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Submit Application for Service of Documents 
  
This step-by-step guide outlines the general process required to submit application for service of documents using 
integrated Court Case Management System (“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 
 
By Organization User 
(“OU”) of 
Government 
Department.  
 
[Note: Please refer to 
the relevant step-by-
step guide “Account 
Login and Logout” for 
more information if 
necessary.] 
 
For OU account 
holders, they need to 
be duly assigned to 
handle the case 
concerned with proper 
user role. 
 
[Note: Please refer to 
the relevant step-by-
step guides under the 
subject of “Assign 
default OU Account(s) 
and court case(s)” for 
more information if 
necessary.] 
 
 
 
 
 
 
 

 

Organization User 
 

 
 
 
 
Individual User 
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Item Process Relevant screenshots for reference 

 Access “Execution 
and Service” 
function 
 
Click “Bailiff Related 
Services”> 
 
Click “Execution and 
Service”> 
 
  

 Confirmation 
 
Tick the checkbox “I 
acknowledge that I
have read and
understood the Note to 
Sender above.”> 
 
Click “NEXT” and
move on to Item 2> 

 
 

 

 

 
2. Enter case number 

 
Input the case number 
under “Case 
Number*”> 
 
Click “NEXT” and 
move on to Item 3> 
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Item Process Relevant screenshots for reference 

3. Select type of request 
 
Under “Request 
Type*”, click the 
radio button 
“Service”> 
 
Under “Application 
Type*”,  click the 
radio button  
“Create New 
Request” to submit a 
new application for 
service of documents>  
 
 
 
Enter application 
details 
 
Input “Hearing Date” 
(if any) > 
 
Click “Select 
Requestor”> 
 
 
 
 
 
 
 
 
 
 
 
Tick the checkbox 
against the party role 
of the requestor and 
click “SELECT”>  
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Item Process Relevant screenshots for reference 

Input information in 
the mandatory fields 
below 
 
• Requestor: Contact 

Person*  
• Requestor: 

Telephone No.* 
• Requestor: 

Correspondence 
Address* (Eng.) or 
(Chi.) 

• Select the region 
from the pull-down 
menu of “HK 
Region”*>  

• Select the district 
from the pull-down 
menu of “HK 
District*” 
 

Click “NEXT” and 
move on to Item 4> 

 

 

4. Upload document - 
Request Memo 
 
Click “Add Other 
Document” > 
 
Select “Memo” from 
the pull-down menu of 
“DOCUMENT 
TYPE*”> 
  
Click “Upload”> 
 
 
 
Click “BROWSE 
FILES” and select the 
document> 
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Item Process Relevant screenshots for reference 

Select the file to be 
uploaded and click 
“Open”>   
 
 
 
 
 
 
 
 
 
 
 
 
 
Click “Preview” to 
view the image of the 
document> 
 
Document name is 
displayed under 
“Uploaded 
Documents” 
 
Click “Delete” if the 
uploaded document is 
not correct>  
 
Or click “OK”  if the 
uploaded document is 
in order> 
Upload document(s) 
to be served 

 
Click “Add Other 
Document”>  
  
Select the document to 
be served from the 
pull-down menu of 
“DOCUMENT 
TYPE*”>  
  
Click “Upload”>  
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Item Process Relevant screenshots for reference 

Click “BROWSE 
FILES” and select the 
document> 
 
 
 
 
 
 
 
 
 
 
 
 
Select the file to be 
uploaded and click 
“Open”>   
 
 
 
 
 
 
 
 
 
 
 
 
Click “Preview” to 
view the image of 
document> 
 
Document Name is 
displayed under 
“Uploaded 
Documents” 
 
Click “Delete” if the 
uploaded document is 
not correct>  
 
Or click “OK” if the 
uploaded document is 
in order> 
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Item Process Relevant screenshots for reference 

Click “NEXT” and
move on to Item 5>  
 

 

 

 

 

 

 

 
5. Add service request 

 
Click “Add Service 
Request”>  
 
 
 
 
 
 
 
 
Select the mode of
service by clicking the 
radio button under 
“Service Mode*”>  
 
Input “Service
Address” (Eng.) or
(Chi.)>  
 
Select the region from 
the pull-down menu of 
“HK Region*”> 
 
Select the district from 
the pull-down menu of 
“HK District*”> 
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Item Process Relevant screenshots for reference 

Remarks: For 
addresses in 
Demarcation District 
format (D.D. Lot), 
tick the checkbox 
“D.D. Lot” and input 
the “D.D. Lot 
Address(Eng.)*”  

Select from 
“Recipient Party*” 

Click “SAVE” if the 
input data under “Edit 
Service Request” is in 
order  

Click “NEXT” and 
move on to Item 6>  

Company Limited 
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Item Process Relevant screenshots for reference 

6. Confirm after 
previewing 
application details 
 
Click “SAVE AND 
NEXT” and move on 
to Item 7> 
 
Or, click “BACK” to 
return to the previous 
steps to rectify any of 
the input data>  
 
 
 
 
 
 
 
 
 
 
 
 
Click “OK” to close 
the pop-up message 
under “Information”> 

 

 
 

 
7. Make electronic 

payment 
 
Click “SUBMIT” and
move on to Item 8> 

 

 
 
 
 
 
 
 

 
  
 
 

Company Limited 
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Item Process Relevant screenshots for reference 

Click “OK” to close
the pop-up message 
under “Information”> 
 

 

 
8. Acknowledgement 

 
Click “SAVE 
ACKNOWLEDGEM
ENT”  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click 
“DOWNLOAD” > 
 
Open the attachment 
to view and/or save 
it > 
 
 
 
 
 
 
 

 

 

 

Company Limited 



Step-by-step guide – “Submit Application for Service of Documents (Government Department)”  

 Judiciary (Version as of May 2023)                                                                                              Page 11 of 12 
 

Item Process Relevant screenshots for reference 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 



Step-by-step guide – “Submit Application for Service of Documents (Government Department)”  

 Judiciary (Version as of May 2023)            
 

                                                                                  Page 12 of 12 

Item Process Relevant screenshots for reference 

9. Acknowledgement 
message sent to the 
message box of 
OU/IU as
appropriate 
 
Log in and access
Message Box>  
 
Click the relevant 
message header to
read the content. 

 

 

 

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

 
 

 
 
  Remarks: Bailiff Section may send you request-related correspondence via             

the system. 
 
 

 

 

 

 

 

 

 

 

  




