Small Claims Tribunal
Send document(s) to an existing case after case link-up

This step-by-step guide outlines the general process required to send documents using iICMS after the account is
linked up with the Court case. 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

Either by Organization User
(“OU”) or Individual User
(“IU”) account holder

LOGIN
[Note: Please refer to prasteee
relevant step-oy-step guide | | N
“Account Login and BgbiranAecoun | (Becoumiidhetion | HbsetPamuord
Logout” for more
information if necessary. .
y] Individual User
For OU account holder,
he/she should be duly o RO
assigned to handle the case .
concerned with proper user
role.
[Note: Please refer to . wew ]

Register an Account Account Activation | Reset Password

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
Click “Small Claims e ] ¢
Tribunal”> o

1/06/2024

/06/2024

Select “Electronic Filing”>

29/05/2024

(13
Select “Send
99. [SCTC M6/2024, SCTC M8/2024, SCTC NI9/2024, SCTC 1120/2024. 29/05/2024
Document(s)”> |
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Relevant screenshots for reference

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

m for the legal pr:
) to send doc

fy, by implementation n
oceedings, thereb
ssued by the Chief Jus

ting
rently in

s
the use of electronic technol
force.

n of document and/or payment in accordance with the applicable legislations, relevant Practice

idges and Judicial Officers.

er has to obse:
tions and/or any

or directions

nt (including therein tran
advised to keep record of

Technical Requirements

and macros, scripts and fields that depend on the execution

shall not con
d the executiol

omputer instructions such as computer viruses/mal
ich will cause changes to the document itself.

using common word pr g software (e.g. Microsoft Word, Pa e acceptable file formats (or

e of any form or invoking any decryption mechanism.

ed in each transac

uments) to be submitted in
submission into batches so

he above limit, tr prompt the sender that
the submission is not s The sender may choose to spli
Bin total. The maximum number of batches is set at 10

ment(s) to be submitted at one go exces
the | T

or using the Judiciary's iCMS

20. In case of any discrepancies bx h version and the Chinese translation of this note, the English version shall prevail

Send document(s) to an existi

e that | have

tood the Note to Sender above. |

[F1ackne

Enter case number

Input “Case No.*”>

Click “NEXT>

n |D: EFIL-5CT-00M0

Send document(s) to an existing case

Notice
Field with () is required information

Enter Case No.

Case No. *

Upload document

Select “Document
Name*”>

Select “For Filing” in
“PURPOSE*”.

Select language in
“Document Language™*” >

Tick the checkboxes under
“For*”>

Send document(s) to an existing case

Notice

Field with (*) is required informat
Upload Document

Case No.
SCTC1440/2024

NO. DOCUMENT PURPOSE*
1 Document Name *
—Plea v - Please Select -—- v

Document Language *

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

Click “Upload”>
Click “BROWSE FILES”>

[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.]

Against

DI Wong

Sl
5

imited ARAT
Filed By

Upload Flle *

BACK

Uploaded Documents
Document Name

No Document Uploaded

Drag and drop file here

or

BROWSE FILES

Type 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 “Add Document” if
other document(s) is to be
filed in the same
transaction>

Click “NEXT” >

Uploaded Documents

Document Name

Supporting Document.docx

Send document(s) to an existing case

Notice
- Field with (%) is required information

Upload Document

Case No.
SCTC1440/2024

NO. DOCUMENT

Drag and drop file here

or

BROWSE FILES

Size (1.4
KB)

N4 KB

PURPOSE*

HRAS

v For Filing
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Relevant screenshots for reference

Agalnst
D1 Wong B
or ARAT
Filed By
Upload Flle *
Supporting Docurnent.docx(11.39KB) Reset

BACK

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

1 Document Name
Supporting Dx

Document Language
English

For
a Corporation Limited ERAT

Agalnst

Upload Flle
Supporting Document.docx(11.39KB)

Popup of confirm to proceed

PURPOSE

For Filing

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?”>

Send document(s) to an existing case
Acknowledgement

Submitted By
Mr.Chan ( toooul)

Submitted On
21/06/202410:59:54

e-Payment Transaction Date Time

e-Payment Method

Organization
Corporation Limited

e-Flliing Transaction Reference No.
£199 6

e-Pa
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Click “Open file” to
retrieve the
Acknowledgement>

Opening hours of the Registry
8:45 a.m. 10 1:.00 p.m. and 2:00 p.m. to 530 p.m.

Closed

1 Attachment(s)

Acknow!
POF

igement - e-Filing TRN-E199800006¢

Confirm to download file?

