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Submit application for Certification of Translation Service in civil case 
 
This step-by-step guide outlines the general process required to submit application for Certification of Translation 
Service in civil case using integrated Court Case Management System (“iCMS”).  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.  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 

 
2.  Access “Submit 

Application” function 

 

 

Select relevant court> 
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Click “Certification of 
Translation Service”>  

 

Click “Submit 
Application”>  

 

 
3.  Select case type 

 

 

 

Select case type by clicking 
radio button “Civil”> 

User Interface: Confirmation is displayed.  
 

 
4.  Confirmation of 

compliance with Practice 
Direction 10.2 
 

Select “Yes” on “I shall 
serve this proposed 
translation on all parties 
within three days.” (If “No” 
is selected, please briefly 
explain.)> 

If there is a proposed/ 
certified translation of the 
other party, tick “I annex 
herewith the original 
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proposed/ certified 
translation of the other 
party.” and move on to Item 
5 > 

Otherwise, tick “I have not 
received any 
proposed/certified 
translation from the other 
party.”> 

Click “NEXT” and move 
on to Item 6> 

 

5.  Upload proposed/ 
certified translation of the 
other party 

 

 

 

 

Click “Upload”> 

 

 

 

 

 

Click “BROWSE FILES”> 

 

 

 

 

 

 

There is a pop-up for uploading document(s). 
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Select the file to be 
uploaded and click 
“Open”> 

 

[Note: You may also use 
“Drag and drop file here” 
feature to upload document 
file.  Please refer to the 
step-by-step guide “Upload 
document using ‘drag and 
drop’ feature” for more 
information.] 

 

 

Click “Preview” to view the 
document uploaded 

Click “Delete” to delete the 
uploaded file if it is not in 
order 

Click “OK” to confirm the 
upload if the uploaded file 
is in order> 

 

 

 

 

 

 

Click “NEXT”> 

Select the file of proposed/ certified translation of the other party in 
the file explorer. 

 

 

 

The file is uploaded. To delete the uploaded file and upload another 
file, you can click the cross next to the file name. 
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6.  Input application details 

Input/Select details of the 
application. The following 
fields are mandatory: 

• “Case Number*” 
• “Court*”  
• “Applicant Surname*” 
• “Applicant Given 

Name*” 
• “Telephone No. (1)*” 
• “Person-in-charge*” 
• “Telephone No. – 

PIC(1)*” 
 

 

Click “NEXT”> 

User Interface: Application Details is displayed. Fields marked with * 
are mandatory. 

 

 

7.  Upload documents for 
certification– provide 
Legal Aid information  

 

 

(If the applicant is not 
legally aided, move on to 
Item 8.) 

 

 

 

 

 

 

 

 

User Interface: Uploading of Documents is displayed. 
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Tick “Legally Aided?” if 
applicant is legally aided.  

 

 

 

 

Input “Legal Aid Reference 
No.*”> 

 

 

 

 

Click “Upload” to upload 
Legal Aid Certificate> 

 

 

 

 

Click “BROWSE FILES”> 

 

 

 

 

 

 

Fields “Legal Aid Reference No.*” and “Certificate*” will appear if 
“Legally Aided?” is selected. 

 

 

There is a pop-up for uploading file. 
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Select the file to be 
uploaded and click 
“Open”> 

 

 

 

 

 

 

 

 

Click “OK” to confirm the 
upload if the uploaded file 
is in order> 

 

 

 

 

 

 

 

Select the file of Legal Aid Certificate in the file explorer. 

 

 

 

 

Legal Aid Certificate is uploaded. To delete the uploaded file and 
upload another file, you can click the cross next to the file name. 

 

 



 

                 Step-by-step guide - “Submit application for Certification of Translation Service in civil case”  

Judiciary (version as of April 2023)           Page 8 of 23 

 

Item Process   Related screenshots for reference 

8.  Upload documents for 
certification – complete 
Document(s) for 
Certification of 
Translation table 

Click “Add” to create a new 
entry in the Document(s) 
for Certification of 
Translation table> 

 

Input/ Select document 
details. The following fields 
are mandatory: 

• “DOCUMENT 
TYPE” 

• “SOURCE 
LANGUAGE” 
(English or Chinese) 

• “NO. OF PAGES 
(SOURCE)” 

• “TARGET 
LANGUAGE” 
(English or Chinese) 

• “NO. OF PAGES 
(TRANSLATION)” 

• “SOURCE 
DOCUMENT”   
[Note: File format 
must be pdf.]  

• “TRANSLATION” 

[Note: File format 
must be doc/ docx.] 

