Small Claims Tribunal
Inspect register of claims (after login by registered user)

This step-by-step guide outlines the general process required to inspect register of claims 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

LOGIN
(“IU”) account holder -

[Note: Please refer to
relevant step-by-step guide
“Account Login and
Logout” for more emessm——————

information if necessary.]

Individual User

2. Access Inspect Reqgister of TR e e e e
Claims function

Click “Small Claims iy _ omwe wmox  nes
Tribunal”> =~ o
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Select “Inspect Register of
Claims”>
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Search Register of Claims

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

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

Select “Year*”>

Select “Range of Claim
NO. *77>

Click “NEXT>

Step 1: Search Register of Claims

Inspect Register of Claims

Payment

Note:

1) Use of the documents or search resuits is solely for use for court proceedings related matters unless othery

2) Forinspection of register of claims created before the date of implementat
assistance if sary.

Court Level Case Type

Small Claims Tribunal  Small Claims Tribunal Claim (Bulk Claims)

- Field with [*) is required information

SC-Small Cl ribur v
1se Type

TC - Small Claims Tribunal Claim v
ea

2024 v

Acknowledgement Inspect Register of

Claims

e approved by the Court.
ion of ICMS (see attached tal

). please approach the Registry Counter for

Date of implementation of iCMS

DD/MM/YYYY

Payment
Click “PAY>

Step 2: Payment

Inspect Register of Claims

Note:
1) Thesea

2) Register of Claims is normally available for inspection for 7 hours and

Register of Claims Name

Payment item(s)

3,

Acknowledgement Inspect Registe

Claims

fee is non-refundable once the procedures for inspection of register of claims commence.

5 minutes after payment

Amount

Register of Claims - Small Claims

Tribunal Claim (1 - 5000/2024) document or file referred to or required

BACK

All Service Fees under the Small Claims Tribunal (Fees) Rules - Search in the Registry, for each

HKD14.00

Total Search Fee: HKD 14.00
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Select one “Payment
Method” and the “PAY”
will be activated>

Click “PAY”>

[Note:

(1) If credit card or web-
based PPS Shop&Buy
Service is selected, you will
be redirected to the website
of External Payment
Service Provider for
payment.

(i1) If deposit account
(applicable to Organization
Accounts with deposit
accounts only) is selected,
the payment details will be
displayed for confirmation.
Click “PAY” to proceed.

Upon successful payment,
you will be redirected back
to iICMS to proceed to Step
3atitem6.]

Online Payment Service Screen 10; EPY-5ET-0001
Judiciary Online Payment Service

The Judicary

81661000063

19/05/2025

HKD16LO

&> visa 13
[ owen

+ Dleate take nate of the transaction reference number or PRINT the page for enquiry on the payment status when necessary.

« Afer pressing the n, please DO NOT leave this page until you are redirectad Lo the acknowliedgement page, otherwise your
1rANSACTION May

« Merchant Nar

.

-

er,
eral minutes before they get a response from the credit card payment
etry, aSit prlicable 1 Oqganization

you want tolearn more a
d of PRSB. it will normally
ae or in the case of e-Apo:
with deposit &

dayment by credit
appropriate ¢ ty or legal reprezen
deposit account (applicable e Organiz

ve payment by
& same

2 of deposit account will only be refunded upon erMination of Organization ACCount
+ If the payment exceeds the ceding of the payment mathod, zuch payment meathod will not be shown above.

Acknowledgement

Click “SAVE
ACKNOWLEDGEMENT””>

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

Click “Open file” to
retrieve the
Acknowledgement>

Step 3: Acknowledgement

Inspect Register of Claims reen ID: EDOC-ENQ-00223

nspect Register of
Claims




Click the hyper link under
the column of “REGISTER
OF CLAIMS NAME” to
view the register of claims>

OR

Tick the checkbox in the
right column next to the
hyper link, then click
“OBTAIN SELECTED
REGISTER OF CLAIMS”
to download the register of
claims >

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

Click “Open file” at the
bottom to retrieve the file>

Item | Process Relevant screenshots for reference
Click “SAVE PAYMENT
RECEIPT”>
Click “DOWNLOAD” in e
the popup of “Confirm to o R
download file? S ———————————————
Click “Open file” to NO. YEAR RANGE OF CLAIM  pAYMENT ITEM(S) FEE(HKD)
retrieve the Payment B P IS AT ST S s
Receipt>
e e
Click “NEXT”>
Confirm to download file?
—, €202407197000480_....pdf —, B1661000063_Ackno....pdf
@ Cpen file Cpen file
7. Inspect Register of Claims | Step 4: Inspect Register of Claims

Inspect Register of Claims

Payment Acknowledgement nspec
The register of claims can be inspected during the following period
Valid From Valid To
19/07/2024 M35 19/07/202419:20
ITEM REGISTER OF CLAIMS NAME
1 Register of Claims - Small Claims Tribunal Claim (1 - 5000/2024)

BACK OBTAIN SELECTED REGISTER OF CLAIMS

CLOSE

Confirm to download file?

CLOSE DOWNLOAD

— Register_of_Claims_S....pdf
Open file
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Acknowledgement and
payment receipt message
sent to the message box of
OU/IU as appropriate

Click “Home”>
Access Message Box>

Click the message header to
read the content

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

Message Box PO IEK EXT;ME0:0000
Al F i e C
$ SUBJECT ~ DATE/TIME FROM FILE 2
" [Reglster of Claims of Small Claims Tribunal Clalm(1 - 5000/2024)] Acknowledg... 1135 Court Reglstry, Small Clalms Tribunal  589KB
/2024] Docum Filed / Lodged nn Court Registry, Small Claims Tribunal

40/2024] New Ele Submission Received 027 Court Registry, Small Claims Tribunal 4B84KB

| [TRN:E2026000104] B2 FiRx 10:24 NESREERETE N23KB

I [TRN:E2026000058] New Electronic Submission Recelved 09:26 Court Reglstry, Small Clalms Tribunal  T116KB

| [SCTC 987/2024] E&ER 2 ERMEBMEFR /R 18/07/2024 MESREERE TR

| PhERER R R 1- 5000/2024)] BF EPILBBEEM MR 15/07/2024 MESFEERERRE 633KB

| [SCTC 1741/2024 89X ] TF ERBUGENF IR 15/07/2024 SRS EERRE 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, SCTC 1760/2...  15/07/2024 Court Reglstry, Small Claims Tribunal  10912KB

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

Message Details

3

<Back
[Register of Claims of Small Claims Tribunal Claim(1 - 5000/2024)] Acknowledgement and Pay
ment Receipt for Electronic Inspection

Date/Time  19/07/2024 1135

Small Claims Tribunal

To itoooul

onfirm the successful payment for inspection of register of claims [e-Payment Transaction Reference No. C202407127000480) made via iCMS on

to obtain the acknowledgement and the payment receipt.

ement - e-Reg f Claims Inspection Transaction Reference No, BI661000063
Receipt - e-Payment Transaction Reference No, C202407197000480

2 Attachment(s)

Acknowledgement_B1661000063 pdf
POF

o Payment_Receipt_C202407197000480.pdf

Y,

3 Download all files in a zip file




