Small Claims Tribunal
File Praecipe for Writ of Execution of Judgment for Movable Property and Writ of Fieri
Facias

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”) 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, LOGIN

he/she should have been .
duly assigned to handle the
case concerned with proper

user role. T e

[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.]




Step-by-step guide —“File Praecipe for Writ of Execution of Judgment for Movable Property

and Writ of Fieri Facias”

Item

Process

Relevant screenshots for reference

Access e-Filing function

Click “Small Claims
Tribunal”>

Select “Electronic Filing”>

Select “Send
Document(s)”>

Welcome to Ju

ry Web Portall You

tegrated Court Case Management System (*iCMS”) in this portal

N v A d inread
: 3 ~ DATE/TIVME FROM
8 t v ctranic Submission Recarved o Court Registry, Small Claims Tribunal
t [TRN:E1988000245] New Electronic Submission Recelved W/06/202 Court Reglstry, Small Claims Tribunal  1054KB
E ; A [SCTC 215/2024) Documents) Filed / Lodged 07/06/2024 Court Reglstry, Small Claims Tribunal
v [SCTC 215/2024] New Electronlc Submission Received 04/06/2024 Court Reglstry, Small Clalms Tribunal  987KB
o st | scre 2572026 ew ot submision Beceted oepaoas Court ity Small Cams Taunat 3878
[Register of Claims of Small Clalms Tribunal Claim(] - 5000/2024]] Acknowledg...  30/05/2024 Court Reglstry, Small Claims Tribunal  SBSKB
[SCTC T131/2024, SCTC 1132/2024, SCTC T133/2024, SCTC 1134/2024, SCTC 1135/202...  29/05/20264 Court Reglstry, Small Claims Tribunal  12458K8
[SCTC 1W16/2024, SCTC TN7/2024, SCTC T18/2024, SCTC T119/2024, SCTC 120/2024...  29/05/2024 Court Registry, Small Claims Tribunal ~ 8855KB
[TRN:EI975000139] Document Rejected 29/05/2024 Court Reglstry, Small Claims Tribunal

[SCTC 996/2024, SCTC 997/2024, SCTC 998/2024, SCTC 999/2024, SCTC 1000/202...  29/05/2024 AEREE R

67TI8KE

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

Select the required
function

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

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

Click “NEXT>

Send Document(s)

Note to Sender

Electronic transactions with the e-Courts

1. The Judiciary operates the Judiciary Web Portal which provides a platform for the legal practitioners, government departments and litigants-in-person who hay
registered as users of integrated Court Case Management System (“iCMS") to send documents by electronic means and conduct other electronic transactions v
the e-Courts.

Under Section 32 of the Court Proceedings (Electronic Technology) Ordinance, Chapter 638, the Chief Justice may specify, by implementation notices published in
Gazette, the date from which electronic technology may be used in relation to 2 particular e-Court or a type of or description of proceedings, thereby implementing
the use of electronic technology in relation to court proceedings in phases. Please refer to the implementation notice(s) issued by the Chief Justice currently in
force.

Sender has to observe the time
Directions and/or any specific ord

N

quirement for submission of document and/or paym:
s or directions made by Judges and Judicial Officers,

t in accordance with the applicable legislations, relevant Practice

ubmission of document

on

3.Sender may use iCMS to commence new cases, or file documents to an existing case provided that, in the latter case, there is proper linking up of hisfher user
account with the case concerned. In return, he/she will receive through iCMS message box the sealed documents issued out of the e-Courts and/or reply from the
e-Courts after documents have been received and processed. To help alert the sender, a reminder notification will be sent to sender's email address at day-end
each day when there isfare unread message(s) in the iCMS message box. In addition, the sender will be given an additional option to choose to receive individual
email notification upon arrival of each message in the iCMS message box

4.An acknowledgement (including therein transaction reference number) will be provided right after each successful electronic submission of document and/c

yment. Sender is advised to keep record of this acknowledgement for reference or enquiry.

hnical Requirements

15.The documents shall not contain any computer instructions such as compu!
environment and the exe

r viruses/malw and macros, scripts and fields that depend on the execution

stion of which will cause changes to the document itse

16. The documents shall be prepared by using common word processing software (eg. Microsoft Word, Pages, e

e The acceptable file formats (or
are TXT, RTF, doc, .docx and PDF format.

e “save as type’)

17. The access to or tion mechanism,

wing of the documents shall not require password or access code of any form or invoking any d

18. The total size of document(s) submitted in each transaction shall not exceed SOMB.

If the total file size of any document(s) to be submitted at one go exceeds the above limit, the iCMS will prompt the sender that the document(s) to be submitted in
the transaction have exceeded the limit set by the Judiciary and the submission is not successful. The sender may choose to split the submission into batches so
that each batch will contain documents of less than SOMB in total. The maximum number of batches is set at 10.