• “TRUE COPY” 

Click “Upload” under 
“SOURCE DOCUMENT” 
and “TRANSLATION” to 
upload respective files> 

Tick “TRUE COPY”> 

 

 

 

 

A new row is added to the table. Multiple entries can be created in 
one application. All fields in the table are mandatory. To delete an 
entry, select that entry by ticking the square box next to the 
numbering of the row and click “Delete”. 
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Upon the completion of documents details and uploading of source 
document(s) and translation(s), the “Estimated Collection Date”, 
“Total Estimated Charge” and “CERTIFICATION CHARGE” will 
be shown. 

 

 

If the applicant is legally aided, the “Total Estimated Charge” and 
“CERTIFICATION CHARGE” will display as “0.00”. 

 

9.  Upload documents for 
certification – 
Confirmation 

 

 

Click “here” to download a 
template of “Confirmation 
Form for True Copy”> 
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Click “DOWNLOAD” to 
download the template and 
save it to your device> 

 

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

 

 

 

 

 

Fill in the Confirmation 
Form for True Copy> 

 

 

 

 

 

 

 

 

 

 

 

 

 

There is a pop-up for downloading file. 

 

 

The template for “Confirmation Form for True Copy” is downloaded. 
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Click “Upload” under 
“Confirmation Form for 
True Copy”> 

 

 

 

 

 

 

 

Click “BROWSE FILES”> 

 

 

 

 

 

 

 

 

 

Select the file to be 
uploaded and click 
“Open”> 

 

 

 

 

 

 

There is a pop-up for uploading file. 

 

 

Select the file of Confirmation Form for True Copy in the file 
explorer.  
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Click “OK” to confirm the 
upload if the uploaded file 
is in order> 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Confirmation Form for True Copy is uploaded. 

 

 

Applicant can also upload “Memo/Letter for Urgent Completion” and
“Supporting document(s)” by clicking “Upload” under respective 
fields. 
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Tick “I confirm that the 
particulars provided are true 
and correct to the best of 
my knowledge, information 
and belief.”> 

 

Click “NEXT”> 

 

 

10.  Preview application 
details 

 

 

 

 

 

Check if the application 
details and the files 
uploaded are in order 

 

 

 

 

 

 

 

Click “SAVE AND 
NEXT”> 

 

User Interface: Preview Application Details is displayed. 
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Click “OK”> 

There is a pop-up information indicates that the application is saved. 

 

11.  Make payment 

 

 

For legally aided applicant, 
click “PROCEED TO 
PAYMENT”> (move on to 
Item 12) 

 

 

 

 

 

For non-legally aided 
applicant, payment for 
certification fees will be 
required. 

 

Click “PROCEED TO 
PAYMENT”> 

 

User Interface: Payment is displayed. If the applicant is legally aided, 
there will be no amount shown for settlement of Total Fees. 

 

 

User Interface: Payment is displayed. A non-legally aided applicant is 
required to settle the certification fees. 
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Select a “Payment 
Method”> 

Click “PAY”> 

Applicant will be directed to Online Payment Service. Applicant 
should read the points to note before making electronic payment. 

Please wait for the transaction to be done. After transaction is done, 
applicant will be directed to User Interface: Acknowledgement. 
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12. Acknowledgement 

Click “VIEW 
APPLICATION 
DETAILS”> 

User Interface: Acknowledgement is displayed. The system has 
received the application and the result will be sent to the message box 
of the applicant after reviewing process. 

• If the applicant is legally aided, 2 functions are available:
1. VIEW APPLICATION DETAILS
2. SAVE ACKNOWLEDGEMENT

• If the applicant is non-legally aided, 3 functions are available:
1. VIEW APPLICATION DETAILS
2. SAVE RECEIPT
3. SAVE ACKNOWLEDGEMENT
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Click “SAVE REVIEW”> 

 

 

 

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

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

Click “BACK” to return to 
User Interface: 
Acknowledgement> 

 

User Interface: Review Application Details is displayed. 

 

 

 

 

There is a pop-up of “Confirm to download file?”. 
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Downloaded pdf file: eCertification Application Review 
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Click “SAVE RECEIPT”> 

 

 

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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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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Click “Home”> 

Click the message header to 
read the message content> 

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

The message content is shown with the application reference number. 
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13. Logout user account 

To logout user account, 
click the icon next to the 
Login Name at the top right 
corner> 

Account logged out. 

14. Internal Process by 
Judiciary 

Applicant will receive message in iCMS message box after 
completion of internal review of the application by Judiciary 

15. Receive Acceptance 
message 

Login user account> 

Access message box> 

Click the message header to 
read the message content> 

Message box with message header(s) appears on the landing page. 
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The message content is shown. Application is accepted with Job 
Number assigned. Separate message(s) will be sent when the job(s) 
is/are available for download. 

Internal process by Judiciary 
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