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

I. Login user account Organization User

Screen ID: AUTH-LGN-00001

Either by Organization User LOGIN

(“OU,’) or IndiVidual USeI‘ Please fill in the information below. Fields marked with an asterisk () are mandatory.
Account Type

(“IU”) account holder. it <
Organization Code * Login Name *

[Note: Please refer to —

relevant step-by-step guide

“Accoun Login and

LOgOMt ”fOI" more Register an Account | Account Activation | Reset Password
information if necessary.]

Individual User

Screen |0t AUTH-LGN-00001

Please fill in the information below. Fields marked with an asterisk () are mandatory
Account Type
Individual User ("IU") v
Organization Code Login Name

Password *

Register an Account | Account Activation Reset Password

2. Access “Submit
Application” function

A% O
JUDICIARY

Welcome to Judiciary Web Portal! You can access the services of the integrated Court Case Management System (“iCMS") in this portal.

Select relevant court>

Message Box

All Read Unread

SUBJECT ~ DATE/TIME

You have no message
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Click “Certification of
Translation Service”>

Click “Submit
Application”>

Message Box

All Read Unread

SUBJECT

1 Service v

Submit Application

~ DATE/TIME

You have no message

Select case type

Select case type by clicking
radio button “Civil”>

User Interface: Confirmation is displayed.

Confirmation

Preview of
Application Details

Confirmation Application Details Uploading of

Documents

For Civil Cases Only

I have tried to agree this proposed translation with the other parties but without success.
In compliance with Practice Direction 102

I shall serve this proposed translation on all parties within three days.

Please brief

Screen ID: ECTS-APP-000TI

Payment Acknowledgement

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

Confirmation
Confirmation Application Details Uploading of Preview of
Documents Application Details
@® Civi Criminal

For Civil Cases Only

I have tried to agree this proposed translation with the other parties but without success.
In compliance with Practice Direction 10.2:

I shall serve this proposed translation on all parties within three days.
® Yes No

@ 1annex herewith the original proposed/certified translation of the other party.

Please briefly explain.

Annex

Upload

I have not received any proposed/certified translation from the other party.

Screen ID: ECTS-APP-000T]

Payment Acknowledgement
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proposed/ Certlﬁed Confirmation Screen ID: ECTS-APP-000T!

translation of the other

party.” and move on to Item a

5 > Confirmation Application Details Uploading of Preview of Payment Acknowledgement

Documents Application Details

Otherwise, tick “I have not @i

receiVed any For Civil Cases Only

proposed/certiﬁed ::iifﬁt;headht:oea‘grtehe;:z(rxgz%r;f:i‘tor:r%azt\cn with the other parties but without success.

tl‘anslatlon from the Other \shai srervem@\)s:'uposed Uazszi\f"w)orivj\\::ir‘irwe‘s within three days.

party_ ”> | annex herewith the original proposed/certified translation of the other party.
@ 1 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 ar Confirmation Screen ID: ECTS-APP-000T
Confirmation Application Details JDp\uadmg[uf N ‘Dre;/\ewg"[ ‘ Payment Acknowledgement
® Civi Criminal

Click “Upload™>

Click “BROWSE FILES”>

For Civil Cases Only

I have tried to agree this proposed translation with the other parties but without success.
In compliance with Practice Direction 10.2:

I shall serve this proposed translation on all parties within three days.
® Yes No

(4 I annex herewith the original proposed/certified translation of the other party.

Please briefly explain.

Thave not received any proposed/certified transiation from the other party.

There is a pop-up for uploading document(s).

Drag and drop file here

or

BROWSE FILES

Uploaded Documents
Document Name Type

Size (0 B)

No Document Uploaded.

CLOSE
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Select the file to be Select the file of proposed/ certified translation of the other party in
uploaded and click the file explorer_
‘GOpen”>

[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>

[ open X
4[] > ThisPC > Desktop » Test Semples > SeriptA > V[0 | Searchscripta »
——————— =- m @

128 Drag and drop file here

or
3K8
12ke BROWSE FILES

& WIN10_0S (C)
= DATA(D)
& Removable Disk

5 Removable Dick (1

<] [auies 9 g

File name: Proposed Translation of Other Party.docx
Type size (0 B)

cLose “

Drag and drop file here

or
BROWSE FILES

Uploaded Documents

Document Name Type Size (1.4
KB)
Proposed Translation of Other Party.docx docx 1.4 KB Preview Delete

CLOSE

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

Confirmation creen ID: ECTS-APP.

