Small Claims Tribunal
Submit application for payment into Court

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 Relevant screenshots for reference

1. Login user account Organization User

By Organization User (“OU”)
or Individual User (“IU”)

LOGIN
account holder ‘

[Note: Please refer to
relevant step-by-step guide
“Account Login and Logout”
for more information if
necessary.]

Individual User
For OU account holder,

he/she should have been duly
assigned to handle the case S
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.]
2. Access e-Filing function e e e s e R

Click “Small Claims c
Tribunal™>
Click “Electronic Filing” > lemescntoss s g

| osioeroze

[ B crntireaa

Select “Send Document(s)™> '

e W e

| [SCTC 996/2024, SCTC 997/2024, SCTC 998/2024, SCTC 999/2024, SCTC 1000/202...  29/05/2024 R DA ET78KE

“Message(s) will be delated after 28 days since raad. Unread message will be deleted after 90 days from the date of message.
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Select the required function

Select “Send document(s) to
an existing case” >

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

Click “NEXT>

Send Document(s)

Note to Sender

Electronic transactions with the e-Courts

Chapter 638, th
ticular
fe

d right after each successful electronic submission of document and/or
Jiry.

au

sing common wo

efer to the *Administrative Instructions on Detailed Technical Requirements for using the Judiciary's iCMS

reen the English version and the Chinese translation of this note, the English version shall prevail

od the Note to Sender sbove. |

Enter case number

Input “Case No.*”>

Click “NEXT”>

Send document(s) to an existing case

Notice

Upload document

Select “Application for
Payment into Court” in
“Document Name*””>

Select “For Application” in
“PURPOSE*”>

Select language in
“Document Language*” >

Tick the checkbox under
“For*”>

Send document(s) to an existing case

Notice
- Field with [*) is required informatior

Upload Document

Case No.
SCTC1440/2024

NO. DOCUMENT PURPOSE*

1 Document Name *
v For Application v

Application for Payment into Court

ent Language *

elect ---
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[Note: The checkbox under
“Against” is optional.]

Input “Proposed amount of
payment in : $” >

Click “Upload™

Click “BROWSE FILES”
and select document>

[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.]

Filed By
Corp tion Limited - Chan, itoooul

Proposed amount of payment In: $

For full & final satisfa

For full & fi

Drag and drop file here

or
BROWSE FILES

Uploaded Documents
Document Name Type

size (0 8)

Preview uploaded
document

Document name is displayed
under “Uploaded
Documents™

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

Click “OK” if the uploaded
document is in order>

Or, click “Delete” if the
uploaded document is not in
order>

Click “NEXT” >

Drag and drop file here

or

BROWSE FILES

Uploaded Documents

size (22.0

Document Name 8)
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Confirm details of the filing

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

Send document(s) to an existing case

Confirm Details of the Filing

Case No.
SCTC1440/2024

the Acknowledgement>

The Following Document(s) Have Been Uploaded

DOCUMENT

NO. DOCUMENT NAME LANGUAGE PURPOSE UPLOAD FILE
1 Application for Payment into Court English For Application entinto
Please save or print the Acknowledgement/Payment Receipt as a proof of your filing/payment and for subsequent refund purp

DRN

202690000691

sse, if necessary

NO. DOCUMENT PURPOSE PAYMENT ITEM(S) FEE(HKD)
1 Document Name For Application
Application for Payment into Court
Document Language
English
?r Corporation Limited HEATH
Proposed amount of payment In : §
Upload File
Application for Payment inta Court doc(22.00KB)
Total amount : -
Click “OK” to “Confirm to sack 2
proceed?””>
Popup of confirm to proceed
Or, if filing details are not in
order, click “BACK” to
return to the previous steps to
rectify the inputted data>
Confirm to proceed?
T -
8. Acknowledgement - .
Send document(s) to an existing case faen
Clle “SAVE Acknowledgement
ACKNOWLEDGEMENT”> submited By
Submitted On e-Flling Transaction Reference No.
} 19/07/202410:27:25 E2026000081
Cllck “DOWNLOAD” In the t?—DaymentTransacllon Date Time f‘—DayrnEniTrarvia:t\cr\ Reference No.
popup of “Confirm to -Payment Method
download file?”>
Transaction Summary
b (13 29 . NO. CASE NO. CASE TYPE PAYMENT ITEM(S) FEE(HKD)
CIICk Open ﬁle to retrleve 1 SCTC1440/2024 Small Claims Tribunal Claim

Total amount : -
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Confirm to download file?

