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1.0 How to submit a new case 1.1 Online Submission of a New Case

This section will guide you on how to submit documents online when filing a
new case.

1. Login with your unique Login ID (Please see User Manual 1 on how to create an e-Filing
account and Login ID if you have not done so).
2. The home screen will be directed to the page as shown in (Figure 1).

1Tt JUDICIARY Electronic Filing System Weloome Back Test User 1 [} @ Frday 01:02:50 P10 gt (8]

PRE®A e

Case Search

Advanced Search Search Result Lisfing

Figure 1

3. Select "Submit Filing" (1, Figure 2)
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Submit Filing
Submit Filing

Filing Cart (1) New / Bxsting Case

Figure 2

4. Click on "New Case" button (Figure 3)

Filing Cart (1) Mew [ Existing Case

Figure 3

5. Select and insert the filing details for the document(s) you wish to file according to: (Figure 4)

v" Cour Location
v" Court
v’ Type of Action
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Filing Cart (1)

TTE e
=2W U

New Case >> Filing Details

* Cowrt location : | Supreme Court Building v
*Court: | Supreme Court v
*Type of Action: | High Court - Civl v

Figure 4

7. Click on "Next" Button.

8. Select the relevant case code and add cause of action (Figure 5)
9. Key in the other details (if any)

10. Click on the "Next" button to proceed.
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New [ Basfing Case =

Filing Cart (1)

Mew Case =>> Filing Details >> Case Details
Supreme Court Buildinﬁ = 5uereme Court HiEh Court - Civil

*Case Type : | Please select avalue ¥
. . Pleaze select a value
Cause of Action: | ADREM - High Court - Civill Admiralty in Rem)

HACWY - Civil Appeallfrom Magistrate's Court )
HCCS - High Court Civil Suit
HSCTA - High Court - Civil[SCT Appeals)
OM - High Court - Civil [Onginating Motion)
- High Court - Civil (Criginating Summens)
Mewt = | PET - High Court - Chvil(Petition)

\ ) . - | PET/LPA - High Court - Civil[Petition for Admission] | ‘

Figure 5

m
%]
1

11. Click on "Add Party" to add the full details of the parties involved in the suit (Figure 6)

Filing Cart (1) New [ Existing Case =

New Case >> Filing Details >> Case Details >> Parly Details

Supreme Court Building > Supreme Court High Court - Civil

——
r Plaintiff/Judgment Creditor
) T

naan

CI—— T
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Figure 6

12. Upon clicking on "Add Party", you will be directed to the page as shown in (Figure 7).

1

* Parly : | Plaintiff/Judgment Crediter ¥ u * Name : Mohd Abdullah
* |denfity : | Identity Card [Yellow) v *Identity No. : 00-123454
* Nafionality : | BRUMEI DARUSSALAM v
Age:
7\

Legal Firm / Agency

—
N
—

*MNot Appointed

Counsel Name
ABAS SERUDIM & PARTNERS [Bandar-Muara) a X

Figure 7

13. Fill in the details of the party (s):

Party - Eg: plaintiff, defendant

Identity - Eg: NRIC, Passport No

Party's detail - Name, Identity No, Nationality, Age, etc.

Plaintiff/ Applicant Lawyer / Law firm in charge

- Search for the relevant law firm(s) by keying in at least 3 characters of the Firm's name and click
on the "Search" button.

- Select the correct law firm and click on the first "Add" button. (1, Figure 7)

AN

14. Once all information which is required has been entered, click on the second "Add" button. (2, Figure
7)

By clicking on the "Cancel™ button, the information you have entered will not be added into the case
information.

15. Click on the "Next" button to proceed to add the documents you wish to file. (Figure 8)
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New Case >> Filing Detfails >> Case Details >> Party Details
Supreme Court Building = Supreme Court High Court - Ciwil
r Plaintifff Judgment Cred
O — T
< Mechd Abduligh - ABAS SERUDIN & PARTMNERS (Bandar-Muara)

naant

m“ rgt o

v Ali bin Ahmad *Mot Appeinted

Figure 8

16. Upon clicking "Next", you will be directed to the page as shown in (Figure 9)

Filing Cart (1) New [ Existing Case _

New Case >> Filing Details >> Case Details >> Parly Details >> Upload Document

Supreme Court Building = Supreme Court High Court - Civil

Document Type Filing Fee Document

Sealing Writ of Summons v BEND 200.00 Browse dd to Listing

Mote: Please ensure all the document(s) for this case are added into 'Document Upload List' before pressing 'Mext’ button.

" Document Upload List

Figure 9

17. Select the Document Type* of the document you wish to file. The filing fees will be shown
automatically.
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* Please ensure that you have selected the correct Document Type as the court(s) will reject the
submission of your document(s) in the event the Document Type you have selected does not
correspond with the document you have submitted for filing. In such cases, your filing fees shall
be forfeited.

O It is important to note that you do have many opportunities to check and/ or rectify your
mistake(s) (if any) before you pay for and/ or finally file your documents online. It is therefore
your duty to check the accuracy of your online submission.

18. Click on “Browse” to search for/ select the document you wish to file from your computer. Please
make sure your document is in PDF format.

19. Click on the “Add to Listing” button to add the document to the Document Upload List.

Filing Cart (1) New [ Existing Case _

New Case >> Filing Delails >> Case Details >> Parly Details >> Upload Document

Supreme Court Building > Supreme Court High Court - Civil

Document Type Filing Fee Document
Sealing Writ of Summons v END 200.00 C:\\Users', \Ban', \\Desktop\ \ 14192124455%6.pdf Add to Listing

Document Upload List

Secling Writ of Summon: 14192124455%6 pdf 136659 200.00

Mote: Please ensure all the decument(s) for this case are added inte 'Document Upload List' before pressing 'Next' butten.