19. For more detailed information, please refer to the "Administrative Instructions on Detailed T

nical Requil

ments for using the Judiciary's iCMS
Others

20.In case of any discrepancies by

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

Send document(s) to an existing

[ 4 | acknowledge that | have read and understood the Note to Sender abo

Enter case number

Input “Case No.*”>

Click “NEXT>

Send document(s) to an existing case

Notice

case No.*

e I

Upload document

To upload two types of documents as follows.

a) Writ of Fieri Facias

Judiciary (version as at October 2024)
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Process

Relevant screenshots for reference

a) Writ of Fieri Facias

Select “Writ of Fieri
Facias” in “Document
Name*” >

Select “For Application” in
“PURPOSE*”>

Select language in
“Document Language*”>

Tick the checkbox under
“FOI’*”>

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

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.]

b) Praecipe for Writ of Execution of Judgment for Movable
Property

The 1% document to be uploaded - Writ of Fieri Facias

Send document(s) to an existing case

Notice
Field with (* ed information

Upload Document

Case No.
SCTC1440/2024

NO. DOCUMENT PURPOSE*

1 Documen t Name *
Writ of Fieri Facia v For Applicatior v

Document Language *
Select G

5 &b

BRAT

Upload Flle *

Drag and drop file here

or
BROWSE FILES

Uploaded Documents
Document Name Type

size (0 B)
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Relevant screenshots for reference

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>

Drag and drop file here

or
BROWSE FILES

Uploaded Documents

Document Name

Upload document

b) Praecipe for Writ of
Execution of Judgment
for Movable Property

“Praecipe for Writ of
Execution of Judgment for
Movable Property” in
“Document Name*” is
prefilled and cannot be
changed>

“For Application” in
“PURPOSE*” is prefilled
and cannot be changed>

Select language in
“Document Language*” >

Tick the checkboxes under
“For*”>

The 2™ document to be uploaded — Praecipe for Writ of Execution of
Judgment for Movable Property

rporation Limited AWAS)
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Process

Relevant screenshots for reference

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

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.]

To preview uploaded
document, repeat steps in
item 6.

Click “NEXT”>

Drag and drop file here

or

BROWSE FILES

Uploaded Documents
Document Name Type

No Document Uploaded

Size (0 B)

Confirm details of the
filing

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

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

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

Send document(s) to an existing case

Confirm Details of the Filing

PURPOSE

For Application

For
(ol Corporation Limited BHRAE

For Application

for No. 1 Writ of Fieri Facias |

PAYMENT ITEM(S)

FEE(HKD)

Total amount : HKD 44.00




Item | Process Relevant screenshots for reference

Proceed for payment?

9. Settle payment

Online Payment Service

Select “Payment Method” , - T I—
and the “PAY” will be o R e

E2031000605

activated> Tiansscion " 2uponons

HKD 44.00

Click “PAY”> &2 viIsA £58
AT TN

« Please take note of the transaction reference number or PRINT the page for enquiry on the payment status when necessary.
« After pressing the pay button, please DO NOT leave this page until you are redirected to the acknow gement page, otherwise your
transaction may not be successful
« Merchant Name is apphccb e to cved card L.a/rY‘e('{ i only.
Jp&Buy\PP‘SBr do /i sers of mobile devices (including mobile phones and tablets) at the moment. If

[Note: You will be e L T L
redirected to the website of :

h a problem, please wait a moment and retry, or change to use PPSB to settle the payment. We apologise for any
ed.

« Differentc ravd issuers may have implemented different mechanisms to authenticate the cardholder's identity during online payment.
H Please contact your card issuer if want to learn more about the Verified by Visa and MasterCard SecureCode service.
EXterna' Payment SerVI Ce « For refund of online payment, 0 ly be col ither by way of cheque, bank draft or cash to the appropriate case party or
R legal represent 2 e case il e payer/applicant.
PrOVIder for payment « De| b- k vill only be upon termination of Organization Account. For refund of online payment by
. deduction from deposit account/ sub-account, the refund amount will be credited to the same deposit account/ sub-account.