—, Acknowledgement -....pdf
Cpen file

Acknowledgement message
sent to the message box of
OU/IU as appropriate

Click “Home”>
Access Message Box>

Click the message header to
read the content

[Note: Acknowledgement can
also be downloaded again
from the message, if
necessary.]

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

Message Box

All (¢
* SUBJECT ~ DATE/TIME FROM FILE #
[SCTC 1440/2024] New Electronic Submission Recelved 10:27 Court Registry, Small Claims Tribunal 4B4KB
[TRN:E2026000104] BB M & F R 10:24 EEAEEE TR N23KB
[TRN:E2026000058] New Electronic Submission Recelved 09:26 Court Reglstry, Small Claims Tribunal MeKB

[SCTC 987/2024) B i2MBMMITL /4

34y 18/07/2024 (MEHAE RIS

[ AR N M LM - 5000/2024)] W F M IR N8 15/07/2024 DERAFER TR 633KB

[SCTC 1741/2024 8932 #F] T T FIEIAD UEAIFI rRbrsl 15/07/2024 PERESER TR 632KB
[SCTC 1474/2024] New Electronic Submission Recelved 15/07/2024 Court Reglstry, Small Claims Tribunal ~ 966KB
[SCTC 1756/2024, SCTC 1757/2024, SCTC 1758/2024, SCTC 1759/2024, SCTC176...  15/07/2024 Court Reglstry, Small Claims Tribunal  10912KB
[TRN:E2012000139] New Electronic Submission Recelved 12/07/2024 Court Reglstry, Small Claims Tribunal ~ 1116KB
[SCTC 1734/2024, SCTC 1735/2024, SCTC 1736/2024, SCTC 1737/2024, SCTC 173., N/07/2024 MERAEEE TSR 6952KB
ITRN:E20180000371 New Electronic Submission Received /07/2024 Court Realstrv. Small Claims Tribunal  116KB

*Message(s) will be deleted after 28 days since read. Unread message will be deleted after 30 days from the date of message

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

Message Details Screen ID:

&

<Back

[SCTC 1440/2024] New Electronic Submission Received
Date/Time  19/07/202410:27
From Court Registry, Small Claims Tribunal

o itocoul

This message serves to confirm the successful completion of the submission of the document(s) (e-Filing Transaction Reference No. E2026000081) submitted via iICMS on
19/07/2024 10:27. (Time s expressed in 24-hour format.)

ance of the submission of the document(s), you will recelve a message confirming the same

Please click the attachment link to obtain the acknowledgement (and the payment receipt, if any).

Acknow erment - e-Filing Transaction Reference No E2026000081

Notice

ment is taken to be (a) at the time when the
ocument relates, whichever is earlier

cument is at a time when the Registry is not open, the 3 time of such do:
of [b) at the time when the Registry is next open for the proceeding to which the

e receiv

If the completion of the transmission ¢
Registry is next normally open to the publ

Opening hours of the Registry
Mendays to Fridays B8:45a.m. to 1:00 pm. and 2:00 p.m. to 530 p.m.

Saturdays, Sul
and Public He

1 Attachment(s)

Acknowledgement - e-Filing TRN-E20

000081 pdf
o 000081 pd

10.

Internal process by
Judiciary

Sender will receive message in iCMS message box after internal
vetting by Judiciary
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11.

