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 | Organization User

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.|

Screen |D: AUTH-LGN-00001

LOGIN

Please fill in the information below. Fields marked with an asterisk (*) are mandatory.
Account Type
Organization v

Organization Code *

Password *

LOGIN

Register an Account | Account Activation | Reset Password

Login Name *

Individual User

Screen |D: AUTH-LGN-00001

LOGIN

Please fillin the information below. Fields marked with an asterisk (%) are mandatory.
Account Type
Individual User ("IU") v

Organization Code Login Name *

Password "

LOGIN

Registeran Account | Account Activation | Reset Password




Item

Process

Relevant screenshots for reference

Access “Bailiff
Related Services”

Select “District
Court”™>
Click “Bailiff

Related Services”>

Click “Execution and
Service™>

Welcome to Judiciary Web Portal!

1 Home

o

=

Electronic

Fiing w

=

e

{3 Other Electronic Servicesw
1 Make Electronic Payments
‘our Profile o

W UpdateY

em Maintenance

mation

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>

Confirmation

Enter case number

Input the case number

under “Case
Number*”>
Click “NEXT” and

move on to Item 3>

Enter District Court Case No. Screen ID: EBAI-APP-00102

o—©

Confirmation Enter Case No, Enter Application

Details

Upload Document Preview Payment Acknowledgement

Note:

Fields marked with an asterisk(") are mandatory.

Case Number *

BACK




Item

Process

Relevant screenshots for reference

Select type of request

Under
Type*”,
radio
“Service”>

“Request
click the
button

Under
Typ e * 2 ,

“Application

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
Requestor™>

“Select

Tick the checkbox
against the party role
of the requestor and
click “SELECT”>

Application Details

onfirmation Enter Case No. Enter Application Upload Document Add Service Preview
Details
Note:
Fields marked with an asterisk(") are mandatory.
Request Type *:
Execution (8 Service
Application Type
(®) Create New Request Send Document(s) to an Existing Request|
Case Number *
DCTC 1/2023
Application Details
Upload Document Add Service Preview

Note:
Fields marked with an asterisk(*] are mandatory.
Request Type *

ution

Application Type
Create New Requ

Screen ID: EBAI-APP-00103

Payment Acknowledgement
Remaining Time 0259:

e

Payment Acknowledgement

® cres Document(s) to an Existing Req
Case Number
DCTC1/2023
Court* Case Type "
District Court Tax Claim
Login User Name Hearing Date
Retrieve Case Party
PARTY ROLE PARTY TYPE PARTY NAME (ENG.) PARTY NAME (CHI.)
A P1 Organization The Commissioner of Inland Revenue RERBER
o D1 Person Wu Faman
u} Others

CLOSE
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Relevant screenshots for reference

Input information in
the mandatory fields
below

e Requestor: Contact
Person*

e Requestor:
Telephone No.*

e Requestor:
Correspondence
Address* (Eng.) or
(Chi.)

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

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

Click “NEXT” and
move on to Item 4>

Requestor: Party Role *
Plaintiff

Requestor: Party Type *
Organization

Authorization letter is required if the requestor is the representative of a company / body
corporate.

Requestor: Organization Name (Chi)

wHERRE

Requestor: Organization Name (Eng.)
The Commissioner of Inland Revenue

Requestor: Contact Person Requestor: Telephone No.

Requestor: Correspondence Address *:

Requestor: Correspondence Address (Eng) Requestor: Correspondence Address (Chi)

HK Region

HK District

CLOSE

Upload document(s)
to be served

Select the document to
be served from the
pull-down menu of
“DOCUMENT
TYPE*”>

Click “Upload™

Click “BROWSE
FILES” and select the
document>

Uploading of Documents en ID: EBAI-APP-00104

Total File Size: 0.000 MB

NO. = TYPE

DOCUMENT TYPE * =

BAILIFF DOCUMENT(S) *

2 Document Memo

v | | Upload |

Add Other Document

Remaining File Storage: 0000 MB

Drag and drop file here

or

BROWSE FILES




Item

Process

Relevant screenshots for reference

Select the file to be
uploaded and click
650pen”>

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>

[ open

< v T » ThisPC » Desktop » Case v O

Organize v Mew folder

Date modified

MName

@ Writ of Summons.pdf

# Quick access Type

Microsoft EdgeP...