Application Details Uploading of Payment Acknowledgement
Documents
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6. Input application details | User Interface: Application Details is displayed. Fields marked with *
) are mandatory.
Input/Select details of the
application. The following
fields are mandatory:
e “Case Number*”
e “Court*” . ‘
e “Applicant Surname*”’ o
e “Applicant Given
Name*” -
e “Telephone No. (1)*” i
e “Person-in-charge*”
e “Telephone No. —
PIC(1)*”
Click “NEXT”>
7. Upload documents for User Interface: Uploading of Documents is displayed.

certification— provide
Legal Aid information

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

Uploading of Documents

NO.OF NOOF  CERTIFICATION TRUE
No. SOURCE TARGET CHARGE SOURCE DOCUMENT TRANSLATION copY

DOCUMENT TYPE © LANGUAGE + s LANGUAGE

(HKD) =
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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”>

Confirmation Application Details Uploading of Preview of Payment
Documents Application Details

Note:
Fields marked with an asterisk(*) are mandatory.

Legally Aided? :

Total Estimated Charge

To Be Advised Estimated Collection Date : (HKD) :

Acknowledgement

Fields “Legal Aid Reference No.*” and “Certificate*” will appear if

“Legally Aided?” is selected.

Confirmation Application Details Uploading of Preview of Payment
Documents Application Details

Note:

Fields marked with an asterisk(*) are mandatory.

Legally Aided? Legal Aid Reference No. Certificate *

=) LAAI234/5678(A01) Upload

To Be Advised : Estimated Collection Date : Total Estimated Charge

(HKD)

Confirmation Application Details Uploading of Preview of Payment
Documents Application Details

Note:

Fields marked with an asterisk(*) are mandatory.

Legally Aided?: Legal Aid Reference No. Certificate *:

~ LAAI234/5678(A01) Upload

Total Estimated Charge

To Be Advised Estimated Collection Date : (HKD) :

There is a pop-up for uploading file.

Drag and drop file here

or

BROWSE FILES

Uploaded Documents
Document Name Type Size (0 B)

No Decument Uploaded.

Acknowledgement

Acknowledgement
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Select the file to be
uploaded and click
“Open77>

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

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

> ThisPC > Desktop > TestSamples >

ScriptA >

Organize v New folder =R |

e Drag and drop file here

12K8 or

3K8
12K BROWSE FILES

i WINIO_OS (C)
= DATA (D)

il name:[Legal A Cenfictepat 7 s 5

Type Size (0 B)

cLose “

Drag and drop file here

ar

BROWSE FILES

Uploaded Documents

Document Name Type Size (177.4
KB)
Legal Aid Certificate.pdf pdf 1774 KB Preview Delete

CLOSE

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

Uploading of
Documents

Preview of Payment Acknowledgement

Application Details

Confirmation Application Details

Note:
Fields marked with an asterisk(*) are mandatory.

Legally Aided? Legal Aid Reference No. Certificate *

4 LAAI234/5678(A01) Legal Aid Certificate pdf

Total Estimated Charge

Estimated Collection Date : (HKD) ¢

To Be Advised
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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:

e “DOCUMENT
TYPE”

e “SOURCE
LANGUAGE”
(English or Chinese)

e “NO. OF PAGES
(SOURCE)”

e “TARGET
LANGUAGE”
(English or Chinese)

e “NO. OF PAGES
(TRANSLATION)”

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

e “TRANSLATION”
[Note: File format
must be doc/ docx.]

e “TRUE COPY”

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

Tick “TRUE COPY™>

Legally Aided? Legal Aid Reference No. Certificate

]

To Be Advised

NO.OF  TARGET NO.OF CERTIFICATIO}
PAGES(SOUF LANGUAGE ~ PAGES(TRANSI CHARGE

NO. SOURCE
¢ (HKD) ¢

DOCUMENT TYPE ¢ LANGUAGE * SOURCE DOCUMENT TRANSLATION

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”.

