Small Claims Tribunal
Submit application for re-sending of Form of Award/Order

This step-by-step guide outlines the general process required to send documents using iCMS. 1t 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

Either by Organization User
(“OU”) or Individual User

LOGIN
(“IU”) 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, Sl
he/she should have been NI ———
duly assigned to handle the =
case concerned with proper
user role.

Password

[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

Click “Small Claims o » ‘ o c
Trlbunal”> " " T : < 5UBIECT . mm-:.v: T -

Select “Electronic Filing”> =

30/05/2024

Select “Send
Document(s)”>

29/05/2024

29/05/2024

20/05/2024

*Message(s) will be deleted after 28 days since read. Unread message will be deleted after 90 days from the date of message.
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3. Select the required
function Send Document(s)

Note to Sender

Electronic transactions with the e-Courts

rtments and

duct other

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

s to obse i n t payment gislations, relevant Practice

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

al

iment andjor

Technical Requirements

15.The documents shall no tal ster instructions such as computer v

Clle “NEXT”> ‘ an.wm'vf‘v*e’v 2 s to the document itself.

ruses/malware, and macros, scripts and fields that depend on the execution

software (e.g. Microsoft Wor

r access code of any form or invoking any decryption mechanism

4B in total. The

4, Enter case number
Send document(s) to an existing case ScreeniO: EF
Input “Case No.*”> P R
Enter Case No.
Click “NEXT”>
e
5. Upload document

Send document(s) to an existing case

Notice
Field with (*) is required informat

Select “Application for
resending of Form of Upload Document
Award/Order” in Sere ionons

“Document Name*””>

NO. DOCUMENT PURPOSE*
. . . 1 Document Name *
Select “For Application” in i e e 5

Document Language *

“PURPOSE*"> mne .

For*

Cdal Corporation Limited ARAS

Select language in Moo R
“Document Language*” >

Tick the checkbox under
“FOI'*”>
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[Note: The checkbox under
“Against” is optional.]

Select “Date of Order*”
from the date picker, or
input the date directly>

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.]

rporation Limite ERAT

Date of Order *

Upload Flle *
Jpload

Uploaded Documents
Document Name

No Document Uploaded.

Drag and drop file here

or

BROWSE FILES

Size (0 B)

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” >

Uploaded Documents

Document Name

Application for

Drag and drop file here

or

BROWSE FILES

Size (1.4
KB)

r resending of Form ¢
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Confirm details of the
filing

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

Click “OK” to “Confirm to
proceed?”>

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

Send document(s) to an existing case

Confirm Details of the Filing

Case No.
SCTC1440/2024

NO. DOCUMENT PURPOSE

1 Documen t Name For Application

a Corporation Limited ARAT

Date of Order
02/01/2024

Upload File
Application for resending of Form of Award_Order.docx(11.40KB)

Popup of confirm to proceed

Confirm to proceed?

CANCEL

PAYMENT ITEM(S)

FEE(HKD)

Total amount : -

Acknowledgement

Click “SAVE
ACKNOWLEDGEMENT”
>

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

Click “Open file” to retrieve
the Acknowledgement>

Send document(s) to an existing case

Acknowledgement

Submitted Bv
Mr. Chan ( itooou)

Organization
Corporation Limited

Submitted On
04/07/2024 09:20:31

e-Payment Transaction Date Time

e-Payment Method
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Transaction Summary

NO. CASE NO. CASE TYPE PAYMENT ITEM(S) FEE(HKD)

1 SCTC1440/2024  Small Claims Tribunal Claim

Total amount : -

The Following Document(s) Have Been Uploaded

DOCUMENT

NO. DOCUMENT NAME CANGUAGE: PURPOSE UPLOAD FILE DRN
1 Application for resending of Form of English For Application  Application for resending of 201190000022
Award/Order Form of

Award_Order.docx(11.40KB)

Please save or print the Acknowledgement/Payment Receipt as a proof of your filing/payment and for subsequent refund purpose, if necessary.

SAVE ACKNOWLEDGEMENT

Confirm to download file?

. Acknowledgement -....pdf
Cpen file

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

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

Message Box

All

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.]

