Small Claims Tribunal
Commence new claims (bulk claims)

This step-by-step guide outlines the general process required to send documents 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 Related screenshots for reference
1. Login user account
Only for specific WRCECTE
Organization User (“OU”) AT .. PR
which is allowed to =
commence new bulk
claims>
[Note: Please refer to “
relevant step-by-step guide
“Account Login and
Logout” for more
information if necessary.]
2. Access e-Filing function e A NN L
Click “Small Claims : . c
Tribunal™> : L
Select “Electronic Filing”> e oo 2;3;{?321
Select “Send Iiiiff‘:;,if;i T =t
Document(s)”> |:;uujv“oz4 = sasske
3. Select the required
functlon Send Document(s) o1

Note to Sender

Electronic transactions with the e-Courts

Select “Commence new
cases’”>

f document and/or payment in accordance v
d Judicial Officers.

with the a

After reading the “Note to
Sender”, tick the checkbox g
“I acknowledge that I have
read and understood the
Note to Sender above.” >

4 A d right after each successful electronic submission of document andjor

Click “NEXT”>
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Input case details

“Court Level*” is pre-filled
as “Small Claims
Tribunal”>

“Case Type*” is pre-filled
as “Small Claims Tribunal
Claim”>

Click “NEXT”>

Enter court case details

Commence new cases

Please input your information in English or Chinese

Input case details (cont’d)

Select “No. of claims to be
filed*” from the drop-down
list>

[Note: “No. of claims to be
filed” must be between 21
and 99.]

Click “NEXT”>

Enter number of claims to be filed

Commence new cases

with (*) is requir

Enter Court Case Details

Court Level *

Case Type *
mall Claims Tribunal Claim v

No. of clalms to be flled *
--- Please Select - v

Input claim details

Either (a) click “Add” to
add new claims one by one,
or (b) click “Import Claim
Details” to input claim
details in one go by way

of .xml file>

Enter claim details
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[Note: The number of new
claims filed in a single
transaction is at a minimum
of 21 claims and at a
maximum at 99 claims.]

(@)

(b)

To add new claims one

Commence new cases

Claim Details Summary

CLAIM AMOUNT
(HKD) (AFTER
ABANDONING
WAIVERMADE  “ (U P
EXCEEDING
$75,000)

No. CLAIMANT DEFENDANT

CLAITP:(E)OUNT DOCUMENTS

by one

Click “Add™>

Input “Claim Amount
(HKD)*” and the
particulars of
Defendant. The
particulars of Claimant
are pre-filled.>

Click “Add” to add
other Defendant, if
necessary>

Click “SAVE &
CLOSE” to save the
claim details>

Repeat the steps to add
other claims and input
the details>

To input claim details
in one go by way
of .xml file

Click “Import Claim
Details™>

Click “BROWSE
FILES”>

[Note: You may also use
“Drag and drop file
here” to upload .xml
file. Please refer to the
step-by-step guide
“Upload document
using ‘drag and drop’

BACK

[Note: You may save the submission as draft at any time before
confirmation and payment. Please refer to “How to save (and
retrieve) a draft submission before commencing new claims” video
clip, and/or the step-by-step guide on “Save (and retrieve) a draft
submission before commencing new claims” for more information.]

Commence new cases

Claim Details (1/1)

Claimant

ADDITIONA
LNAME
(ENG)

ADDITIONA
L NAME
(CHI)

SURNAME
NO. CATEGORY (ENC)

GIVEN
NAME (ENG)

SURNAME GIVEN

NAME (ENG) (CHI) NAME (CHI)

NAME (CHI)

S MTR Corpe R

Defendant

TOTAL NO. OF
LOCAL
ADDRESS *

SURNAME GIVEN NAME
(CHI) (CHI)

SURNAME
(ENG)

GIVEN NAME

NO.  CATEGORY (ENG)

