Small Claims Tribunal
Save (and retrieve) a draft submission before commencing new 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.
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1.

Login user account

Only for specific
Organization User (“OU”)
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.]

LOGIN

elow. Fields marked
Account Type
Organization

Organization Code * Login Name *

Password *

LOGIN

Register an Account | Account Activation | Reset Password

Access e-Filing function

Welcome to Judiciary Web Portal! You can access the services of the integrated Court Case Management System (*iCMS?) in this portal.
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“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 “Commence new
cases”>

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

Send Document(s)

Note to Sender

Electronic transactions w

des a platform for the legal pract
t System (“iCMS") to send document:

nic means and conduct othe!

v of document and/or

government departments and litigants-in-pers:




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>

Commence new cases

Notice
Please inpu! nation in English or Chinese

Enter Court Case Details
Court Level *
Small Claims Tribunal

Case Type*

Small Claims Tribunal Claim

No. of clalms to be flled *
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Click “NEXT>

vledge that | have read and understood the Note to Sender above. I
[ wea |

4, Input case details Enter court case details

“Court Level*” is pre-filled TN ——

as “Small Claims - . 7

Tribunal™> Rl e )

Enter Court Case Details

“Case Type*” is pre-filled CoutLovet _

as “Small Claims Tribunal .

Claim”> Small Claims Tribunal Claim

Click “NEXT”> [ e v |
3. Input case details (cont’d) | Enter number of claims to be filed
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Save draft

Enter court case details and
claim details>

[Note: Please refer to
“How to commence new
claims (bulk claims)?”
video clip, and/ or the step-
by-step guide “Commence
new claims (bulk claims)
for more information if
necessary.]

Click “SAVE DRAFT”
before making a formal
submission to commence
new claims>

Claim Details Summary

< [<] 3

CLAIM AMOUNT
(HKD) (AFTER

ABANDONING ANY

CLAIM AMOUNT
No. (HKD)

WAIVER MADE CLAIMANT DEFENDANT DOCUMENTS

EXCEEDING
$75,000)

RS id

Save draft (cont’d)

Set a password for the draft
submission>

[Note: The password
should consist of 6 to 15
characters with at least one
letter and one number, and
should not contain any
word from the dictionary.]

Click “OK™>

[Note: The data saved in
the draft will not include
the uploaded documents.
The draft will be retained
for 5 days from the date of
saving the first draft
version.]

Enter Password
Please note that the data saved in draft will not include the uploaded

documents. The draft will be retained for 5 days from the date of saving the first
draft version.

Password




Step-by-step guide — “Save (and retrieve) a draft submission before commencing new claims”
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8. Retrieve draft

Welcome to Jus egrated Court Case Management System

To retrieve the saved draft, e . . 2 &
click “Small Claims —T— eme
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Docum ent( S) »s “Messagels) il bedeleed afe 28 dayssince eac. Unread message wil be delete afer 80 dys from the date of message.

9. Retrieve draft (cont’d)

Send Document(s)

Select “Load draft ﬁllng”> Note to Sender

Electronic transactions with the e-Court:

1.The Judiciary operates the Judiciary Web Portal which provides a platform for the legal practitioners, government departments and litigants-in-person who have
egistered as users of integrated Court Case Management System ("iCMS”) to send documents by electronic means and conduct other electronic transactions with
Tick the checkbox “I ol
\der Sect f the Court Proceedings (Electronic Technology) Ordinance, Chapter 638, the Chief Justice may specify, by implementation notices published in
tte, the date from which electronic technology may be used in relation to 3 particular e-Court of a type of or description of proceedings, thereby implementing
aCknOWIedge that I have ;he use of élscuo nic technology in relation to court proceedings in phases. Please refer to the implementation notice(s) issued by the Chief Justice currently in
orce.

2.Sender has to observe the time requirement for submission of document andjor payment in accordance with the applicable legislations, relevant Practice

read and understood the bk sk S S R O 3 MR O
Note to Sender above.” > 3. Sender may use ICMS to commence new cases, or fie documents to an exisin

account with the case concerned. In return, he/she will receive through iCMS rr
e-Courts after documents have been received essed. To help alert th
each day when there isfare unread message(s) in the ICMS message box. In addi
email notification upon arrival of each message in the iCMS message box

Cth “NE X T”> 4. An acknowledgement (including therein transaction reference number) will be provided right after each successful electronic submission of document and/or
payment. Sender is advised to keep record of this acknowledgement for reference or enquiry,

se provided that, in the latter case, there is proper linking up of his/her user
e box the sealed documents issued out of the e-Courts and/or reply from the
der, a reminder notification will be sent to sender's email address at day-end
n, the sender will be given an additional option to choose to receive individual

alware, and m and fields that depend on the execution environment and the

s such as computer v

g software (¢, Microsoft Word, Pages, etc). The acceptable file formats (or the “save as type") are TXT, RTF. doc, .docx

viewing of the documents shall not require pas y form or invoking any de hanism

<) submitted in =3ch transactior

tted at one go ex

The sender may tthes

's on Detailed Technical Requiremen

20.In case of any discrepancie: lation of this note, the English version shal

Load draft filing v

[521 acknowtedge that | nave read and unaerstood the Note to Sender above. |

10. Retrieve draft (cont’d)

Manage Draft Case

Select one of the following transactions to continue.

The OU may select “Show
Own Items” to retrieve the

draft submission of the Narmber ot cad:

same OU Account or '

“Show All Ttems” to s, s o »
retrieve the draft

submissions saved under
the whole Organization
Account>

how
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To edit draft

Click “Edit” of a saved
draft>

Input the password that you
set for the saved draft>

Click “OK”>

Enter Password

Please note that the data saved in draft will not include the uploaded
documents. The draft will be retained for 5 days from the date of saving the first
draft version.

Password

11.

Retrieve draft (cont’d)

Draft submission is
retrieved. You may
continue to work on the
draft and complete the
submission>

[Note: Please refer to
“How to commence new
claims (bulk claims)?”
video clip, and/ or the step-
by-step guide “Commence
new claims (bulk claims)”
for more information if
necessary.]

Commence new cases

Enter Court Case Details

v

12.

Retrieve draft (cont’d)

To delete draft

Click “Delete” of a saved
draft >

Manage Draft Case

Select one of the following transactions to continue.

NO. CREATION DATE/TIME  CASE TYPE USER NAME

19/06/2024 10:48 SCTC Mr. Chan Siu Ming {(MTRC.itoooul)

BACK
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Input the password that you
set for the saved draft>

Click “OK™>

Enter Password

Please note that the data saved in draft will not include the uploaded
documents. The draft will be retained for 5 days from the date of saving the first
draft version.

Password

cver | o




