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Create and Top up Deposit Account

This step-by-step guide outlines the general process required to create and top up a deposit account using 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 Relevant screenshots for reference

Create deposit account

[Note: The function of creating a deposit account is only available for Primary Administrator (“PA”) account

holder.]

1. Login user account

By PA account holder.

[Note: Please refer to

relevant step-by-step guide

“Account Login and

Logout” for more

information if necessary.]

2. Access “Maintain Deposit

Account” function

Click “Deposit Account

Maintenance”>

Select “Maintain Deposit

Account”>

3. Create a deposit account

Click “Create account” to

create a deposit account for

the Organization Account >
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Item Process Relevant screenshots for reference

Having read and understood

the Terms and Conditions,

tick the checkbox of

“I acknowledge that I

have read and understood

the terms and conditions

above.”>

Click “NEXT”>

The “Judiciary Deposit Account in Integrated Court Case Management

System Terms and Conditions” (Terms and Conditions) screen is

displayed.

…

4. Select payment method

and input amount of

initial deposit

Select “Payment Method*”,

e.g. “Online payment by

credit card or PPSB”. For

“Payment over the

counter”, please refer to

items 8 - 10>

Input “Amount (HKD)”>

Click “OK”>

[Note: Payment ceiling for

online credit card payment

is HK$3,300 while that for

web-based PPS Shop&Buy

Step 1: Input Application Details
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Item Process Relevant screenshots for reference

Service (“PPSB”) as set by

the service provider is

HK$100,000.]

Online payment of deposit by credit card or PPSB

5. Online Payment Service

Select one “Payment

Method” and the “PAY”

will be activated.

Click “PAY”>

[Note: You will be

redirected to the website of

External Payment Service

Provider for payment.

Upon successful payment,

you will be redirected back

to iCMS to proceed to Step

3 at item 6.]

Step 2: Payment

6. Acknowledgement

Click “SAVE PAYMENT

RECEIPT”>

Click “DOWNLOAD” in

the pop-up of “Confirm to

download file?”>

Click “Open file” to

retrieve the Payment

Receipt  >

Step 3: Acknowledgment
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Item Process Relevant screenshots for reference

7. Acknowledgement

message sent to the

message box of PA

Click “Home”>

Access Message Box>

Click the message header to

open and read the content

and attachment therein.

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

Click the message header to open and read the content and attachment

therein

Payment of deposit over the counter

8. Select payment method

and input amount of

initial deposit

Select “Payment over the

counter” under “Payment

Method*”>

Input “Amount (HKD)”>

Click “OK”>

Step 1: Input Application Details
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Item Process Relevant screenshots for reference

9. Acknowledgement

Click “SAVE PAYMENT

ADVICE” to download the

payment advice for

settlement in designated

account offices>

Click “DOWNLOAD” in

the pop-up of “Confirm to

download file?” >

Click “Open file” to

retrieve the payment advice

>

[Note: The payment advice

can be settled in designated

accounts offices.  For

details of the designated

accounts offices, please

refer to the website of the

Judiciary

(https://www.judiciary.hk/e

n/e_courts/faq_epayment.ht

ml).]

Step 2: Acknowledgment

10. Acknowledgement

message sent to the

message box of PA

Click “Home”>

Access Message Box>

Click the message header to

open and read the content

and attachment therein.

[Note: Please follow the

instructions on the payment

advice for settling the initial

deposit.]

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

Click the message header to open and read the content and attachment

therein

https://www.judiciary.hk/e
https://www.judiciary.hk/e_courts/faq_epayment.html
https://www.judiciary.hk/en/e_courts/faq_epayment.html
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Item Process Relevant screenshots for reference

Top up deposit account

[Note: The function of topping up deposit account is available for PA, Secondary Administrator (“SA”) and

Organization User (“OU”) account holders.]

11. Login user account

Either by PA, SA or OU

account holder.

[Note: Please refer to

relevant step-by-step guide

“Account Login and

Logout” for more

information if necessary.]

12. Access “Maintain Deposit

Account” function

Click “Deposit Account

Maintenance”>

Select “Maintain Deposit

Account”>

13. Top up deposit account

Scroll the bar to the right

Click “Top-up”>

[Note: For SA and OU

account holder, he/ she can

top up deposit account/ sub-

account of the branch

assigned.  SA account

holder can top up deposit

account and sub-accounts
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of all branches provided

that the user role “Deposit

Account – SA (All

Branches)” is assigned by

the PA.]

14. Select payment method

and input top-up amount

Select “Payment Method*”,

e.g. “Online payment by

credit card or PPSB”. For

“Payment over the

counter”, please refer to

items 18-20>

Input “Amount (HKD)”>

Click “OK”>

[Note: Payment ceiling for

online credit card payment

is HK$3,300 while that for

PPSB as set by the service

provider is HK$100,000.]

Step 1: Input Top-up Details

Online top-up payment by credit card or PPSB

15. Online Payment Service

Select one “Payment

Method” and the “PAY”

will be activated.

Click “PAY”>

[Note: You will be

redirected to the website of

External Payment Service

Provider for payment.

Upon successful payment,

you will be redirected back

to iCMS to proceed to Step

3 at item 16.]

Step 2: Payment
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Item Process Relevant screenshots for reference

16. Acknowledgement

Click “SAVE PAYMENT

RECEIPT”>

Click “DOWNLOAD” in

the pop-up of “Confirm to

download file?”>

Click “Open file” to

retrieve the Payment

Receipt>

Step 3: Acknowledgement

17. Acknowledgement

message sent to the

message box of PA/ SA/

OU concerned

Click “Home”>

Access Message Box>

Click the message header to

open and read the content

and attachments therein.

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

Click the message header to open and read the content and attachment

therein
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Top-up payment over the counter

18. Select payment method

and input top-up amount

Select “Payment over the

counter” under “Payment

Method*”>

Input “Amount (HKD)”>

Click “OK”>

Step 1: Input Top-up Details

…

19. Acknowledgement

Click “SAVE PAYMENT

ADVICE” to download the

payment advice for

settlement in designated

accounts offices>

Click “DOWNLOAD” in

the pop-up of “Confirm to

download file?” >

Step 3: Acknowledgement
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Item Process Relevant screenshots for reference

Click “Open file” to

retrieve the payment advice

>

[Note: The payment advice

can be settled in designated

accounts offices.  For

details of the designated

accounts offices, please

refer to the website of the

Judiciary

(https://www.judiciary.hk/e

n/e_courts/faq_epayment.ht

ml).]

20. Acknowledgement

message sent sent to the

message box of PA/ SA/

OU concerned

Click “Home”>

Access Message Box>

Click the message header to

open and read the content

and attachments therein.

[Note: Please follow the

instructions on the payment

advice for settling the top-

up payment.]

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

Click the message header to open and read the content and attachment

therein 15:20

https://www.judiciary.hk/en/e_courts/faq_epayment.html