Upon successful payment,
you will be redirected back
to ICMS to proceed to item
10.]

10 ACknOWIedqement Send document(s) to an existing case Screen ID: EFIL-SCT-00M3

Acknowledgement

Click “SAVE
ACKNOWLEDGEMENT”> Mechan T ( iteoou) O Carporation imied

Submitted On e-Filing Transaction Reference No.
24/07/2024 1638:09 E2031000605

nsaction Date Time e-Payment Transaction Reference No,

Click “DOWNLOAD,’ in 8:06 C202407248004932
the popup of “Confirm to Searnapee
download file?”>

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

Small Claims Tribunal Claim All Procedural Fees under Small Claims Tribunsl (Fees) Rules - Filing of Writ of Execution 4400

Click “Open file” to . T
retrieve the i T
Acknowledgement>

DOCUMENT

NO. DOCUMENT NAME {ANGUAGE: PURPOSE  UPLOAD FILE DRN
1 Writ of Fieri Facias English For Writ of Fieri Facias.docx(T139KB) 203190001845
Application

English For
Application
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Relevant screenshots for reference

Click “SAVE PAYMENT
RECEIPT>

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

Click “Open file” to
retrieve the Payment
Receipt>

Please save or print the Acknowledgement/Payment Recei purpose, if necessary

[oxmrmmnscor [ sonsovomicoon

s a proof of your filing/oayment and for subsequent refu:

Confirm to download file?

oo

Acknowledgement -....pdf . Payment Receipt - e-...pdf

11.

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
and Payment Receipt can
also be downloaded again
from the message, if
necessary.]

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

Message Box =

MSG-00001

Al Rea <a ¢

% SUBJECT ~ DATE/TIME FROM FILE S

| [SCTC 1440/2024] New Electronic Submission Recelved 16:38 Court Reglstry, Small Claims Tribunal  967KB

[SCTC 1440/2024] Electronic Payment Recelved 16:27 Accounts Office, Small Claims Tribunal ~ 481KB

[SCTC 1441/2024] New Electronic Submission Recelved 16:21 Court Reglstry, Small Claims Tribunal  969KB

[SCTC 1440/2024] New Electronic Submission Recelved 1613 Court Reglstry, Small Claims Tribunal  969KB
[SCTC 1440/2024] Docu 16:01 Court Registry, Small Claims Tribunal

[SCTC 1440/2024] N 1552 Court Registry, Small Claims Tribunal 968KB

[Docume and Payment Receipt for El. 1534 Court Registry, Small Claims Tribunal 589KB

[SCTC 1440/2024] Order/ s Given by the Court 12:00 Court Registry, Small Claims Tribunal 345K8
[SCTC 1440/2024] Document(s) Filed / Lodged 10:51 Court Registry, Small Claims Tribunal

| [SCTC 1440/2024] New Electronic Submission Recelved 1010 Court Reglstry, Small Claims Tribunal  484KB

*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 attachments
therein

Message Details
<Back &

[SCTC 1440/2024] New Electronic Submission Received

Small Claims Tribunal

05) submitted via iCMS on

ng Transaction Reference No. E20:

If the completion of t = umi a when the Re E & of such document is taken to
Registry is next normally n the R ort to which the document

Opening hours of the Registry

ndays to Fridays 5 a.m. 10 1:00 p.m. and 2:00 p.m. to 5:30 pm.

Saturdays, Sun Closed

and Public Hol
2 Attachment(s)

pos Acknowledgement - e-Filing TRN-E2031000605.pdf

Payment Receipt - e-Payment TRN-C202407248004932.0df

POF

Y,

3 Download all files in a zip file
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Relevant screenshots for reference

12.

Internal process by
Judiciary

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

13.

