Step-by-step guide - “Electronic Application for Court Records”

Electronic Application for Court Records

This step-by-step guide outlines the general process required to make application for court records 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.

Ite | Process Relevant screenshots for reference
m

1. | Login user account | Organization User

By Organization

USG’,:I‘ -(“OU”) or Screen |D: AUTH-LGN-00001
Individual User : =
(“IU”) account LOGIN
holder. Please fill in the information below. Fields marked with an asterisk (*) are mandatory.
Account Type
Organization v
[Note: Please refer e erienionceid®  Loaionad
rganization Code ogin Name
to relevant step-by- | |9 | g
step guide “Account
Password

Login and Logout”
for more information

e -~ B
LOGIN

Register an Account | Account Activation | Reset Password

Individual User

Screen ID: AUTH-LGN-00001

"B

W ik
JUDICIARY
Please fill in the information below. Fields marked with an asterisk (*) are mandatory.
Account Type
Individual User ("1U") v
Organization Code * Login Name *
Password *
LOGIN
Register an Account | Account Activation | Reset Password
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Relevant screenshots for reference

2. | Access the function

Select court level,
e.g. “Magistrates’
Courts” >

Click “Inspection of
Document” >

Select “Electronic
Application for
Court Records”

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

4]

Submit Application for Summons to Witness

Search

Case No.

3. | Enter case number

Enter the case
number and click
“SEARCH”.

Ul for case selection is displayed.

Electronic Application for Court Records

4. | Input role of
applicant

Select the “Role”
and click “NEXT”.

Note: The “Role”
will be auto-
indicated by system
on the following
conditions:

For IU

The case has been
linked-up with your
IU account.

For OU

i. The case has been
linked-up with
your organization.

Requested Reason and Points to Note:

Documents/Records Supporting
DDDDDDDD it

Case Selection

Applicant Details

Confirmation

Acknowledgement

Case No. Role *

3f2022

ompany Name [Eng)
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ii. The PA/SA has

assigned the case
to you.
5. | Select document
Electronic Application for Court Records .

Select relevant

document(s) and o_o

form of document(s) soptcansowa Aecusses S Contimacn

from the available

options. You can

Requested Documents/Records

choose more than )

one Optlon DOCUMENT ADDITIONAL INFORMATION (IF APPLICABLE) OPTIONS

BeIOW |S an examp|e Certificate of Trial Hard Copy

- . Copy of Surnmons Hard Copy E-Copy
of application for _
transcript. ———— ——
anex [ or ]

6. | Indicate if

estimated fees of
the transcript are
needed

If “YES” is clicked,
court staff will
estimate the fees of
the transcript for
your confirmation.

If “NO” is clicked,
court staff will
process the
application without
providing the
estimated fees of the
transcript for your
confirmation.

Do you wish to know the estimated fees of the transcript?

ECE. -
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Below is an example
of the application for
transcript which does
not require
estimation of fees
being approved.

Select hearing
date(s)

Select one or more
hearing dates and
click “OK”.

Select Hearing Date(s)

&

CANCEL

02/11/2022 14:15

Select hard copy or
e-copy

Select Hard Copy or
E-Copy and click
“NEXT”.

Certitied Irue Copy of Brief Facts
of Case

08/06/2022 09:30, 17/08/2022 09:30

&

Transcript of Court Hearing

Audio Record (Hard Copy Only)

Others (Please Specify)

Add Other Docurment

BACK

Fees estimate required

Hard Copy

Hard Copy [ E-Copy

Tape co DVD

Hard Copy E-Copy

Input reason and
upload supporting
documents

If you are not parties
of the case, such as
prosecution,
defendant or victim,
input the reason for
the application and
upload supporting
document if needed.

If applicable, click
“Add” for uploading
the supporting
document(s).

If you are the other party (ie. not the victim, prosec

Documents
DOCUMENT
No records found
Add

BACK

ution ar defendant in the case),

please pr

Paints to Note Confirmation Acknowledgement
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Relevant screenshots for reference

10. | Input reason and
upload supporting

documents (cont’d)

Click “BROWSE
FILES”

Uploaded Documents
Document Name

No Document Uploaded.

Drag and drop file here

or

BROWSE FILES

Type Size (0 B)

11. | Input reason and
upload supporting

) <« v 4 5 » ThisPC > Documents v Search Documents yel
documents (cont d) Organize ¥ New folder e M @
¥ Downloads A Name - Date modified Type Size
D Music @] Attachment.docx 29/09/2022 11:57 ...  Microsoft Word D... 0KB
| Pictures
B Videos
Browse and select P Neowork
the file for upload
and click “Open”.
File name: | Attachment.docx ~| Al Files (") v
Open Cancel

12. | Input reason and
upload supporting
documents (cont’d)

Document name is
displayed under
“Uploaded
Documents”

Click “Preview” to Tpart
view the image of
the document

Click “OK” if the
uploaded document
is in order

The file name, type and size of the added document will be shown.

Drag and drop file here

or

BROWSE FILES

Uploaded Documents
Document Name

Size (3.5 MB)

Judiciary (version as at November 2022)
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Or, click “Delete” if
the uploaded
document is not in
order

Click “NEXT” to
proceed

After clicking “OK”, user will be returned to the following screen:

e i Points to Note Confirmation Acknowledgement
Reason and Supporting Document
If you are the other party (i.e. not the victim, prosecution or defendant in the case), please provide reason(s) for the application (You may provide supporting document(s) if
needed)
Documents

DOCUMENT

1Lodf (3.47MB]
Add

BACK

13.