> O This PC

¥ Network

File name:

v‘ Al files (*.7)

Search Case

Uploaded Documents

Document Name Type Size (2.9 KB)

| wWrit of Surnmons pdf pdf 29KB

CLOSE

Upload document -
Request Memo

Click “Add Other
Document” for any
additional documents

Select the document
type from the pull-
down menu of
“Document Type™>

Click “Upload” for
uploading the
additional document>

Uploading of Documents

Payment

NO. ¢ TYPE DOCUMENT TYPE * ¢ BAILIFF DOCUMENT(S) *
Service Document itof s ons v Writ of Summons pdf
2 Document Memo v

=]

Clear All Docurnent

BACK

reen ID: EBA-APP-00104

Acknowledgement

Total File Size: 0.003 MB

29KB i

Remaining il Storage: 49997 MB
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Process

Relevant screenshots for reference

Click “BROWSE
FILES” and select the
document>

Select the file to be

uploaded and click
‘GOpen,’>
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>

Uploaded Documents
Document Name

No Document Uploaded

Drag and drop file here

ar

‘ BROWSE FILES \

Type Size (0 B)

CLOSE

D Open

Organize ~ MNew folder

# Quick access Marme

T > ThisPC » Desktop » Case v O

Search Case

Date modified Type

@ Memo.pdf

/09/202210:43 ... Microsoft Edge P... 3KB

[ This PC

¥ Network

File name: “

v| Al files (%)

Uploaded Documents
Document Name

Type Size (2.9 KB)

| Memo pdf

Cancel

pdf 29 KB

| Preview
|

im

iT
[~
i

CLOSE

=
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Relevant screenshots for reference

Click “NEXT” and
move on to Item 5>

Uploading of Documents

rodom z
FF z

NO. = TYPE

Doct

ment Add Service Preview Payment Acknowledgement

BAILIFF DOCUMENT(S) *

Remaining File Storage: 49,994 M8

BACK NEXT

Add service request

Click “Add Service
Request™

Select the mode of
service by clicking the
radio button under
“Service Mode*”>

“Service
(Eng.) or

Input
Address”
(Chi.)>

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

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

Add Service

creen ID: EBAIAPP-00108

Mot
Fields marked with te m: te
Service Mode(s)
NoO. SERVICE MODE RECIPIENT
Service Mode *:
By Inserting Letter Box

Personal Service

Registerad Post

SERVICE ADDRESS (ENG.) SERVICE ADDRESS (CHL.) EDIT DELETE

Edit Service Request

Service Address (Eng.)

Service Address (Chi.) :

HK Region *

HK District




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>

D.D. Lot Address(Eng.) *:

Recipient Party * :

PARTY ROLE PARTY TYPE PARTY NAME (ENG.) PARTY NAME (CHL)
I ] o1 Person Wu Fa man
o Pl Organization The Commissioner of Inland Revenue BEREE
Other Recipient Party
Recipient Contact Information
Add Service o ESA
Confirmation Enter Case No. Enter Application Upload Document Add service P Payment Acknowledgement
Details
Remaining Time 02024
Note:
Fields marked with an asterisk[*) are mandatory
Service Mode(s) *:
NO. SERVICE MODE RECIPIENT SERVICE ADDRESS (ENG.) SERVICE ADDRESS (CHL) EDIT DELETE
1 Perzonal Service. \Company Limited Old Street CENTRAL Hong Kong - kS
- -
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Process

Relevant screenshots for reference

Confirm after

previewing
application details

Click “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’>

Preview Application Details

Confirmation £

Confirmation n

Fields marked with an asterisk[*) are mandatory

Total Fees(HKD)
(Actual bailiff expenses incurred for service will be settled through Cross Departmental Journal)

Case Number *
DCTC 12023

Court

District Court

Login User Name *
SoHol Fung

or: Party Role *

or: Organization Na
ommissioner of Inland

Requestor: Contact Person
Chan

espondence Address (Eng)
ENTRAL Hong Kong

Service Models) * :

NO. SERVICE MODE RECIPIENT

Personal Service

Bailiff Document(s) *

NO. = TYPE DOCUMENT TYPE ¢
1 Service Document Writ of summons
2 Document Memo

BACK

SERVICE ADDRESS (ENG.)