NO.OF  TARGET NO.OF CERTIFICATIO!
PAGES(SOUF LANGUAGE ~ PAGES(TRANSI CHARGE

NO. SOURCE
¢ (HKD) ©

DOCUMENT TYPE ¢ LANGUAGE = SOURCE DOCUMENT TRANSLATION

| 1 - v v - v Upload Upload
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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.

Legally Aided?

To Be Advised ection Date Total Estimated Charge (HKD)
Documen rtification of Translation
NO.OF NO.OF CERTIFICATION TRUE
No. R SOURCE TARGET
. DOCUMENT TYPE ¢ LANGUAGE + PAGEf(souR LANGUAGE + PAC.ES(CTRANS ﬁnfpkﬁE SOURCE DOCUMENT TRANSLATION copy
1 Affirmation v English v 0 Chines v 0 29 Source Document pdf *  Transiationdocx @

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

Legally Aided
~
To Be Advised
Dx ment| icati of Tr ti
MO pocuMenT TvPE - SONGCRGE PAg%cgouR R CEAGE - PAG:?(;SRFANS EEEEQ:MION 5OURCE DOCUMENT TRANSLATION {:;olfv
1 |Affirmation v English v 0 Chinest W 0 Source Document pdf x Translation.doex * o
9. Upload documents for
. .
certification —
.
Confirmation
Document(s) for Certification of Translation
NoO. SOURCE NO.OF TARGET NO.OF CERTIFICATIOM
N " DOCUMENT TYPE ¢ LANGUAGE & PAGES(SOUF LANGUAGE PAGES(TRANSI CHARGE SOURCE DOCUMENT TRANSLATION
- N ¢ ¢ ¢ (HKD) =
1 Affirmation v English v o Chine: v 0 Source Document.pdf Translationdocx
:
Add Delete
Click “here” to d load
1C ere” to aownlioad a
template Of “COIlﬁI‘matlon | o for True Copy - (A template can be downloaded from here )
99
Form for True Copy > MernalLstarfor Urgant Cornplation
Upload
Supporting Docurment(s)
No records found.
| confirm that the particulars provided are true and correct to the best of my knowledge, information and belief.

BACK SAVE DRAFT
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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.

Confirm to download file?

CLOSE DOWNLOAD

The template for “Confirmation Form for True Copy” is downloaded.

Eonﬁrmalion Form for Certified True Copy

L (name), (post title) of
(organization) confirm that the document(s) set out
below submitted in this application is a‘are certified true copy of the source

document.

Description of Documents

1. of pages
2. of pages
3. of pages
4. of pages
3. of pages
6. of pages
7. of pages
g of pages
9. of pages
10. of pages
Signature=:

Name:

Post:

Organization:

Telephone Number:

*This Confirmation Form is to he signed by an Inspector of the Hong Kong Police
Force or an officer of equivalent rank in other government departments, or relevant
officer of a law firm, or a litizant in person, as appropriate.
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Click “Upload” under
“Confirmation Form for
True Copy™

Click “BROWSE FILES”>

Select the file to be
uploaded and click
“Open77>

Confirmation Form for True Copy : (A template can be downloaded from here )
Upload

Memo/Letter for Urgent Completion

Upload

Supporting Document(s)
Upload

No records found

| confirm that the particulars provided are true and correct to the best of my knowledge, infermation and belief.

BACK SAVE DRAFT

There is a pop-up for uploading file.

Drag and drop file here

or
BROWSE FILES

Uploaded Documents
Document Name Type Size (O B)

No Document Uploaded.

Select the file of Confirmation Form for True Copy in the file

explorer.

[ open B3
T > ThisPC » Desktop > TestSamples > Script A v O | SearchScript A l

S ——— )

5 s be A Name Date modifie Type Size
I Desitop Intemal Filefolder
2 Documents & CDLpdf M Microsoft Edge P 2%k8
§ Downloads @ Confirmation Form for True Copy.docx Mi 12 KB D dd file h
T 2 Legal Aid Certificate.pdf AM M 76 K rag and drop file here

e pesed Translation of Other Party.docx M 2K or
= Pictures i Sou en 211129 W 166
B videos ranslation.dos 211129 Microsoft Word REL
o WN005 @) BROWSE FILES
 DATA (D)
& Removable Disk
5 Removable Disk 11
File name: | Confirmation Form for True Copy.docx | [arfies ¢ S Type size (0B)
Cancel

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

Drag and drop file here

or

BROWSE FILES

Uploaded Documents

Document Name Type 5IZ: B{‘;I.B
Confirmation Form for True Copy.docx docx N9 KB Preview Delete

Confirmation Form for True Copy is uploaded.

