Submit application for Certification of Translation Service in criminal case

This step-by-step guide outlines the general process required to submit application for Certification of Translation
Service in criminal 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 |D: AUTH-LGN-00001
Either by Organization User LOGIN
(“OU,’) or IndiVidual User Please fill in the information below. Fields marked with an asterisk (*) are mandatory.
Account Type
(“TU”) account holder. roaaitn v
Organization Code * Login Name *
[Note: Please refer to —
relevant step-by-step guide
“Account Login and
LOgOMt ”fOI" more Register an Account | Account Activation | Reset Password
information if necessary.]
Individual User
_ LOGI
Individual User ("IU") v
Password "
Peglsts‘eﬂ Account ‘ Account Activation Resat Pazssword
2. Access “Submit

Application” function

Select relevant court>

Message Box

All Read Unread

SUBJECT v DATE/TIME

You have no message




Item | Process Related screenshots for reference
Click “Certification of o . MessageBox
Translation Service™ - e
: < SUBJECT ~ DATE/TIME FROM
Click “Submit
Application”> You have no read message
3. Select case type User Interface: Confirmation is displayed.
Confirmation Screen ID: ECTS-APP-000T!
Select case type by clicking o
. . . Confirmation Application Details Uploading of Preview of Acknowledgement
radlo button “Crlmlnal”> Documents Application Details
Click “NEXT”> =
4. Input application details User Interface: Application Details is displayed. Fields marked with *

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

“Case Number*”’
“Court*”

“Applicant Surname*”
“Applicant Given
Name*”

“Telephone No. (1)*”
e “Officer-in-charge*”
e “Telephone No. —
OIC(1)*”

Click “NEXT>

are mandatory.

Application Details

BACK.

Telephone No.- OIC(2)




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>

Click “BROWSE FILES”>

User Interface: Uploading of Documents is displayed.

Uploading of Documents

To Be Advised Estimated Collection Date

Document(s) for Certification of Translation

NO.OF TARGET NO.OF

No. SOURCE PAGES(SOUF LANGUAGE ~ PAGES(TRANS| SOURCE DOCUMENT

LANGUAGE = TRANSLATION

DOCUMENT TYPE @

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”.

Document(s) for Certification of Translation

NO.OF  TARGET

PAGES(SOUR LANGUAGE  PAGES(TRANSL SOURCE DOCUMENT

No. SOURCE TRANSLATION

DOCUMENT TYPE ¢ LANGUAGE <

TRUE
copy

Upload

BACK

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




Select the file to be
uploaded and click
‘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>

Tick “TRUE COPY™™>

Select the file of source document/ translation in the file explorer.

@ Open

A [ THPC > Deskiop > TestSormples > ScriptA >

Organize New folder

n
* Quick access Name

3. CT2022000540 Internal
After internal re. @ COLpdf
N @ Confirmation Form for True Copy.docx

Script A

[ This PC

fation of Other Party.docc 2
ent paf

Drag and drop file here

= Pictures.

B Videos

&= WIN10_0S (C)
- DATA (D)

or

BROWSE FILES

v

File name: | Source Document.pdf v

F3
H s
3
‘

Type size (0 B)

Drag and drop file here
or
BROWSE FILES
Uploaded Documents
D Size (2.9
ocument Name Type
KB)
I Source Document pdf pdf 29 KB Preview Delete I

CLOSE

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

NO.OF TRUE
PAGES(TRANSL SOURCE DOCUMENT TRANSLATION COPY
7 Source Document. pdf * Translation.docx * [




Item | Process Related screenshots for reference
Upon the completion of documents details and uploading of source
document(s) and translation(s), the “Estimated Collection Date” will
be shown.
To Be Advised : Estimated Collection Date :
Document(s) for Certification of Translation *
NO.OF TARGET
NO. SOURCE
5 DOCUMENT TYPE ¢ LANGUAGE = PAGE?SOUR EANGUAGE
1 Cautioned Staterme W Chinesex v 5 Englisk W
Add Delete
6. Upload documents for

certification —
Confirmation

Click “here” to download a
template of “Confirmation
Form for True Copy”™>

Click “DOWNLOAD” to
download the template and
save it to your device>

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

T
il
W
1]

Confirmation Form for True Copy : (A template can be downloaded fro

Upload

hMemo/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

There is a pop-up for downloading file.

Confirm to download file?

DOWNLOAD

CLOSE
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Fill in the Confirmation
Form for True Copy>

Click “Upload” under
“Confirmation Form for
True Copy™>

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

Efonﬁrmatiun Form for Certified True Copy

L (name), (post title) of
(organization) confirm that the document(s) set out
below submifted 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 be 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 litigant in person, as appropriate.

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

Memo/Letter for Urgent Completion :

Upload

Supporting Docurnent(s)
Uploa

ad

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 “BROWSE FILES”>

Select the file to be
uploaded and click
CGOpen,’>

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

There is a pop-up for uploading file.

