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Other Functions relating to Deposit Account

This step-by-step guide outlines the general process required for other functions relating to deposit account such

as payment by deposit account, enquiry, report generation and transfer of deposit within the Organization

Account. 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

Payment by deposit account

1. Login user account

[Note: Deposit account is

only applicable to

Organization Accounts.]

By Organization User

(“OU”) account holder.

[Note: Please refer to

relevant step-by-step guide

“Account Login and

Logout” for more

information if necessary.]

For OU account holder,

he/she should have been

duly assigned to handle the

case concerned with proper

user role.

[Note: Please refer to

relevant step-by-step guide

under the subject of

“Assign default OU

Account(s) and court

case(s)” for more

information if necessary.]
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Item Process Relevant screenshots for reference

2. Payment

When OU makes payment

by deposit account, select

“Deposit Account” and the

“Pay” will be activated.

Click “PAY”>

3. Confirmation of payment

by deposit account

Click “PAY”>

4. Acknowledgment

Click “SAVE PAYMENT

RECEIPT”>

Click “DOWNLOAD” in

the pop-up of “Confirm to

download file?”>

Click “Open file” to

retrieve the Payment

Receipt.

Acknowledgment in “Commence a new case” is used for illustration

purpose.



Step-by-step guide - “Other Functions relating to Deposit Account”

Judiciary (version as at June 2025) Page 3 of 8

Item Process Relevant screenshots for reference

Enquiry function of deposit account

[Note: The enquiry function is available for Primary Administrator (“PA”), Secondary Administrator (“SA”)

and OU account holders.]

1. 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.]

[Note: For SA and OU

account holder, he/ she can

enquire deposit account/

sub-account of the branch

assigned. SA account

holder can enquire deposit
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Item Process Relevant screenshots for reference

account and sub-accounts

of all branches provided

that the user role “Deposit

Account – SA (All

Branches)” is assigned by

the PA.]

2. Enquire transaction

details

There are two ways to

enquire transaction details.

1) Through “Maintain

Deposit Account”

function

Click “Deposit Account

Maintenance”>

Select “Maintain Deposit

Account”>

Scroll the bar to the right

and click “Transaction

Details”>

2) Through “Enquire

Deposit Account”

function

Click “Deposit Account

Maintenance”>

Select “Enquire Deposit

Account”>

1) Through “Maintain Deposit Account” function

2) Through “Enquire Deposit Account” function
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Item Process Relevant screenshots for reference

3. Select relevant deposit

account/ sub-accounts(s)

Select relevant deposit

account/ sub-account under

“Deposit Account Number

and Branch Code”>

Set the transaction period

which you wish to enquire

about >

Click “Search”>

The transaction(s) of the

deposit account/ sub-

account within the period

specified is/are shown.

The search result is displayed.
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Item Process Relevant screenshots for reference

4. Download Transaction

Detail Report

Click “Download

Transaction Detail

Report”>

Click “DOWNLOAD”>

Click “Open file” to

retrieve the Transaction

Detail Report.

A report containing deposit account/ sub-account summary and search

result in Excel format is downloaded.
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Item Process Relevant screenshots for reference

Transfer of deposit within Organization Account

[Note: Only PA and SA (with proper user role “Deposit Account – SA (All Branches)” assigned) account

holder can transfer deposit among the deposit account and sub-accounts within the Organization Account.]

1. Login user account

By PA or SA account

holder.

[Note: Please refer to

relevant step-by-step guide

“Account Login and

Logout” for more

information if necessary.]

For SA account holder,

he/she should have been

duly assigned with proper

user role “Deposit Account

– SA (All Branches)” by

the PA to manage deposit

account and sub-accounts

of all branches.

2. Maintain deposit account

Click “Deposit Account

Maintenance”>

Select “Maintain Deposit

Account”>

Scroll the bar to the right>

Select the receiving deposit

account/ sub-account and

click “Transfer-in”>
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Item Process Relevant screenshots for reference

3. Transfer-in

Select the deposit account/

sub-account to transfer out

the deposit under “Transfer

from Deposit Account

(Branch Code)”>

Input “Amount (HKD)”>

Click “OK”>

4. Acknowledgement

A message will be shown to

confirm completion of the

transfer.

5. Acknowledgement

message sent to the

message box of PA and

SA

Click “Home”>

Access Message Box>

Click the message header to

open and read the content.

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

Click the message header to open and read the content.