Confirmation Form for True Copy : (A template can be downloaded from here )
Confirmation Form for True Copy.docx

MemofLetter for Urgent Completion

Upload

Supporting Docurmnent(s)
Upload

No records found.

| confirm that the particulars provided are true and correct to the best of my knowledge, information and belief.

BACK SAVE DRAFT

Applicant can also upload “Memo/Letter for Urgent Completion” and

“Supporting document(s)” by clicking “Upload” under respective
fields.

Confirmation Form for True Copy : (A template can be downloaded from here )

Confirmation Form for True Copy.docx

Memo/Letter for Urgent Completion
Upload

Supporting Document(s)
Upload

No records found

| confirm that the particulars provided are true and correct to the best of my knowledge, information and belief.

BACK SAVE DRAFT
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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>

Confirmation Form for True Copy : (A template can be downloaded from here )
Confirmation Form for True Copy.docx x
Memo/Letter for Urgent Completion :
Upload

Supporting Document(s)
Upload

No records found

[ | confirm that the particulars provided are true and correct to the best of my knowledge, information and belief

o I N

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.

Preview Application Details

Confirmation Application Details

Preview of Payment
Application Details

Fields marked with an asterisk(*) are mandatory.
® c Criminal

For Civil Cases Only

I have tried to agree this proposed translation with the other parties but without success
In compliance with Practice Direction 10.2:

I'shall serve this proposed translation on all parties within three days

he original proposed/certified translation of the other party

Annex

Proposed Translation of Other Party docx

I have not received any propesed/certified translation from the other party

Case Number *
DCPI1048/2021

Court* Trial Date
District Court B
Applicant of

Lee Tai Man Lawfirm A

Telephone No.(1) *

Telephone No.(2)
23383888 -

Person-in-charge *
Lee May.

Telephone No. - PIC(1) Telephone No. - PIC(2)
98888888 -

Next Hearing Date Not to be Warned before

Legally Aided? Legal Aid Reference No Certificate

“ LAA1234/5678(A01) Legal Aid Certificate pdf

To Be Advised Estimated Collection Date Total Estimated Charge (H
01/03/2022 000

Document(s) for Certification of Translation

Screen ID: ECTS-APP-

Acknowledgement

TRANSLATION

Translationdoc:

No. NO.OF TARGET NO.OF CERTIFICATION
. DOCUMENTTYPE : SOURCELANGUAGE ¢  PAGES(SOUF LANGUAGE PAGES(TRANSI CHARGE SOURCE DOCUMENT
- ¢ ¢ B (HKD) ¢

1 Affirmation English 10 Chinese 10 000 Source Document pdf

Confirmation Form for True Copy
Confirmation Form for True Copydocx

MemolLetter for Urgent Completion

Supporting Document(s)

No records found

. information and belief.

o the best of my knowledg:

@ 1 confirm that the particulars provided are true and c

BACK SAVE DRAFT SAVE AND NEXT
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Click “OK™>

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

Information

Saved Successfully!

The application is saved. Please proceed to
payment.

11.

Make pavment

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.

Screen |D: ECTS-APP-00015

Payment
Confirmation Application Details Uploading of Preview of Payment Acknowledgement

Documents Application D

CASE NUMBER © DESCRIPTION AMOUNT (HKD) ¢
All Service Fees under the Court Proceedings (Electronic Technology) (District Court) (Electronic
Fees) Rules (except Authentication of a document by the Registrar) - Certifying translation
made outside the Registry from Chinese into English, or vice versa, per page

DCPI1048/2021 (Legal Aid)

Total Fees

PROCEED TO PAYMENT

User Interface: Payment is displayed. A non-legally aided applicant is
required to settle the certification fees.