NAME (ENG) NAME (CHI)

s Vv

T

CANCEL

Drag and drop file here

or
BROWSE FILES

Uploaded Documents
Document Name Type

size (0 B)
No Document Uploaded
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feature” for more
information.]
Select the .xml file from
the local drive and e
upload> '
,. ;:k:::m Size (0 B)
ile name: | Claim_Details_2' - I:;" ——
If the uploaded .xml file
is incorrect, click PR
rag an ro e here
“Delete” and upload the ¢ . .
- - r
file again>
Or CIICk “OK” tO Uploaded Documents )
confirm the upload> Dopomactitnms wee TG
Claim_Details_2 All-Eng.xm xml 245KB
7. Upload documents Upload documents

Either (a) click “Upload” to
upload the documents for
each claim one by one, or
(b) click “Upload
Documents” to upload the
documents for all claims in
one go>

Commence new cases

Claim Details Summary

KRz
CLAIM AMOUNT
(HKD) (AFTER
CLAIM AMOUNT ABANDONING ANY
NO. (HKD) WAIVER MADE CUATMS CLAIMANT DEFENDANT DOCUMENTS
EXCEEDING
$75,000)
1 orporation La * [Cesad)or
L d aRA
3
K] <] :
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(a) To upload the Commence new cases
documents for each Claim Details Summary

claim one by one ©E

CLAIM AMOUNT
(HKD) (AFTER

1 [13 99 CLAIM AMOUNT ABANDONING ANY
Cllck | pload > NO. (HKD) WAIVER MADE CLAIMS CLAIMANT DEFENDANT DOCUMENTS

EXCEEDING
$75,000)

SR o ’r i Lam H E Edit Delete
Documents bundled for

submission in RE s
commencing new cases S
are as follows: O o | e ]

e “Title to Claim:
General Form
(Form 1)”

e “Form of Claim
(Form 2)” "Rl 15 e

o “Letter of sess
Authorization”
(optional) ' prmn

Commence new cases

“Document Name*” of

the bundled documents
are prefilled and cannot
be changed>

“PURPOSE” is pre-
filled with “For filing”

and cannot be

changed> v DTSR
Check if “Document

Language™*” is pre-

fiIIEd CorreCtIy> Drag and drop file here

Click “Upload™>

Click “BROWSE B i e DE

FILES”>

[Note: You may also use
“Drag and drop file
here” to upload
document file. Please
refer to the step-by-step
guide “Upload
document using ‘drag




Item

Process

Related screenshots for reference

(b)

and drop’ feature” for
more information.]

Select the document
from the local drive and
upload>

Click “Preview” to view
the image of the
uploaded document>

If the uploaded
document is incorrect,
click “Delete” and
upload the document
again>

Or click “OK” to
confirm the upload>

Repeat the steps to
upload for all bundled
documents>

Click “Add Document”
if other document(s) is
to be filed in the same
claim>

Click “SAVE &
CLOSE” to save the
uploaded documents for
each claim>

Repeat the steps to
upload documents of
other claims>

To upload the
documents for all

claims in one go

> ThisPC > Desktop >

2024xml21 » 20240226

janize »  New folder

& 1. CFlpdf
& 1. CR2pdf
& 2.CFlpd
2. CF2,pdf
& 3.CFlpd
@ 3.CR2p0f
@ 4.CFLpdr
@ 4. CR2pdf
&35 CFLpdf
& 5.CFpdf
& 6.CF1.pdf
@6 Crpd
W 7.CF1.pdf
& 7.Cr2pa

SUBDeE) @ cripl

| size(0B)

File name: <] [Aties

e

Drag and drop file here

or

BROWSE FILES

Uploaded Documents
Size (106.6

Document Name KB)

1_CFlpdf

Commence new cases

Notice

Documents Details

NO. DOCUMENT PURPOSE

1.CF2,p0f(66.57KB) Reset
Total 2 file(s) (173.21KB)

NS
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Click “Upload
Documents”

Click “BROWSE
FILES”>

[Note: You may also use
“Drag and drop file
here” to upload
document file. Please
refer to the step-by-step
guide “Upload
document using ‘drag
and drop’ feature” for
more information.]