Drag and drop file here
or

BROWSE FILES

Uploaded Documents
Document Name Type Size (0 B)

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

[ Open X
1> ThisPC » Desktop » TestSamples » Script A Search Script A
Organize v New folder iz
~ Name . ate mo e ize
= This
esktoy 9 . Filfolder
P. 6

No Document Uploaded.

Intemal
@ CDlpdf
Confirmation For

” Drag and drop file here

of Other Party.doox
nt.pof

or

i WIN10_0S (C) BROWSE FILES

= DATA (@)

Filenome: [Confrmtion Farm for True oy docx 2] [ -

Type size (0B)

cLose “

Drag and drop file here

or
BROWSE FILES

Uploaded Documents

Document Name Type Slz:(e B{;l.s
Confirmation Form for True Copy.docx docx 19 KB Dreview Delete
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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 is uploaded.

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

| Confirmation Form for True Copy.docx ¥

Memo/Letter for Urgent Completion :
Upload

Supperting 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

Applicant can also upload “Memo/Letter for Urgent Completion” and
“Supporting document(s)” by clicking “Upload” under respective
fields.

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

Confirmaticn Form for True Copy.docx *

MemofLetter for Urgent Completion -
Upload

Supporting Document(s) :
Upload

No records found.

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

BACK SAVE DRAFT

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
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Preview application
details

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

Click “SAVE AND
NEXT>

Click “OK>

User Interface: Preview Application Details is displayed.

Preview Application Details

Confirmation Application Details Acknowledgement

Fields marked with an asterisk(*) are mandatory.

File/Reference Number *
PES2/2022

Trial Date

of
Lawfirm A

Telephone No.(2)

Telephone No. - 0IC{1) * Telephone No. - OIC(2)

98888888

Next Hearing Date

To Be Advised n Dat
Document(s) for Certification of Translation
No. NO.OF TARGET NO.OF TRUE
. DOCUMENTTYPE: SOURCE LANGUAGE ¢ PAGES(SOUF LANGUAGE ~ PAGES(TRANSL SOURCE DOCUMENT TRANSLATION coPy

Cautioned Statement  Chinese s english Source Document pdf Translationdoc @

@1 th P tothe best of my ki m; d belief

o T W

There is a pop-up information indicates that the application has been
submitted.

Information

Save Successfully!

The application has been submitted
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Acknowledgement

Click “VIEW
APPLICATION
DETAILS”>

Click “SAVE REVIEW>

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.

Acknowledgement Screen ID: ECTS-APP-0C

Confirmation Application Details Uploading of Preview of Acknowledgement
cuments Application Details

This is to inform you that we have received your application (Ref. No:CT2022000577) of Case No. ESS 1/2022. The application result will be sent to your message box after the
reviewing process.

VIEW APPLICATION DETAILS

User Interface: Review Application Details is displayed.

Review Application Details Screen ID: ECTS-APP-

® ciimine

Case Nurnber * File/Reference Number *
ESS1/2022 PES2/2022

Court * Trial Date :

Magistrates' Courts -

Applicant * of

Chan Tai Man Lawfirm A

Telephone No.(1) *

Telephone No.(2)
23888888 -

Officer-in-charge
Lee Ching

Telephone No. - OIC(T) *

Telephone No. - OIC(2) :
98888888 -

Next Hearing Date :

To Be Advised Estimated Collection Date :

19/10/2022

Document(s) for Certification of Translation *

NO. NO.OF TARGET NO.OF
. DOCUMENTTYPE ¢ SOURCE LANGUAGE ¢ PAGES(SOUI LANGUAGE = PAGES(TRANSI SOURCE DOCUMENT TRANSLATION

1 Cautioned Statement  Chinese 3 English 7 Source Document.pdf Translationdocx

Confirmation Form for True Copy :

Confirmation Eorm for True Copy.docx

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

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

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

Confirm to download file?

CLOSE

DOWNLOAD

Downloaded pdf file: eCertification Application Review

I:‘ Civil Criminal

Case Number:

ESS 1/2022

Court:

Magistrates' Courts
Applicant:

Chan Tai Man
Telephone No.(1):
23888888
Officer-in-charge:

Lee Ching

Telephone No. - 0IC(1):

File/Reference Number:

BSZ/ 2022
Trial Date:
N/A
Of :

Lawfirm A

Telephone No. (2):

N/A

Telephone No. - 0IC(2):

GREERBERR N/A
Next Hearing Date:
/A
To Be Advised: Estimated Collection Date:
I:‘ 19/10/2022
Document(s) for Certification of Translation:
Source No.of Target No.of - True
No. |Doc. Type Lan, " Pages(S) | La as Pages (T) Source Doc. Translation Copy
" | Chinese 5 English T Source Document.pdf Translation.docx o

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

Supporting Document(s) :

N/A

Submission Date/Time:

10/10/2022 16:02:07

T confirm that the particulars provided are true and correct to the best of my knowledge, information and
belief.
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Click “Home”>

Click the message header to
read the message content>

il L
JUDICIARY

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

Review Application Details

Civ ® Crimina
v
Case Number " File/Reference Number *:
ESS /2022 PES2/2022
Trial Date :
Applicant *: of
Chan Tai Man Lawfirm A
Telephone Neo.l) * Telephone No.(2) :
23888888 -
Officer-in-charge
Lee Ching
Telephone No.- OIC(1) Telephone No. - OIC(2)

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

Message Box Scre XT-MSG-00001
Al Rea Inread c
SUBJECT ~ DATE/TIME FROM FLE 2
| I [Ref No.: CT2022000577] Application Pending 2 16:02 Court Language Section 105K8
[DCPI 22/2022] New Electronic Submission Received 07/10/2022 Court Registry, District Court 478KB
[Job No.: MCCR3/22] Ready For Download At F# 28/09/2022 Court Language Section
[Job No: MCCR2/22] Certification Job Partly Processed/Not Proceeded with SR ERHER..  28/09/2022 Court Language Section
[Ref No.: CT2022000544] Result of Application [Document(s) Accepted] BSE R CERS) 28/09/2022 Court Language Section
[Ref No.: CT2022000544] Application Pending Acceptance HIAIFES 28/09/2022 Court Language Section 132KB
[Ref No: CT2022000544] Application Pending Acceptance B2 28/09/2022 Court Language Section
[Ref No: CT2022000540] Result of Application [Document(s) Accepted] EEERIXAHEERS]  28/09/2022 Court Language Section -
[Ref No.: CT2022000537) Result of Application [Document(s) Rejected] EREESRIXAHRIEN) 28/09/2022 Court Language Section
[Ref No.: CT2022000540] Application Pending Acceptance B2 28/09/2022 Court Language Section 128KB

The message content is shown with the application reference number.
Message Details Screen|

<Back

[Ref No.: CT2022000577] Application Pending Acceptance Hi:E i iFiES

Date/Time  10/10/202216:02

From Court Language Section

To LAWFIRMA. [faou9

This message serves to inform you that your application (Ref No: CT2022000577) was received on 10/10/2022. We will inform you of the application result after this reviewing procass.

LA, (RAERSE (BEMER: CT2022000577) ER2022F10R1081E « TREHE, RMATBNMBEFER o

1 Attachment(s)

eCertificatio...pdf
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Logout user account

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

@ ffaous [

10 October 2022, Monday HKT 1611 = ]

Account logged out.

Screen |D: PTAL-SC-00001

B W

I
JUDICIARY

You have successfully logged out.

10.

Internal Process by
Judiciary

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

11.

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.

Message Box Screen ID: EXT-M¢
All Read Unread
SUBJECT ~ DATE/TIME FROM FILE 2
| I [Ref No.: CT: 7] Result of D it(s) Accepted] RISSR[XHEERE]) 1615 Court Language Section
[Ref No.: CT2022000577) Application Pending Acceptance Bz 16:02 Court Language Section 105KB
[DCPI 22/2022] New Electronic Submission Received 07/10/2022 Court Registry, District Court 478KB
[Job No: MCCR3/22] Ready For Download EI#T# 28/09/2022 Court Language Section
[Job No.: MCCR2/22] Certification Job Partly P L with BB XHFE 28/09/2022 Court Language Section
[Ref No.: CT2022000544] Result of Application [Document(s) Accepted] EBEMERIXHEERS]  28/09/2022 Court Language Section
[Ref No.: CT2022000544] Application Pending Acceptance Biigl &% 28/09/2022 Court Language Section 132KB
[Ref No.: CT2022000544] Application Pending Acceptance Bl 5% 28/09/2022 Court Language Section
[Ref No.: CT2022000540] Result of Application [Document(s) Accepted] BEEMERIXHBERS)  28/09/2022 Court Language Section
[Ref No.: CT2022000537) Result of Application [Document(s) Rejected] BIsSsSR X #HEIE] 28/09/2022 Court Language Section

123 45678090 50BN
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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.

Message Details
<Back

[Ref No.: CT2022000577] Result of Application [Document(s) Accepted] BiE4E R EIET]

Date/Time  10710/2022 1615

From Court Language Section

To LAWFIRMA Ifaou®

This message serves to inform you that your application (Ref No: CT2022000577) was accepted at 415 PM on 10/10/2022.
Job No. MCCR4/2022 is assigned for the document(s).

Nature of Document(s): Cautioned Statement

Separate messagel(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 2904,

HILEA, fREVERss (BEMEE: CT2022000577) BR20224F108108166A5 3 EZE o
BRI B EER T FE5MCCR4/2022
XEEEE: WA

BMTIFRURERX AT E THE, §5AA8EH

WAL, HHE582 2904HHEERM o

Internal process by Judiciary