CLOSE

~ Acknowledgement -....pdf
= Open file

Acknowledgement
message sent to the
message box of QU/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 d ead c

< SUBJECT ~ DATE/TIME FROM FILE #

l [SCTC 1440/2024] New Electronic Submission Received 1:00 Court Registry, Small Claims Tribunal 478KB
[SCTC 1340/2024] New Electronic Submission Recelved 20/06/2024 Court Reglistry, Small Claims Tribunal 962KB
[SCTC 1460/2024, SCTC 1461/2024, SCTC 1462/2024, SCTC 1463/2024, SCTC 1464/.. 20/06/2024 Court Reglstry, Small Claims Tribunal 11057K8
[SCTC 1440/2024, SCTC 1441/2024, SCTC 1442/2024, SCTC 1443/2024, SCTC 1444/20. 20/06/2024 Court Rex Small Claims Tribunal 10530KB

I [TRN:E1996000020] Document Rejected 20/06/2024 Court Registry, Small Claims Tribunal

[TRN:E1997000043] New Electronic Submission Received 20/06/2024 Court Registry, Small Claims Tribunal 1054K8

[SCTC 1340/2024] Document(s) Flied / Lodged 19/06/2024 Court Reglstry, Small Clalms Tribunal
[SCTC 1340/2024] Document(s) Filed / Lodged 19/06/2024 Court Reglstry, Small Claims Tribunal
[SCTC 1340/2024] Document(s) Flled / Lodged 19/06/2024 Court Reglstry, Small Claims Tribunal
[SCTC 1340/2024] Document(s) Flled / Lodged 19/06/2024 Court Registry, Small Claims Tribunal
[SCTC 1340/2024] Document(s) Flled / Lodged 19/06/2024 Court Reglstry, Small Clalms Tribunal

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

Message Details

<Back &

[SCTC 1440/2024] New Electronic Submission Received
Date/Time  21/06/2024 11:00

From istry, Small Claims Tribunal

o itoooul

ument(s) (e-Filing Transaction Reference No. E19980

etion of the submission of 066) submitted via iCMS on

t(s), you will receive a message confirming the same.

nt (and the payment receipt, if any)

ot open, the receiving time of
t open for the proceeding to

curmel
the docum

on of a document is at a tin
e public; or (b) at

If the compl or
Registry is n

e Regist

Opening hours of the Registry
Mondays to Fridays : 8:45a.m. t0 100 p.m. and 2:00 p.m. 10 530 p.m.

Saturdays, Sundays Closed
d Public Holidays

1 Attachment(s)

Acknowledgement - e-Filing TRN-E1298000066.pdf
POF
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10.

Internal process by
Judiciary

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

11.

Confirmation message
sent to the message box of
OU/ 1U 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

Al e e c
2 SUBJECT ~ DATE/TIME FROM FILE 2

I [SCTC 1440/2024] Document(s) Flled / Lodged 06 Court Reglstry, Small Claims Tribunal - |
[SCTC 1440/2024] New Electronic Submission Received :00 Court Registry, Small Claims Tribunal 478KB

[SCTC 1340/2024] New Electronic Submisslon Recelved 20/06/2024 Court Reglstry, Small Claims Tribunal 962KB
[SCTC 1460/2024, SCTC 1461/2024, SCTC 1462/2024, SCTC 1463/2024, SCTC 1464/. 20/06/2024 Court Registry, Small Claims Tribunal T0S7KB
[SCTC 1440/2024, SCTC 1441/ SCTC 1442/2024, SCTC 1443/2024, SCTC 1444/20. 20/06/2024 Court Registry, Small Claims Tribunal 10530KB
I [TRN:E1996000020] Document Rejected 20/06/2024 Court Reglstry, Small Claims Tribunal
[TRN:E1997000043] New Electronic Submission Received Court Registry, Small Claims Tribunal 1054KB

| [SCTC 1340/2024] Document(s) Filed / Lodged 19/06/2024 Court Registry, Small Claims Tribunal

| [SCTC 1340/2024] Document(s) Filed / Lodged 19/06/2024 Court Reglstry, Small Claims Tribunal
I [SCTC 1340/2024] Document(s) Flled / Lodged 19/06/2024 Court Registry, Small Claims Tribunal
19/06/2024 Court Reglstry, Small Claims Tribunal

| [SCTC 1340/2024] Document(s) Flled / Lodged
.

Click the message header to read the content therein

Message Details

3

<Back

[SCTC 1440/2024] Document(s) Filed / Lodged
Date/Time  21/06/2024 11:06

From
To

Court Registry, Small Claims Tribunal

This of the submission of the document(s) (e-Filing Transaction Reference No. E1998000066) submitted via iCMS on 21/06/2024
10:59. {Tir

SCTC 1440/2024 - Supporting Document, EHXfF - DRN:199890000058

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

Internal process by Judiciary