Total Number of Ser
1

CaseType*
Tax Claim

Hearing Date

Requestor
Organizati

arty Type *

Requestor: Organization Name (Chi)

BERER

Requestor: Telephone No.
22223333

Requestor. Correspondence Address (Chi)

Ol Street CENTRAL Hong Kong

BAILIFF DOCUMENT(S)

Writ of Summons pdf

Memopdf

Information
Saved s:

Payment

SERVICE ADDRESS (CHL)

ID: EBAI-ARP-00105

me 01:5726

Re

VIEW

Make electronic

payment

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

Payment

Confirmation

CASE NUMBER DESCRIPTION

DCTC1/2023

Transfer of Service Fees under the Various Fees Rules between Covernment Departments

Payment

Screen ID: EBAI-ARS

Acknowledgement

AMOUNT(HKD)
(Actual bailiff expenses incurred for service

will be settled through Cross Departmental
Journal)

Total Number of Service Request 1




Item

Process

Relevant screenshots for reference

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

Information

lication has been

Acknowledgement

Click “SAVE
ACKNOWLEDGEM
ENT”

Acknowledgement

n d Preview

,,,,, Upload Document A

Payment Acknowle

mation

Acknowiledgement

Bailiff Related Services Transaction Reference No. Submitted On
L0834000053 17/04/2024 175814
Transaction Summary

Request Type

Total Fees|HKD) Payment Status
(Actual bailiff expenses incurred for service will be settled through Cross Departmental Journal) Successful

Case Number Total Numnber of S¢
DCTC1/2023 1

Court Case Type

District Court Tax Claim

Submitted By Organization

S0 Hoi Fung Inland Revenue Department
Hearing Date

30/04/2024 1743

Requestor: Party Role Requestor: Party Type
Plaintiff Organization

Requestor: Organization Name (Chi)

Requestor Organization Name (£
TH e

he Commissioner of Inland R BERBE
Requestor: Contact Person Requestor:Telephone No.
Chan 22223333
Requestor: Correspondence Address (Eng) Requestor: Correspondence Address (Chi)
0ld Street CENTRAL Hong kong -
Service Mode(s) :
NO. SERVICE MODE RECIPIENT SERVICE ADDRESS (ENG.) SERVICE ADDRESS (CHI) VIEW
rsonal Service Wu Fa man Old Street CENTRAL Hong Kong - Q
Bailiff Document(s) :
No. ¢ TYPE DOCUMENT TYPE © BAILIFF DOCUMENT(S)
1 Document Writ of Summons Wit of Summons pdf
2 Document Memo Memo pdf

CLOSE SAVE ACKNOWLEDGEMENT
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Relevant screenshots for reference

Click
“DOWNLOAD” >

Open the attachment
to view and/or save
it >

Confirm to download file?

oo

i i :'.'.T'.'
Ak B
JUDICIARY

Acknowledgement

Bailiff Related Service Transaction Reference No.:
LO832000039

Request Type:

Service

Submitted By:
So Hoi Fung

Total Fees(HKD):
(Actual bailiff expenses incurred for service will
be settled through Cross Departmental Journal)

e-Payment Transaction Reference No:
CDJ2024041500034

Case Number:
DCIC 1/2023

Court:
District Court

Hearing Date:

Requestor: Party Role:
Plaintiff

Requestor: Party Name (Eng):
The Commissioner of Inland Revenue

Requestor: Contact Person:
Chan

Requestor: Correspondence Address (Ena):
01d Street CENTRAL Hong Kong

Submitted On:
15/04/2024 18:25:14

Application Type:
Create New Request

Organization:

Inland Revenue Department

Payment Status:
Successful

e-Payment Receipt No:
12-099-2024-000047

Case Type:

Tax Claim

Requestor: Party Type:

Organization

Requestor: Party Name(Chi):
HEREE

Requestor: Telephone No.:
22223333

Requestor: Correspondence Address (Chi):




Item | Process Relevant screenshots for reference
Service Mode(s)
NO.| SERVICE MODE RECIPIENT SERVICE ADDRESS (ENG.) | SERVICE ADDRESS (CHI.)
Personal Service |Wu Fa man 01d Street CENTRAL Hong | -
1 Kong
Bailiff Document(s)
NO. DOCUMENT TYPE BAILIFF DOCUMENT (S)
1 Writ of Summons Writ of Summens.pdf
2 Memo Memo . pdf
9. Acknowledgement Message box with message header(s) appearing on the landing page
message sent to the
message  box  of | " L
Ou/1U as | o
a ro riate 1 vean. o [L0832000035] DCTC 1/2023 Application Pending Acceptance 1825 Bailiff section 959KB |
. Message Details
Log in and access | .
Message BOX> Tran. no.: [L0O832000039] DCTC 1/2023 A| ion Pending Acceptance
Click the relevant R o e o oo et R 5 o : .
message header to | o

read the content.

Acknowledgement (20240415-182514) pdf
oF ?

. Receipt (20240415-182514) palf

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

the system.




