Upload document using “drag and drop” feature

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.

Item | Process Relevant screenshots for reference
1. Login user account Organization User
Either by Organization User
(“OU”) or Individual User Screen ID: AUTH-LGN-00001
“IU”) account holder
107 LOGIN
Please fill in the information below. Fields marked with an asterisk (*) are mandatory
[Note: Please refer to AT
relevant step-by-step guide Organization v
“Account Logln and Organization Code * Login Name *
Logout” for more I \
information if necessary.] Password *
For OU account hOIder, Register an Account | Account Activation | Reset Password
he/she should have been
duly assigned to handle the
case concerned with proper
user role.
[Note: Please refer to Individual User
relevant step-by-step guide
“Assign court case(s) to
OU Account(s) by SA of the ——
same branch, after
assignment by PA (by case ) f LFOG IN
Please fill in the information below. Fields marked with an asterisk (*) are mandatory.
number)” for more Account Type
information if necessary.] Individual User ('1U") ¥
Organization Code ” Login Name ~
I |
Password *
Register an Account | Account Activation | Reset Password




Step-by-step guide - “Upload document using ‘drag and drop’ feature”
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2 . Access e- F | I | nag fu nct | on Welcome to Judiciary Web Portall You can access the services of the Integrated Court Case Management System (“ICMS”) in this portal

EY f2 Message Box Screen ID: EX

Select court level, e.g. c
“DlStI’ICt Court”> 1 o SUBJECT - DATEMIME FROM FILE @
3 b [DCCa 57/2022 (Con.)] Documentys) Filed / Lodged 06/10/2022 Court Registry, District Court =
. X R Fr [DCC3 57/2022 {Con.)] New Electronic Submission Received 06/10/2022 Court Registry, District Court 478KB
Click “Electronic Flhng” > } . [DCEC 6/2022] New Electronic Submission Received 28/09/2022 Court Registry, District Court. 476KB
! P [TRN:E1365000020] New Electronic Submission Received 27/09/2022 Court Registry, District Court 957KB
& & [DCC) 91/2022) Sealed Document(s) Issued 26/09/2022 Court Registry, District Court 272K8
Select “Send - [DCP1 291/2022] Sealed Document(s) Issued 22/09/2022 Court Reglstry, District Court 258KB
[DCP1 238/2022) Sealed Document(s) Issued 22/09/2022 Court Registry, District Court 799K8
Document(s)”> [DCEC 6/2022] New Electronic Submission Recelved 22/09/2022 Court Registry, District Court 479K8
[Document(s) of DCP116/2022] Acknowledgement and Paymen...  22/09/2022 Court Registry, District Court 582KB
[DCCI 91/2022) Document(s) Filed / Lodged 22/09/2022 Court Registry, District Court

3. Select the required Send Deciimeritfs) Screen'c
fU nCti On Note to Sender

Electronic transactions with the e-Courts

erates the Judiciary Web Portal which provides a platform for the legal practitioners, government
n-person who have registered as users of integrated Court Case Manage
transactions with the e-Court:

1. The Judiciary

Select “Send document(s) e
to an existing case” >

op!

tion 32 of the Court Proceedings (Electronic Technology) Ordinance, Chapter 638, the Chief Justice may
, by implementation notices published in Gazette, the date from which electronic technology may be used in
impiementing the use of electronic
. s technology in relation to court proceedings in phases. Piease refer to the implementation notice(s) issued by the Chief
Tle the ChCCkbOX I Justice currently in force.

acknowledge that | have B e e e R e e ot
Judicial Officer:

read and understood the

Note to Sender above.” >

Others
21. In case of any discrepancies between the English version and the Chinese translation of this note, the English version

Cllck “NEXT”> shall prevail

Send document(s) to an existing case v

I [ 1 acknowledge that | have read and understood the Note to Sender above. I

4. Enter case number Step 1: Enter Case No.

Tedi Screen ID: EFIL-CMC-0
Input “Case No.*”> Send document(s) to an existing case

Select “No” in “Related to o
taxation proceedings? *>

Enter Case No Upload Document Confirmation and Acknowledgement
Payment

Click “NEXT>> Notice

- Field with (*) is required information
Enter Case No.

Case No. *
L

Related to taxation proceedings? *
Yes (@) No
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and drop

Other than clicking
“BROWSE FILES”, you
may upload the file at your
local drive by dragging the
file to the box marked as
“Drag and drop file here”™>

Uploaded Documents
Document Name

No Document Uploaded

Item | Process Relevant screenshots for reference
5. Upload dOCU ment in Case send document(s) to an existing case Screen ID: EFIL-CMC-0001T1
commencement and filing
to existing case
After fi I I Ing In necessary Enter Case No Upload Document Confirmation and
information of a document e
. . Notice
and Cllcklng “Upload”’ an - Field with (*) is required information
up|0ad box pops up Upload Document
[Note' Please refer tO :C)aégmgis,-‘zozm DCPI 1319/2021 are consclidated)
“How to commence a new NO L ocuUMENT PURPOSE®
case?” video clip, step-by- :
- ‘¢ 1 ocument Name *
step guide “Commence a By | (o
new case”, and/ or “How to Document Version
send documents to an Y
existing case’ video clip for e
more information if D1 ABC&CO
necessary.] i i
Upload File *
6. Upload document by drag

Drag and drop file here

or

BROWSE FILES
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Upload document by drag

and drop (cont’d)

“Drag” the file you wish to
upload at your local drive
and “drop” it inside the
“Drag and drop file here”
box>

D) Judiciary Web Portal - Profile 1 - Microsoft Edge 1
B hitpsy//wwwo2judwebportaljudiciary.hk/judportalweb/login

 PoF | ag and drop file here
s+ Copy | o

BROWSE FILES
------

Uploaded Documents
Document Name

No Document Uploaded.

Size (0 B)

Preview document

Document name is
displayed under “Uploaded
Documents”

Click “Preview” to view the
image of the uploaded
document and check
whether the correct file has
been uploaded

Drag and drop file here

ar

BROWSE FILES

Uploaded Documents

Document Name Size (4;-8-2

KB
4482 KB Delete

Letterpdf




ltem

Process

Relevant screenshots for reference

Preview document

(cont’d)

Uploaded document image
pops up

If the uploaded document is
incorrect, click “Delete”
and follow the same
procedure above to upload a
correct file.

Click “OK” to proceed>

Happy Company

Address: Rm 2006, 26/F, Tower One, Happy Pliea, Central, Hong Kong
Tel: 2010 1111

Datedd
Ot Rel Now:
Your Ref, No.

BY HAND
The :

Idear Sir,

Re: DOCH P

of 2021

Size (N6.)
KB)

Drag and drop file here

or

BROWSE FILES

Uploaded Documents
Document Name

Letter pdf

Type

Size (448.2
KB)

4482 KB

Preview