Screen ID: ECTS-APP-00015

Payment
Confirmation Application Details Uploading of Preview of Payment Acknowledgement

Documents Application Details

CASE NUMBER ¢ DESCRIPTION AMOUNT (HKD) ¢
All Service Fees under the Court Proceedings (Electronic Technology) (District Court) (Electronic

Fees) Rules (except Authentication of a document by the Registrar) - Certifying translation 290.00
made outside the Registry from Chinese into English, or vice versa, per page

DCPI1048/2021

Total Fees: 29000

PROCEED TO PAYMENT
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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.

Online payment Service Screen ID: EPY-SET-000
Type of Service: Judiciary Online Payment Service
Merchant Name: The Judiciary
il—ger'. ification and TranslationTransaction Reference 10355000028
Transaction Date: 09/02/2022
Total Amount: HKD 290.00
oH = 'UnionPaj
&2 visa 52

Payment Method:

-

NS

CANCEL

Please take note of the transaction reference number or PRINT the page for enquiry on the payment status when necessary.
After pressing the pay button, please DO NCT leave this page until you are redirected to the acknowledgement page, otherwise
your transaction may not be successful.

Merchant Name is applicable to credit card payment method only.

PPS Shop&Buy(PPSB) does not support payment via browsers of mobile devices (including mobile phones and tablets) at the
moment. If you wish to pay by PPSB, please change to use desktop computer.

Some users may receive an error page or have to wait for several minutes before they get a response from the credit card payment
gateway. If you experience such a problem, please wait a moment and retry, or change to use PPSB to settle the payment. We
apologise for any inconvenience caused.

Different credit card issuers may have implemented different mechanisms to authenticate the cardholder's identity during online
payment. Please contact your card issuer if you want to learn more about the Verified by Visa and MasterCard SecureCode service
For refund of online payment, it will normally be conducted either by way of cheque, bank draft or cash to the appropriate case
party or legal representative.

Online Payment Service sereen [D: ERV-SET000
Type of Service: Judiciary Online Payment Service
Merchant Name The Judiciary
i—g{ert fication and TranslationTransaction Reference TO355000028
Transaction Date: 09/02/2022
Total Amount: HKD 290.00
s 'UnionPa,
&2 visa B8

Payment Method

-
P

Please take note of the transaction reference number or PRINT the page for enquiry on the payment status when necessary.
After pressing the pay butten, please DO NOT leave this page until you are redirected to the acknowledgement page, otherwise
your transaction may not be successful.

Merchant Name is applicable to credit card payment method only.

PPS Shop&Buy(PPSB) does not support payment via browsers of mobile devices (including mobile phones and tablets) at the
moment. If you wish to pay by PPSB, please change to use desktop computer.

Some users may receive an error page or have to wait for several minutes before they get a response from the credit card payment
gateway. If you experience such a problem, please wait a moment and retry, or change to use PPSB to settle the payment. We
apologise for any inconvenience caused.

Different credit card issuers may have implemented different mechanisms to authenticate the cardholder's identity during online
payment. Please contact your card issuer if you want to learn more about the Verified by Visa and MasterCard SecureCode service.
For refund of online payment, it will normally be conducted either by way of cheque, bank draft or cash to the appropriate case
party or legal representative.

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

/\\

Pending for Payment

Please do not close it before Transaction has been done
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12. Acknowledgement 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.

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

Acknowledgement Screen ID: ECTS-APP-00016
Confirmation Application Details Uploading of Preview of Payment Acknowledgement

Documents Application Details

This is to inform you that we have received your application (Ref. NoCT2022000147) of Case No. DCPI 1048/2021. The application result will be sent to your message box after the reviewing
process.

Acknowledgement

e-Certification of Translation Transaction Reference No. e-Payment Transaction Reference No.
T0355000017 B

e-Payment Transaction Date Time e-Payment Method

Transaction Summary

CASE NO. ¢ PAYMENT ITEM(S) ¢ FEE (HKD) ¢

All Service Fees under the Court Proceedings (Electronic Technology) (District Court) (Electronic Fees) Rules
DCPI1048/2021 (except Authentication of a document by the Registrar) - Certifying translation made outside the Registry (Legal Aid)
from Chinese into English, or vice versa, per page