Select the multiple
documents from the
local drive and upload>

Commence new cases

Claim Details Summary

[ s
CLAIM AMOUNT
(HKD) (AFTER
CLAIM AMOUNT ABANDONING ANY
NO. HKD) WAIVER MADE AT CLAIMANT DEFENDANT
EXCEEDING
$75,000)
1 Corporation Lam "
Limited BsRA
=
R4REY :

Drag and drop file here

or
BROWSE FILES

Uploaded Documents

Document Name Type size (0 B)

No Document Uploaded

> ThisPC > Desktop » 2024xml21 > 20240226 FLE2

3 1.CFlpdf
3 1 CRpdf
& 2.CFl.pde
@3 2.CR2pdf
33 CFlpde
3 CR.pdf
3 4 CFl.pdf
&3 4.CR2.pdf
& 5.CFl.pdf
& 5_CF2.pdf
3 6.CFl.pdf
&3 6.CR2.pdf
& 7_CF1.pdf
7 CRpdf
<® | @echpd

File name: | *1_CF1.pdf* *1_CF2.pdf* *2 CF1.pdf" *2 CF2.pdf" *3_CF1.pdf"*3_CFpdf" "4 CFlpdf" "4 CF2pof | | Allfiles ()

crwos

DOCUMENTS

| size(oB)

Ma
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Click “Preview” to view
the image of the
uploaded document(s) >

If the uploaded
document(s) is
incorrect, click “Delete”
and upload the
document(s) again>

Drag and drop file here

or

BROWSE FILES

Uploaded Documents

Document Name Type Siz;s(iﬂ
1_CFl.pdf pdf 106.6 KB Preview Delete
1_CF2.pdf pdf 66.6 KB Preview Delete
2_CFl.pdf pdf 106.6 KB Preview Delete
2_CF2.pdf pdf 66.6 KB Preview Delete
3_CFl.pdf pdf 106.6 KB Preview Delete
3_CF2.pdf pdf 66.6 KB Preview Delete
- VAN ol = BV 13 [a¥a k3 loc c L Draosios Lalat
Or click “OK” to
confirm the upload> | ------
14_CFl.pdf pdf 53.2KB Preview Delete
14_CF2.pdf pdf 66.6 KB Preview Delete
15_CFl.pdf pdf 53.2KB Preview Delete
15_CF2.pdf pdf 66.6 KB Preview Delete
16_CFl.pdf pdf 53.2KB Preview Delete
16_CF2.pdf pdf 66.6 KB Preview Delete
17_CFl.pdf pdf 53.2KB Preview Delete
17_CF2.pdf pdf 66.6 KB Preview Delete
18_CFl.pdf pdf 53.2KB Preview Delete
18_CF2.pdf pdf 66.6 KB Preview Delete
19_CFl.pdf pdf 53.2KB Preview Delete
19_CF2.pdf pdf 66.6 KB Preview Delete
20_CFl.pdf pdf 53.2KB Preview Delete
20_CF2.pdf pdf 66.6 KB Preview Delete
21_CFl.pdf pdf 53.2KB Preview Delete
21_CF2.pdf pdf 66.6 KB Preview Delete
After all documents are
uploaded, click “NEXT” to SO —
Continue Claim Details Summary
K [&] vz s
CLAIM AMOUNT
EXCEEDING
$75,000)
62100 . Lo tam " Unload 272 Edit  Delete
K] [<] 3
add im i : *
v I R
Judiciary (version as at October 2024) Page 8 of 13




filing

Navigate and check the
inputted details of each
claim by clicking “NEXT
CLAIM” or enter the
sequence number of the

specific claim, and then
click “GO”>

If filing details of all claims
are in order, click
“CONFIRM”>

Or, if filing details are not
in order, click “BACK” to
return to the previous steps
to rectify >