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

Login and access Message
Box>

Click the message header to
read the content

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

All a 3 C
< SUBJECT ~ DATE/TIME FROM FILE 2
“ [SCTC 1440/2024] Document(s) Filed / Lodged 16:46 Court Registry, Small Claims Tribunal

[SCTC 1440/2024] New Electronic Submission Received 1638 Court Registry, Small Claims Tribunal 967KB

I [SCTC 1440/2024] Electronic Payment Received 16:27 Accounts Office, Small Claims Tribunal 481KB
[SCTC 1441/2024] New Electronic Submission Received 16:21 Court Registry, Small Claims Tribunal 969KB
[SCTC 1440/2024] New Electronic Submission Received 1613 Court Registry, Small Claims Tribunal 969KB
[SCTC1440/2024) Document(s) Filed / Lodged 16:01 Court Registry, Small Claims Tribunal
[SCTC 1440/2024] New Electronic Submission Received 1552 Court Registry, Small Claims Tribunal 968KB
[Document(s) of SCTC 1440/2024] Acknowledgement and Payment Receipt for .. 1534 Court Registry, Small Claims Tribunal 589KB
[SCTC 1440/2024] Order/Directions Given by the Court 12:00 Court Registry, Small Claims Tribunal 345KB
[SCTC 1440/2024) Document(s) Filed / Lodged 10:51 Court Registry, Small Claims Tribunal

I [SCTC 1440/20241 New Electronic Submission Received 10:10 Court Reaistrv, Small Claims Tribunal 484KB

*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
D: EXT O

Message Details

[

Back

[SCTC 1440/2024] Document(s) Filed / Lodged

Date/Time  24/07/2024 16:46
From Court Registry, Small Claims Tribunal

To itoooul

This message serves to confirm the acceptance of the submission of the document(s) (e-Filing Transaction Reference No. E2031000605) submitted via ICMS on 24/07/2024 1638
(Time is expressed in 24-hour format.)

SCTC 1440/2024 - Writ of Fieri Facias, Ml EBABZ S - DRN:203190001845
SCTC 1440/2024 - Praecipe for Writ of Execution of Judgment for Movable Property, JIRI5E 5 AR E SR ((E#) - DRN:203190001889

If the document requires determination or approval from the Court, you will be informed of the outcome in due course.

14.

Internal process by
Judiciary

Sender will receive message in iICMS message box with the Writ of
Execution issued

[Note: Sender will receive a separate message in iCMS message box if
the documents are found not in order.]

15.

Writ of Execution issued
message sent to the
message box of OU/IU as

appropriate

Login and access Message
Box>

Click the message header to
read the content

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

Message Box

~ DATE/TIME FROM FILE &

4] Writ of Executlon Issued by the Court 24/07/2024 Court Reglstry, Small Clalms Tribunal ~ 280KB

024] Document(s) Filed / Lodged Court Registry, Small Claims Tribunal

Court Registry. S Claims Tribunal 967KB

] New Electronic Submission Received

Accounts Office, Small Clalms Tribunal ~ 481KB

24/07/2024

| [SCTC 1440/2024] Electronic Payment Recelved

[SCTC 1441/2024] New Electronic Submission Recelved 24/07/2024 Court Registry, Small Clalms Tribunal ~ 969KB
| [SCTC 1440/2024] New Electronlc Submisslon Recelved 24/07/2024 Court Reglstry, Small Clalms Tribunal ~ 969KB
[scTC ] Document(s) Filed / Lodged 24(07/2024 Court Registi all Claims Tribunal

[SCTC 14 ] New Electronic Submission Received 24/07 Court Registry, Small Claims Tribunal
D TC 1440/20 ment and Payment Receipt for Court Claims Tribunal 589KB
[sCTC ] Order/Directions Given by the Court Court Registry, Small Claims Tribunal 345KB
ISCTC 144 1 Docurnentis) Filed / Lodaed 24/07/2024 Court Reaistrv. Small Claims Tribunal

02
*Message(s)  deleted after 28 days since read. Unread message will be deleted after 90 days from the date of message.
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Relevant screenshots for reference

Click the message header to read the content and the attachments

therein

Message Details
<Back

[SCTC 1440/2024] Writ of Execution issued by the Court

Date/Time  24/07/.

ecution (e-Filing Transaction Reference No. E20!

aled document(s).

chment link to ¢ the sealed copy of document(s).

of Fieri Facias - DRN 0001845

nd make necessary payment of bailiff deposits via “Bailiff Related Services

2 Attachment(s)
SCTC 1440-2024 - Writ of Fieri Facias - DRN-203190001845 (1).pdf

POF

SCTC 1440-2024 - Writ of Fieri Facias - DRN-203190001845 (2] pdf
POF

% Download all files in a zip file

submitted via iCMS on 24/0

' »> "Execution

Time is

function under the registered

Internal process by Judiciary