Points to Note

Read the “Points to
Note”, tick the boxes
“We have read and
understood the above
points to note.” and
“We undertake to
pay all the necessary
fees concerned.” if
they are understood
and agreed.

Click “NEXT”.

Points to Note

- The release of court records is governed by respective rulesfordinances, the approval of which may be discretionary.
- If the old case file has already been destroyed, we may not be able to provide the document(s) as required.
- A'Certificate of Trial" contains the following basic information of a case:

(1) Case number

(2) Name of defendant

(3) Name of informant/complainant
(4) Offence(s)

(5) Name of Magistrate

(6) Order

(7) Date of order

- The fees for court documents, if applicable, are as follows (in Hong Kong dollars):

- Certificate of Trial: $36

- Copy of Summons/ Brief Facts of Case: $4 per page

- Certified true copy of Summons / Brief Facts of Case: $5.5 per page

- Transcript of proceedings: $0.14 per English word and $0.10 per Chinese character

- Audic record of cases other than criminal proceedings: $80 per audio tape: $170 per CD; $210 per DVD
- Hard copy of documents/records if so requested would not be eligible for the 20% concession

‘We have read and understood the above points to note.

We undertake to pay all the necessary fees concerned.

| BACK
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14. | Confirmation

Check if the
application is in
order, click “BACK”
to go back to
previous pages for
amendment or click
“SUBMIT” to
submit the
application.

Confirmation

infarmetion below is conrect befare submitting the spphcatior

Case No.
Company Name [Eng]

Company Hame [Chil

Requested Documents/Records

DOCUMENT

Reason

BACK

OPTIONS

15.

Acknowledgement

An
acknowledgement
will be shown.

Acknowledgement

Application submitied successfully. Please keep a record of the Application Reference No. below and use the Enquire Electronic Application for Court Records function to
enquire the status of your application.

Application Reference No.

MCRE221005352000002

DOCUMENT

Transcript of Court Hearing

Submission Date/Time
05/10/202212:49:40

ADDITIONAL INFORMATION (IF APPLICABLE)
08/06/2022 09:30,17/08/2022 09:30

Cost estimate required: No

OPTIONS

E-Copy

16.

Acknowledgement
message sent to the
message box of
QU/IU as

appropriate

Click “Home” from
menu on the left >

Access Message
Box >

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

Message Box

Screen |D: EXT-MSG-00001

All C
+ SUBJECT ~ DATE/TIME FROM FILE #
Electronic Application for Court Records (Submitted) T1/10/2022 System

Judiciary (version as at November 2022)
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Click the message Click the message header to read the content and the attachment therein
header to read the
Content Message Details
Eléctronic Application for Court Records (Submitted) B
17. | Internal Process by | Sender will receive a message in iCMS message box after internal process by
Judiciary Judiciary.
18. | Messaqge for Message box with message header(s) appears on the landing page

payment sent to the
message box of
OU/IU as

appropriate

If the application is
approved and
payment is required,
message of pending
payment will be sent
to the message box

Or if payment is not
required, message of
approval will be sent
to the message box

Click “Home” >

Access Message
Box >

Click the message
header to read the
content

[Note: For the steps
of making payment
and downloading
electronic records,
please refer to step-
by-step guide
“Enquire Electronic
Application for
Court Records” for

Message Box Screen |D: EXT-MSG-00001

All i nr C

* SUBJECT ~ DATE/TIME FROM FILE #

Electronic Application for Court Records (Pending Payment) I 2110/2022 System

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

Message Details
<Back

Electronic Application for Court Records (Pending Payment)
0510/2022 15:59
System

Date/Time
From
To

Application Reference No. MCRE221005352000002

Your application has been approved
Below is the status for each individual item:

Status
Approved

No. Document
1 Transcript of Court Hearing{E-Copy)

Fees (pending payment)
5190.00

Please go to Enquire Electronic Application for Court Records to make online payment.

Judiciary (version as at November 2022)

Page 8 of 10




Step-by-step guide - “Electronic Application for Court Records”

Ite | Process Relevant screenshots for reference

m
more information if
necessary.]

19. | Other scenarios (if | Message box with message header(s) appears on the landing page
applicable) Message Box Screen D: EXTs
Or if the application . o
is processed by the [ sconc Asptcaion torcous aecords ttormatonperess | s =
Court and more
information is
required, a message | Click the message header to read the content and the attachment therein
of information _
required will be sent | "9 Pt .
to your Message Box Elkectronic Application for Court Records (Information Required) -
[Note: For the steps | ~
of providing
information, please Plessa o to Enquire Electionic Applicaion fr Court Records and provide the requested information/documens
refer to step-by-step
guide “Enquire
Electronic
Application for
Court Records” for
more information if
necessary.]

20. | Other scenarios (if | Message box with message header(s) appears on the landing page
applicable)
(cont’d) Message Box S B Eseean
Or if you have = - ©
indicated your || | ee

preference to receive
the estimation of
transcript fees in the
application in step 6,
a message of

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

Message Details

response required EI ic Application for Court Records (R Required) &
. ectronic Application for Court Records (Response Require
WIII be Sent to your Date/Time  03/1/202216:59
Mesgage Box to From System
confirm the - ——
- - Application Reference No.: ROOT0000037
eStI ma'tlon Of The estimation for the transcript fees for your application has been completed and the amount for each item is as follow:
transcript fees E-capy 1500
[NOte . For the steps Please go to Enquire Electronic Application for Court Records and provide your response.
of providing
response to the
estimation of
Judiciary (version as at November 2022) Page 9 of 10
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transcript fees,
please refer to step-
by-step guide
“Enquire Electronic
Application for
Court Records” for
more information if
necessary.]

Internal process by Judiciary
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