Item | Process Related screenshots for reference
[Note: If the actual number
of claims filed is not in
alignment with “No. of Information
Claims to beﬁled-” (at Item “No. of claims to be filed" doesn't match the
5 above), a warning e
message will be displayed.
You may rectify the data [ ek | cownmm ]
inputted by clicking
“BACK”, or proceed
without rectification by
clicking “CONFIRM” ]

8. Information message
Information message is Information
dISplayed for Conflrmatlon Has the Form 2 been dated and signed?
>

Please take notice that the Claimant and/or
Defendant's addresses should not be PO Box

Cl |Ck “BACK” to rectify or non-local addresses.
the data inputted, or click
“CONFIRM” to proceed [ sk | cowemm |
without rectification>

9. Confirm details of the Confirm claim details

Commence new cases

Confirm Input Details

Claim Details (1/21)

Uploaded Documents

DOCUMENT

NO. DOCUMENT NAME LANGUAGE

PURPOSE UPLOAD FILE

Title to Claim: General Form (Form ) English For Filing 1.CFLp
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10.

Payment

Review the payment items>

If the payment items are in
order, click “PAY” >

Click “OK” in the popup of
“Proceed for payment?”>

Payment of filing and Bailiff fees

Commence new cases
Payment of Filing and Bailiff Fees

NO. DEFENDANT

PAYMENT ITEM(S)

= < Tribunal (Fees) Rules - B AU b
2 ® laim documents. pe
2 "
" deiiver claim docu o
Dl-chan "
8 Dl-Liu " s Tribunal (Fees) Rules - Bailiff to deliver claim documents, per
s oL "
Di-Liu L J lairr ments, pe:
Dl-Liu ®
2 D-Leung E 3 ver claim documents, per
Dl-Leung »
Z Di-L: #* r claim documents, per
Di-Lam " P bunal (Fees) Rules - Filing of a cla

FEE(HKD)

Total amount : HKD 2,768.00

BACK

Proceed for payment?

CANCEL

11.

Payment (cont’d)

Select one of the “Payment
Method” and the “PAY”
button 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 iICMS to proceed to item
12.]

Online Payment Service

Judiciary Online Payment Service
The Judiciary

E1996000020

19/06/2024

HKD 2768.00

&2 visa 833

CANCEL

on Reference No

PAY

* Please take note of the transaction reference number or PRINT the page for enquiry on the payment status wh y

. A he pay button, please DO NOT leave this page until you are redirected to the acknowledgement page, otherwise your
tion may not

ant Name is appli

s (including mobile phones and tal

e moment. If

nse from th
B to set

reditc

d pay

o ou exp s
any venience caused
+ Different credit card
Please contact your ¢

ment by

ayment. We apologise for
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12.

Acknowledgement

Click “SAVE
ACKNOWLEDGEMENT”>

Click “DOWNLOAD” in
the popup of “Confirm to
download file?”’>

Click “Open file” to
retrieve the
Acknowledgement>

Click “SAVE PAYMENT
RECEIPT”>

Click “DOWNLOAD” in
the popup of “Confirm to
download file?”’>

Click “Open file” to
retrieve the Payment
Receipt>

Commence new cases

Acknowledgement

m [Fo E
Eng
F En
Englis
m Eng
P m ment Re: f ling/paym 1 b

Confirm to download file?

FEE(HKD)

Acknowledgement -....pdf
Open file

Payment Receipt - e-....pdf
Open file

13.