VIEW APPLICATION DETAILS SAVE ACKNOWLEDGEMENT

e [fthe applicant is non-legally aided, 3 functions are available:
1. VIEW APPLICATION DETAILS
2. SAVE RECEIPT
3. SAVE ACKNOWLEDGEMENT

Screen ID: ECTS-APP-00016

Acknowledgement
Confirmation Application Details Uploading of Preview of Payment Acknowledgement

Documents Application Details

This is to inform you that we have received your application (Ref. No-CT2022000148) of Case No. DCPI 1048/2021. The application result will be sent to your message box after the reviewing
process

Acknowledgement

e-Certification of Translation Transaction Reference No. e-Payment Transaction Reference No.
T0355000028 €202202095000814

e-Payment Transaction Date Time e-Payment Method
09/02/2022155751 Credit Card(VIsA)

Transaction Summary

CASENO. ¢ PAYMENT ITEM(S) ¢ FEE (HKD) ¢
. 113 All Service Fees under the Court Proceedings (Electronic Technology) (District Court] (Electronic Fees) Rules
lc DCPI1048/2021 (except Authentication of a document by the Registrar) - Certifying translation made outside the Registry 29000

from Chinese into English, or vice versa, per page

APPLICATION
DETAILS”>

| VIEW APPLICATION DETAILS |w 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.

Review Application Details

For Civil Cases Only

I have tried to agree this proposed translation with the other parties but without success
In compliance with Practice Direction 10.2:

I shall serve this proposed translation on all parties within three days.

@ 1annex herewith the original proposedcertified translation of the other party

Annex

Proposed Translation of Other Part,

1 have not received any proposedcertified translation from the other party

Case Number

DCPI1048/2021

Court Trial Date
District Court -
Applicant of

Lee Tai Man Lawfirm A
Telephone No 1) Telephone No.(2)
23888888 -
Person-in-charge

Lee May

Telephone No. - PIC(1) Telephone No. - PIC(2)
98888888 -

Next Hearing Date Not to be Warned before

Legally Aided?

To Be Advised Estimated Collection Date Total Estimated Charge (HKD)

01/03/2022 290.00
Document(s) for Certification of Translation

NO.OF TARGET
PAGES(SOUF LANGUAGE

NO.OF CERTIFICATIOM
PAGES(TRANSI CHARGE
® (HKD) ©

No.

‘ DOCUMENT TYPE ¢  SOURCE LANGUAGE ¢ SOURCE DOCUMENT

1 Affirmation English 10 Chinese 10 29000 Source Document pdf

Screen ID: ECTS-APP-O

TRANSLATION

Translation doc

Confirmation Form for True Copy

Confirmation Form for True Copydocx

Memo/Letter for Urgent Completion
Supporting Document(s)
No records found,
[ 1 confirm that the particulars provided are true and correct to the best of my knowledge, information and belief.

BACK CLOSE

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

Confirm to download file?

DOWNLOAD

CLOSE

0017

»
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Downloaded pdf file: eCertification Application Review

Civil D Criminal

I have tried to agree this proposed translation with the other parties but without success.

In compliance with Practice Direction 10.2:

I shall serve this proposed translation on all parties within three days.

Yes I:‘ No Reason: NfA

I annex herewith the original proposed/certified translation of the other party.

Annex:
Proposed Translation of Other Party.docx

I:' I have not received any proposed/certified translation from the other party.

Case Number:

DCPT 1048/2021

Court: Trial Date:
District Court N/A

Applicant: 0f:

Lee Tai Man Lawfirm A
Telephone Mo.(1): Telephone No.(2):
238BBERE N/A
Person—in-charge:

Lee May

Telephone No. - PIC(L):

O8858888

Next Hearing Date:

N/A

Legally Aided? :

[]

Telephone No. - PIC(2):
N/A
Not to be Warned before:

N/A

To Be Advised: Estimated Collection Date: Total Estimated Charge (HKD):
|:| 01/03/2022 290.00
Document (s) for Certification of Translation:
Source No.of Target RNo.of Certification True
No. |Doc. Type L © P ) L e P @ Charge (HED) Source Doc. Translation
1 Affirmati English 10 Chinese 10 290.00 Source Translation.do P
on Document . pdf cx

Confirmation Form for True Copy:
Confirmation Form for True Copy.docx
Memo/Letter for Urgent Completion:
N/A

Supporting Document (s) : Submission Date/Time:

N/A 09/02/202:

. I confirm that the particulars provided are true and correct to the best of my knowledge, information and

belief.




