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Save (and retrieve) a draft submission before commencing a new case

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 Relevant 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”>
……
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4. Input case details

Input the case information

as required

[Note: Please refer to

“How to commence a new

case?” video clip, and/or

the step-by-step guide

“Commence a new case”

for more information if

necessary.]

Step 1: Enter Court Case Details

5. Save draft

Click “ SAVE DRAFT”

before making a formal

submission to commence a

new case>
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6. Save draft (cont’d)

Input a password consisting

of 6 to 15 characters with at

least one letter for the draft

submission>

Click “OK”>

[Note: The data saved in

the draft will not include

the uploaded documents/

selected hearing date (for

HCPI only).  The draft will

be retained for 5 days

except for civil appeal

(CACV) from the date of

saving the first draft version

7. Retrieve draft

Select court level, e.g.

“High Court”>

Click “Electronic Filing”>

Select “Send

Document(s)”>

8. Retrieve draft (cont’d)

Select “Load draft filing”>

Tick the checkbox “I

acknowledge that I have

read and understood the

Note to Sender above.” >

Click “NEXT”>

……
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9. Retrieve draft (cont’d)

The OU may select “Show

Own Items” to retrieve the

draft submission of the

same OU Account or

“Show All Items” to

retrieve the draft

submissions saved under

the whole Organization

Account>

To edit a draft

Click “Edit” of a saved

draft>

Input the password that you

set for the saved draft>

Click “OK”>
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10. Retrieve draft (cont’d)

Draft submission is

retrieved.  You may

continue to work on the

draft and complete the

submission.

[Note: Please refer to

“How to commence a new

case?” video clip, and/ or

the step-by-step guide

“Commence a new case”

for more information if

necessary.]

Step 1: Enter Court Case Details

11. Retrieve draft (cont’d)

To delete draft

Click “Delete” of a saved

draft>
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Input the password that you

set for the saved draft>

Click “OK”>