Confirmation message sent
to the message box of
OU/IU as appropriate

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

Message Box

All c
L - d M < SUBJECT = DATE/TIME FROM FILE 2
Ogln a‘n access essage “ [SCTC 1440/2024] Document(s) Flled / Lodged nm Court Reglstry, Small Clalms Tribunal
BOX> [SCTC 1440/2024] New Electronic Submission Re: 1027 Court Registry, Small Claims Tribunal 484KB
[TRN:E2026000104] B EMBFREZ 10:224 NERESEEYRR n23KBe
[TRN:E2026000058] New Electronic Submission Received 09:26 Court Registry, Small Claims Tribunal meKB
CI H k h h d [SCTC 987/2024] BHESTERMMMNEE /R 18/07/2024
IC t e message ea er to EERERENRKSIEMO - 5000/2024)) BT HFM DN RGE 15/07/2024 633KB
read the Content | [SCTC 1741/2024#3X #] &7 BRI (3 15/07/2024 N 632KB
| [SCTC 1474/2024] New Electronic Submission Recelved 15/07/2024 Court Registry, Small Claims Tribunal 966KB
| [SCTC 1756/2024, SCTC 1757/2024, SCTC 1758/2024, SCTC 1759/2024, SCTC 1760/2... 15/07/2024 Court Registry, Small Claims Tribunal 10912KB
I [TRN:E2019000139] New Electronic Submission Recelved 12/07/2024 Court Reglstry, Small Claims Tribunal meks
*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
Message Details e MS
Back &
[SCTC 1440/2024] Document(s) Filed / Lodged
Date/Time 19/ 024 1M
Frorr ry. Small Claims Tribunal
To itoooul
ptance of the submission of the document(s) (e-F ing Transaction Reference No. E2026000081) submitted via iCMS on 19/07/2024
SCTC 1440/2024 - Application for Payment into Court, BITFXTBSABRER - DRN:202690000691
If the document requires determination or approval from the Court, you will be informed of the outcome in due course.
12. | Internal process by Sender will receive message in iCMS message box after the
Judiciary order/directions are given by the Court
13. | Order/Directions given by Message box with message header(s) appears on the landing page
the Court sent to the
Message Box
message box of OU/IU as
- Al Cc
appropriate
$ SUBJECT ~ DATE/TIME FROM FILE @2
|I [SCTC 1440/2024] Order/Directions Given by the Court M4 Court Reglstry, Small Clalms Tribunal 3ISKB
Log | n and access Message [SCTC 1440/2024] New Electron mission Received 1027 Court Registry, Small Claims Tribunal 484KB
[TRN:E2026000104] B E T 10:24 NRRESREY R n23KB
BOX> [TRN:E2026000058] New Electronic Submission Received 09:26 Court Registry, Small Claims Tribunal MeKB
[SCTC 987/2024] BEHESLENMBEE /32X 18/07/2024 iR P
hEERRRRNRRS (1 - 5000/2024)] & FHRIMBUGHEM S HREE 15/07/2024 633KB
| [SCTC 1741/2024 893X #¥] S EANT RIS EATT - 15/07/2024 632KB
| [SCTC 1474/2024] New Electronic Submission Recelved 15/07/2024 Court Registry, Small Claims Tribunal 966KB
| [SCTC 1756/2024, SCTC 1757/2024, SCTC 1758/2024, SCTC 1759/2024, SCTC 1760/2... 15/07/2024 Court Registry, Small Claims Tribunal 10912KB
I [TRN:E2019000139] New Electronic Submission Recelved 12/07/2024 Court Reglstry, Small Claims Tribunal meks

Click the message header to
read the content>

*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 and the attachment
therein
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Streen 1D EXT-MSG

Message Details

<Back

[SCTC 1440/2024] Order/Directions Given by the Court

Datef/Time 19/07/2024 1141

&

From

rt Registry. Small Claims Tribuna

To itoooul

This message serves to convey the orderirections given by the Court on your filing of decument(s) (e-Filling Transacticn Reference No.E2026000081) submitted via ICMS on 19/07/2024 10:27.
(Time s expressed in 24-hour format.|

Please click the attachment link to obtain the order/directions.
SCTC 1440/2024 - Letter to Claimant and Defendant - DRR:202690000631
1 Attachment(s)

pop SCTC1440/2024 - Letter to Claimant and Defendant - DRN-202690000691 paf

Internal process by Judiciary