Item

Process

Related screenshots for reference

Click “SAVE RECEIPT”>

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

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

Acknowledgement

Confirmation

Application Details Acknowle

Preview of Payment
Application Details

This is to inform you that we have received your application (Ref. No-CT2022000148) of Case No. DCPI 1048/2021. The application result will be sent to your message box after the reviewing
process

Acknowledgement

e-Payment Transaction Reference No.
€202202095000814

e-Payment Method

Credit Card(VIsA)

e-Certification of Translation Transaction Reference No.
T0355000028

e-Payment Transaction Date Time
09/02/20221557:51

Transaction Summary

CASE NO. © PAYMENT ITEM(S) ¢ FEE (HKD) ©
All Service Fees under the Court Proceedings (Electronic Technology) (District Court) (Electronic Fees) Rules

(except Authentication of a document by the Registrar) - Certifying translation made outside the Registry 23000

from Chinese into English, or vice versa, per page

DCPI1048/2021

VIEW APPLICATION DETAILS SAVE ACKNOWLEDGEMENT

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

Confirm to download file?

DOWNLOAD

CLOSE

Downloaded pdf file: Payment Receipt

Al i M OHE
JUDICIARY

Payment Receipt

e-Payment Transaction Reference No: (C202202095000814

Court Level: District Court
Submitted By: Dr. Chan bs ou(LAWFIRMA.1faou9)

Payer: Lawfirm A

e-Payment Transaction Date Time: 09/02/2022 15:

e-Payment Method: Credit Card(VISA)

Total (HKD): 290,00
Transaction Summary:
- e-Payment Receipt N -
No. °© amu\;a ecetn Case No(s). Case Type(s) DRN(s) Payment Item(s) Fee (HKD)
1 12-085-2022-000756 DCPI 1048/2021  Personal Injuries N/ ALl Service Fees under the 25.00

Court Proceedings
(Electronic Technology)
(District Court)
(Electronic Fees) Rules
(except Authentication of
a document by the
Registrar) - Certifying
translation made outside
the Registry from Chinese
into English, or vice
versa, per page
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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>

Acknowledgement Screen ID: ECTS-APP-00016

Confirmation Application Details Preview of Payment Acknowledgement
Application Details

This is to inform you that we have received your application (Ref. No-CT2022000148) of Case No. DCPI 1048/2021. The application result will be sent to your message box after the reviewing

process
Acknowledgement
e-Certification of Translation Transaction Reference No. e-Payment Transaction Reference No.
T0355000028 0081

e-Payment Transaction Date Time
09/02/20221557:51

it VIS,
Transaction Summary

CASE NO. © PAYMENT ITEM(S) ¢ FEE (HKD) ©

All Service Fees under the Court Proceedings (Electronic Technology) (District Court) (Electronic Fees) Rules
DCPI1048/2021 (except Authentication of a document by the Registrar) - Certifying translation made outside the Registry 23000
from Chinese into English, or vice versa, per page

VIEW APPLICATION DETAILS w | SAVE ACKNOWLEDGEMENT |

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

Confirm to download file?

CLOSE DOWNLOAD

Downloaded pdf file: eCertification Acknowledgement

i i
JUDICIARY

Acknowledgement

Notice: N/A

e-Certification of Translation S |
Transaction Reference No. : 10355000028
e o ction C202202095000814
Reference No. :

;;:: 11.; fr ction 09,/02/2022 15:57:51

e-Payment Method : Credit Card(VISA)

Transaction Summary

No. [Case No. Payment Item(s) Fee (HED)

All Service Fees under the Court Proceedings (Electronic
Technology) (District Court) (Electronic Fees) Rules

1 DCPI 1048/2021 (except Authentication of a document by the Registrar) - 290.00
Certifying translation made outside the Registry from
Chinese into English, or vice versa, per page




