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Download certified documents 

This step-by-step guide outlines the general process required to download certified documents after Certification 
of Translation Service is completed.  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  Related screenshots for reference 

1. Internal Process by Applicant will receive message in iCMS message box after 

2. Login user account 

Either 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.] 

Organization User 

Individual User 

3. Receive “Ready For 
Download” message 

Access message box> 

Click the message header to 
read the message content> 

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

Judiciary completion of the certification job by Judiciary 
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Item Process   Related screenshots for reference 

The message content is shown. Certification job is completed and the 
certified documents can be downloaded by the function of 
“Download Certified Documents”. 

 
4.  Download Documents of 

Completed Certification 
Jobs 

 

Select relevant court> 

 

 

 

 

 

 

 

Click “Certification of 
Translation Service”> 

 

Click “Download Certified 
Documents”> 
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Item Process   Related screenshots for reference 

 

 

 

 

Input “Job Number*”> 

 

Click “NEXT”>  

User Interface: Download Documents of Completed Certification 
Jobs is displayed. 
 

 
5.  View Job Details 

 

 

 

 

 

Click “NEXT”> 

Job Details are displayed. 
 

 
6.  Make payment for 

outstanding certification 
fee 
 
 
 
 
 
Click “PROCEED TO 
PAYMENT”> 
 
 

If there is outstanding certification fee, the applicant is required to 
settle the balance before downloading the certified documents. 
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Item Process   Related screenshots for reference 

 
 

Select a “Payment 
Method”> 

 
Click “PAY”> 
 
 
 
 
 
 

 
Please wait for the transaction to be done. After the transaction is 
done, applicant will be directed to Acknowledgement under User 
Interface: Download Documents of Completed Certification Jobs. 

 

 
7.  Acknowledgement 

 
 
 
 
 
 
 
 
 
Click “SAVE RECEIPT”> 

Acknowledgement under User Interface: Download Documents of 
Completed Certification Jobs is displayed. 
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Item Process   Related screenshots for reference 

 
 
Click “DOWNLOAD” to 
download a pdf file of 
Receipt to your device> 

 

Click “CLOSE” to close the
pop-up box> 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

There is a pop-up of “Confirm to download file?”. 

 

 

Downloaded pdf file: Payment Receipt 
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Item Process   Related screenshots for reference 

 
 
 
 
 
 
Click “SAVE 
ACKNOWLEGEMENT”> 

 

 

 

Click “DOWNLOAD” to 
download a pdf file of 
eCertification 
Acknowledgement to your 
device> 

Click “CLOSE” to close the 
pop-up box> 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

There is a pop-up of “Confirm to download file?”. 

 

Downloaded pdf file: eCertification Acknowledgement 
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Item Process   Related screenshots for reference 

 
 
 
 
 
 
 
Click “NEXT”> 

 

8.  Download documents 
 
 
Click the document links 
under “CERTIFIED 
TRANSLATION” to 
download “SOURCE 
DOCUMENT” and 
“TRANSLATION” of 
“CERTIFIED 
TRANSLATION”> 
 
 
 
 
 
Click “DOWNLOAD” to 
download the document to 
your device> 

Click “CLOSE” to close the 
pop-up box> 

 Click “CLOSE” to leave 
the page 

Download Documents under User Interface: Download Documents of 
Completed Certification Jobs is displayed. Certified documents are 
ready for download. 
 

 
 

There is a pop-up of “Confirm to download file?”. 

 

 

Internal process by Judiciary 


