upload document file.

Please refer to the step-by-

step guide “Upload

document using ‘drag and

drop’ feature” for more

information.]

The revised originating

document is successfully

uploaded. Click “Preview”

to preview the uploaded

document if necessary.

Otherwise, click “OK” to

proceed >

The revised originating

document is successfully

uploaded.

Select “Upload Grounds of

Appeal*” as appropriate>

If “Yes” is selected for

“Upload Grouds of

Appeal*”, click “Upload”>
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After clicking “Upload”,

there is a pop-up box.

Click “BROWSE FILES”

in the pop-up box and select

the document which is

required to upload from the

local drive.

[Note: You may also use

“Drag and drop file here”

to upload document file.

Please refer to the step-by-

step guide “Upload

document using ‘drag and

drop’ feature” for more

information.]

The document is

successfully uploaded.

Click “Preview” to preview

the uploaded document if

necessary. Otherwise, click

“OK” to proceed >

Click ‘Sign” to apply

signature to the document

just uploaded >

[Important Note for OU account holders: If the previous steps are

taken by the filing clerk and since the originating document is

required to be signed by the Solicitor, the filing clerk has to click
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“SAVE DRAFT” at the bottom and inputs the password for retrieving

the saved record. Please note that only the generated originating

document is saved in this step.

Then log in the OU account of the Solicitor who is responsible for

signing the document. Select “High Court”>“Electronic

Filing”>“Send Document(s)”>”Load draft filing”. Input the

password to retrieve the saved record. The Solicitor can then sign

the document.

Since the signer is the submitter and only the originating document is

saved, the Solicitor will then be required to continue item 10 to

proceed the procedure after signing the originating document.]

9. Sign and save for

download for service

Input necessary information

and password then click

“Confirm”>

The revised originating

document is successfully

signed and saved as draft>
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Click “Download For

Service” to download the

document for service>

[If “Ex parte” is selected in

Step 1 of item 4 above, skip

“Download For Service”

steps in item 9 and proceed

to item 10.]

A window pops up. Click

“DOWNLOAD” again to

proceed>

The draft originating

document is downloaded

for service.

10. To complete the filing after

service, retrieve the

document from “Electronic

Filing> Send Document >

Load draft filing” and

continue>

[Please refer to the step-by-

step guide “Save (and

retrieve) a draft submission

before commencing a new

case” for more

information.]
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11. Upload Indorsement of

Service and Documents

The draft is retrieved to

continue the submission.

Documents bundled for

submission in the case of

commencement of Civil

appeal:

 “Notice of Appeal”

 “Indorsement of

Service”

 “Sealed Judgment”

 “Reasoned Decision”

Select language in

“Document Language*”>

“Purpose” is prefilled as

“For Filing”

Click “Upload”>

Please refer to “Template”

for “Indorsement of

Service” if necessary

[Note: Large size file

should be uploaded to the

Judiciary Cloud through

the function menu before

electronic filing.  The file

then can be retrieved for

electronic filing in iCMS by

clicking “Judiciary Cloud”

instead of “Upload”.

Please refer to step-by-step

guide “Judiciary Cloud”

for more information if

necessary.]

Step 5: Upload Indorsement of Service and Documents

…
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Click “BROWSE FILES”

and select document>

[Note: You may also use

“Drag and drop file here”

to upload document file.

Please refer to the step-by-

step guide “Upload

document using ‘drag and

drop’ feature” for more

information.]

Document name is

displayed under “Uploaded

Documents”

Click “Preview” to view the

image of the document>

Click “OK” if the uploaded

document is in order>

Or, click “Delete” if the

uploaded document is not in

order>

[Note: You may click

“SAVE DRAFT” to save a

draft submission before

commencing a new case.

Please note that apart from

the 1st document, i.e.

originating document

generated by the system, all

other uploaded documents

will not be saved in this

draft submission. Please

refer to the step-by-step

guide “Save (and retrieve)

a draft submission before

commencing a new case”

for more information.]

After uploading all

documents, click “NEXT”>
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12. Confirm details of the

filing

If filing details are in order,

click “NEXT”>

Click the hyperlink under

the column “UPLOAD

FILE” to view the

documents signed or

uploaded in the previous

steps, if necessary.

Or, if filing details are not

in order, click “BACK” to

return to the previous steps

to rectify any of the

inputted data>

Step 6: Confirm Details of the Filing

……

13. Payment

Click “NEXT” >

[Note: Payment is not

applicable to the party who

is on legal aid.]

Step 7: Payment
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Click “OK” in the popup up

of “Proceed for payment?”>

14. Select one “Payment

Method” and the “PAY”

will be activated.

Click “PAY”>

[Note: (i) Payment is not

applicable to the party who

is on legal aid.

(ii) If payment method other

than Deposit Account is

selected, you will be

redirected to the website of

External Payment Service

Provider for payment.

(iii) Payment by Deposit

Account is only applicable

to organization accounts. If

Deposit Account is selected,

you will be redirected to a

confirmation page of

payment via deposit

account. Please refer to

step-by-step guide “Make

Electronic Payment” for

more information if

necessary.]

(iv) Upon successful

payment, you will be

redirected back to iCMS to
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proceed to Step 8 at item

15.]

15. Acknowledgement

Click “SAVE

ACKNOWLEDGEMENT”>

Click “DOWNLOAD” in

the popup up of “Confirm

to download file?”>

Click “Open file” to

retrieve the

Acknowledgement>

Click “SAVE PAYMENT

RECEIPT”>

Click “DOWNLOAD” in

the popup up of “Confirm

to download file?”>

Click “Open file” to

retrieve the Payment

receipt>

Click “Download” under

the column “UPLOAD

FILE” to download a copy

of originating document

submitted, if necessary.

Step 8: Acknowledgement
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16. Acknowledgement

message sent to the

message box of OU/IU as

appropriate

[Note: For Organization

Account, the

acknowledgement will also

be sent to the message box

of Default OU if the case

concerned has not been

assigned to any designated

OUs by way of case profile

(e.g. Civil Appeal).]

Click “Home”>

Access Message Box>

Click the message header to

open and read the content

and attachments therein.

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

Click the message header to open and read the content and

attachments therein
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17. Internal process by the

Judiciary

Sender will receive message in iCMS message box after internal

vetting by the Judiciary

[Note: Sender will receive a separate message in iCMS message box

if the document(s) is/are found not in order.]

18. New Case Created

message sent to the

message box of OU/IU as

appropriate

Login iCMS Portal and

access Message Box>

Click the message header to

open and read the content

and attachment therein.

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

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

therein

Internal process by the Judiciary