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

Item | Process Related screenshots for reference

Welcome to Judiciary Web Portal! You can access the services of the integrated Court Case Management Syste}

o Acknowledgement

~

ction of Document

{0 Bailiff Related Services  w o e o_
Click “Home™> 7 Bt o

~ Confirmation Application Details Uploading of
N . . Documents
Submit Application
Maintain Draft
Application This is to inform you that we have received your application {Ref No:CT2022000148) of Ca

process.
Resubmit Application

Download Certified Acknowledgement

Documents

e-Certification of Translation Transaction Reference No. :

L
Refund Application 10355000028
{1 Other Electronic Servicesw e-Payment Transaction Date Time :
09/02/202215:57:51

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

Welcome to Judiciary Web Portall You can access the services of the integrated Court Case Management System (“iCMS") in this portal.

Q Home Message Box Sereen 1D EXT
A fee umead
susiECT + oarene Feom Y
| reto: cracazocoissy appiication Pening Acceptance mtsisiase 1558 Court Language Section eooka

Click the message header to
read the message content>

The message content is shown with the application reference number.

Message Details Screen ID: EXT-MSG-00
<Back

[Ref No.: CT2022000148] Application Pending Acceptance Hi5[EHHES
Date/Time  09/02/202215:58

From Court Language Section

To LAWFIRMA [faou9

This message serves to inform you that your application (Ref No: CT2022000148) was received on 09/02/2022. We will inform you of the application result after
this reviewing process.

B | /REVEES ( 2BRER - CT2022000148 ) Bi20224F02509 AWGE. FeREitE RS BIreEEn,

3 Attachment(s)

eCertificatio....pdf eCertificatio....pdf RPT-PAY-EP... pdf
PDF PDF PDF

Judiciary (version as of April 2023) Page 21 of 23



Item | Process Related screenshots for reference

13. Logout user account

@ ectsizz3 [

To logout user account, 09 February 2022, Wednesday HKT 14:50 &= &
click the icon next to the
Login Name at the top right
corner>

Account logged out.

Judiciary Web Portal 9 FEBRUARY 2022, WEDNESDAY HKT 14:51

Screen ID: PTAL-SC-00001

WOk W
JUDICIARY

You have successfully logged out.

LOGIN AGAIN

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

15. Receive Acceptance

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

Welcome to Judiciary Web Portall You can access the services of the integrated Court Case Management System (“iCMS”) in this portal.

Login user account> 0 bore Message Box

All Read Unrea: o
A m b X> SUBJECT ~ DATE/TIME FROM FLES
CcCess message bo [ SR

[Ref No: CT2022000148] 1555

A R No: CT2022000151 A ang =S 2seke

He [Re No: CT2022000150] Application Pendiing Accey 09/02/2022 Court Language Section 776KB

S [Ref No: CT2022000149] Application Pending Acceptance SIS 09/02/2022 Court Language Section 27518

Cl 1 k h h d Refund Applicat [Ref No: CT2022000148] Application Pending nee EEESSIEE 09/02/2022 Court Language Section 689KE

1ck the message header to 3 e i sevins e CT202000.71 opicatnPecing ecprnce RRAIS2 oacznos
read the message Content> 3 Make Electronic Payment [3ob No: CV000Q1] Ready nlosd T TE 08/0212022 Court Languags Section
g 3 Magistrate: v [Ref No: CT2022000145] Result of Application [Document(s) Accepted] BBIERIXUEM..  08/02/2022 Court Language Section
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Related screenshots for reference

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.

Message Details
<{Back

. "
[Ref No.: CT2022000148] Result of Application [Document(s) Accepted] H:B4ERINEEEIES]
Date/Time  11/02/202215:55

From Court Language Section

To LAWFIRMA Ifacu9

This message serves to inform you that your application (Ref No: CT2022000148) was accepted at 3:55 PM on T1/02/2022.

Job No. CVV0001/22 is assigned for the document(s).

Nature of Document(s): Affirmation

Separate message(s) will be sent when the job(s) is/are completed and documents are available for retrieval and download.
For enquiries, please contact us at 2582 2004.

BB, (RIS (2BEEER | CT2022000148 ) BR2022402 BT HISKSSHEESE,

BRI EERELIFRFICYV0001/22

HEE - IEREEER
BRI LR R AR TS, @25 NSEA,

MBS, ERE2502 2004 B,

Internal process by Judiciary
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