Acknowledgement
message sent to the
message box of OU

[Note: The
acknowledgement message
will also be sent to the
message box of Default OU
if the cases concerned have
not been assigned to any
designated OUs by way of
case profile]

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

Message Box

Al
3 SUBJECT ~ DATE/TIME FILE S
(scT oKe
R 1/06/2024  CourtRegistry, Small Claims Tribunal  1054K8
[TRN:E1988000199] New El d /06/202: 054K8
[SCTC 215/2024] Doc (06/202
[scTC 215/2024] /06/202 967KB
[sCTC 215/2024] 04/06/2024 87KE
[Register of Claims of Small Cl Tribunal Claim() - 5000/2024]] Acknowledgement and .. 30/05/ /2026 5K
[SCTC T131/2024, SCTC 1132/2024, SCTC 133/2024, SCTC 1134/2024, SCTC 1135/2024, SCTC 1I36...  29/05/2024 2458K8
[SCTC M6/2024, SCTC M7/2024, SCTC M8/2024, SCTC M9/2024, SCTC 120/2026, SCTCM2Y...  29/05/2024 Court Registry, Small Claims Tribunal 88s5KE
[TRN:E1975000139] Document Rejected 29/05/2024 = mall Claims Tribunal
[SCTC 996/2024, SCTC 997/2024, SCTC 998/2024, SCTC 999/2024, SCTC 1000/2024, SCTC10..  29/05/2024 I 778K8

*Message(s) will be deleted after 28 days since re

ead. Unread message will be deleted after 90 days from the date of message.

Click the message header to read the content therein
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CliCk “Home”> Message Details
Access Message BOX> [:I\"I;N:EISSGOOOOZO] New Electronic Submission Received -
Click the message header to ;
read the content>
[Note: Acknowledgement
and Payment Receipt can
also be downloaded again
from the message, if
necessary.] 2 Attachment(s) : =
14. Internal process by Sender will receive message in iCMS message box after internal
Judiciary vetting by Judiciary
[Note: Sender will receive a separate message in iCMS message box
15. “New Case Created”

message sent to the
message box of OU

[Note: The message will
also be sent to the message
box of Default OU if the
cases concerned have not
been assigned to any
designated OUs by way of
case profile.]

Click “Home”>
Access Message Box>

Click the message header to
read the content>

[Note: The claim forms
(Form 1 and Form 2) and
the notice of Place and Day
Fixed for Hearing (Form 3)
can be downloaded in the
“New Case Created”
message.]

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

Message Box SN I BT 1T 00000
Al Re (&

< SUBJECT ~ DATE/TIME FROM FILE 2

[SCTC 1460/2024, SCTC 1461/2024, SCTC 1462/2024, SCTC 1463/2024, SCTC 1464/... n:3e T0S7KB

[SCTC 1440/2024, SCTC 1441/2024, SCTC 1442/2024, SCTC 1443/2024, SCTC 1444/ nn 10530KB
10:56
09:4¢ 1054KB
19/06/2024

[SCTC 1340/2024] D nt(s) Flled / Lodged 19/06/2024

[SCTC 1340/2024] Docu nt(s) Flled / Lodged 19/06/2024 Small Claims Tribunal

[SCTC 1340/2024] Docu 'nt(s) Flled / Lodged 19/06/2024 Small Claims Tribunal

[SCTC 1340/2024] Document(s) Flled / Lodged 19/06/2024 Court Reglstry, Small Claims Tribunal

[SCTC 1340/2024] Document(s) Flled / Lodged 19/06/2024 Court Reglstry, Small Clalms Tribunal

[SCTC 1340/2024] Document(s) Flled / Lodged 19/06/2024 Court Registry, Small Claims Tribunal

*Message(s) will be deleted after 28 days since read. Unread message will be deleted after 90 days from the date of message

Click the message header to read the content therein (“New Case
Created” message)

Message Details cen ID: EXT-MSG
<{Back ‘i‘

[SCTC 1440/2024, SCTC 1441/2024, SCTC 1442/2024, SCTC 1443/2024, SCTC 1444/2024, SCTC 144
5/2024, SCTC 1446/2024, ... SCTC 1459/2024] New Case Created

Date/Time 2

024 MM
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Iﬁl:: zip fi

Internal process by Judiciary