2 SUBJECT ~ DATE/TIME FROM FILEZ

[SCTC 1440/2024] New Electronic Submission Recelved 09:20 Court Reglstry, Small Claims Tribunal 484KB

[SCTC 1440/2024] Document(s) Filed / Lodged Court Registry, Small Claims Tribunal

[SCTC 1440/2024] New Electronic Submission Received Court Registry, Small Claims Tribunal 484KB
| [SCTC 1343/2024) EWEHBFRLE 03/07/2024 NEREERETOR 993KB
[SCTC 1344/2024] Document(s) Flled / Lodged 02/07/2024 Court Registry, Small Claims Tribunal
[SCTC 1344/2024) B/ #232 X 02/07/2024 DEERFRES R
| [SCTC 1344/2024] New Electronlc Submission Recelved 02/07/2024 Court Reglstry, Small Claims Tribunal ~ 485KB
[SCTC 1343/2024] Writ of Execution issued by the Court 28/06/2024 Court Registry, Small Claims Tribunal 466KB

[SCTC 1343/2024] Document(s) Filed / Lodged

Court Registry, Small Claims Tribunal

| [SCTC 1343/2024] Document(s) Flled / Lodged 28/06/2024 Court Reglstry, 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 and the attachment
therein
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Message Details U
[SCTC 1440/2024] New Electronic Submission Received
1 Attachment(s)
10. Internal process by Sender will receive message in iCMS message box after internal
Judiciary vetting by Judiciary
11. Confirmation message Message box with message header(s) appears on the landing page
sent to the message box of | ... ...,
QU/ 1U as appropriate o
. < SUBJECT ATE/TIME FROM FI I
Login and access Message [ iscre 1440720241 Documentis) Ftea/ Lodgea 0931 |
Box> w
Click the message header to —
read the Content i [SCTC 1344/2024] B 02/07/2024
[SCTC 1344/2024] New Electronl 02/07/2024 485KB
[scTC Y.
Click the message header to read the content therein
Message Details
Back &
[SCTC 1440/2024] Document(s) Filed / Lodged
'm of Award/Order, BRBHZ M/ DIRERAR (X)) - DRN201190000022
12. Internal process by Sender will receive message in iCMS message box after the document
Judiciary requested is prepared by Judiciary
[Note: Sender will receive a separate message in iCMS message box if
the document is found not in order.]
13. Provide Document(s) Message box with message header(s) appears on the landing page.

upon Your Request
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message sent to the — —
message box of OU/ 1U as

aQQrOQ riate 2 SUBJECT ~ DATE/TIME FROM FILE 2

[I [SCTC 1440/2024] Provide Document(s) Upon Your Request 16:21 Court Registry, Small Claims Tribunal  219KB

[SCTC 14

Login and access Message ey
BOX> [SCTC 1440/2024] Nev

4] New Electronic Submission Recaived 09:20 Court Registry, Small Claims Tribunal 484KB

© all Claims Tribunal

03/0

lectronic Submission Rex Court Re y, Small Claims Tribunal 4B4KB

[SCTC1343/2024) B EMTFRYE 03/07/2024 NEREERETEE 993KB
[SCTC 1344/2024] Document(s) Filed / Lodged 02/07/2024 Court Registry, Small Claims Tribunal
I [SCTC 1344/2024] EFRREXHF 02/07/2024 PESNSERTIE
I [SCTC 1344/2024] New Electronic Submission Recelved 02/07/2024 Court Registry, Small Claims Tribunal 485KB
[sCTC 4] Writ of Execution issued by the Court Court Rs 466KE
[scTCY: Jocument(s) Filed / Lodged Court Re:
*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 . :
Click the message header to read the content therein
read the content
Message Details CrRen R ENT S

<Back

[SCTC 1440/2024] Provide Document(s) Upon Your Request

Date/Time  04/07/20241621

From Court Registry, Small Claims Tribunal

To itoooul

This erves to provide the document(s) you have requested in respect of your application (e-Filing Transaction Reference No.E20T1000029)submitted via iCMS on
o 0. (Time is expressed in 24-hour format.)

Please click the attachment link to obtain the requested doc:

SCTC 1440/2024 - Form rder (Form 6) - DRN:06 063

1 Attachment(s)

pop  SCTC 1440/2024 - Form of Award/Order (Form €) / (6] - DRN-069130001063.pdf

Internal process by Judiciary

[«