Figure 12

20. If you have wrongfully added the document to the Document Upload List, click on “X”” under the
“Remove ” column to remove the document from the list.

21. If you have more than one document to submit for the same case, please repeat steps 17 to step 19
above before proceeding to step 31.
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22. Click the “Next” button, after all the documents for the same case have been added to the list.

Document Upload List

Secling Writ of Summons 1419212445596 pdf 136559 1 200.00

Mote: Please ensure all the decument(s) for this case are added inte 'Document Upload List' before pressing 'Next' butten.

Figure 13

23. Upon clicking on the “Next” button, a summary of the details which you have keyed in will appear.
(Figure 14)

24. Please check the accuracy of the details you have entered.

25. Upon confirmation of all the details you have entered, click the “Next” button.
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New Case >> Fling Details >> Case Delails >> Parly Details >> Upload Document >> Fling Confirmation

r Filing By Case Details
Name : Test User 1 Case Type : HCCS - High Court Civil Suit
Legal Fimn/Agency : ABAS SERUDIN & PARTNERS Cause of Action : 1) Adopfion

r Filing Details
Court Locafion : Supreme Court Building
Court: Supreme Court

Type of Acfion : High Court - Civil

r Party Detail
Plaindiff/ Judgment Creditor Listing Defendant
hame o remyAgency hame o rmyagency
] e e 1] ABAS SERUDIN & PARTMERS Ali Bin Ahmad -Mot Appointed
Rt L ak [Bandar-huara)

Figure 14

26. A summary of details of the documents you wish to file will appear. (Figure 15) Kindly check that the
information provided therein is accurate.

27. Click “Save to Filing Cart” to save the document(s) to the cart.

28. Click the “Back” button to amend any inaccurate information to avoid your document from being
rejected by the Court.
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- Party Detail

Plaindiff/ Judgment Creditor Listing

Mohd Abgullah

Defendant

e g reingeny ome g g

1] ABAS SERUDIN & PARTNERS
[Bandar-Muara)

Ali Bin Ahmad

-Not Appointed

r List of Document

m— S [

Sealing Writ of Summaons 1419212445596.pdi

uuuuu

Figure 15

29. Upon successful saving the documents to the filing cart, the following pop up message will appear.

(Figure 16)

Save To Ring Cart

T =i b s e 1-;— = a—a-\.rl-
bl I.'.'-\_- S :'\-IIII"\—'\—! L ra o el
5

Case Mo. HCCS, /S haos

Y= N T
I e | o] R

[

Figure 16

30. “Filing Cart” tab will show you the list of cases you will file.
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31. Click on the individual Filing ID to view details of the filing.

ourt Building

ourt High Cour (Civi

Figure 17
32. You can check the details of each case set out in the Filing Cart, by clicking on each case (Figure 19)

33. Should you wish to file more than one case, please proceed to repeat from Steps 5 onwards before
proceeding to Make Payment.*Please take note that each filing id can take up to 10 documents.

34. Once you have saved the documents to the filing cart the documents will start uploading onto the
eFiling
server. Hence you will see that the status of the document(s) would read “Pending Upload”.

Click on “Back” to go back to the Filing Cart list.

Click on “Delete” to delete the document if there are any error(s) found.

Cart lisfing >> Filing FIL15012200001

Mew Case S

HCCS 136172015 Vs . Affidavit of Service [Booking = Fengeg 16.00
Supreme Court Building Confirmation pdf) || - oload =
Supreme Court High Court (Ciwil)

Total Document (s) 1
Total Amount (BEND)  16.00

Note: Filing payment need to be made before 30/01/2015. Kindly make the payment before the said
date. Expired & unpaid filing will not be entertained and user will need to re-file.
Figure 18
35. To monitor the progress of the document upload, click ong (located at the top right hand side

corner)

36. Upon clickingg, the following screen will appear. (Figure 19)
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Click “Close” to close the dialog box.

¥) upload frame of SRN : SWP13031100001 - Mozilla Firefox : o (=] 3]

" file:f}{C:{Documents and Settings/Formis/tmpUploadUseHtml/uploadSWwP13031100001 . html ‘

File Name : Transfer Rate : _
L

File Size : Time Remaining :
Filing ID :
Start
Hash Code :
Filing ID Document 1D File Name Hash Code Path Status Size Remaining Bytes
SWP13031100... {31 efs2013031113... DAS1jsAUDSix... |CAScannedDoc [Completed 419234 419234
Figure 19

37. Upon the completion of the document upload, the status of the document will change to “Ready for
payment”

Cart lisfing >> Filing FAIL15012200001

New Case
HCCS 1361/2015 Vs . Affidavit of Senvice [Booking - Ready for 16.00
Supreme Court Building ' Confirmation. pdf) L= Payment :

Supreme Court High Court (Civil)

Total Document (s) 1
Total Amount (BND)  14.00

Figure 20

38. Click on “Print Payment Notice” to print the payment notice.

39. Once you click on “Print Payment Notice”, the following screen will appear. (Figure 21)
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40. Click on “Print” to print the payment notice.

Payment Notice

15012200001

FIL
Cart Listing >> Filing FIL15012200001

New Case
tiCCS 1361/2015 - = 1) Affidavit of Service |Booking Confirmation.pdf] Pending Payment 16.00
Supreme Court Building
Supreme Court High Court (Civil]
Tofal Document (s) 1

Total Amount (BND) 16.00

VLD

16.00
Note: Filing payment need to be made before 30/01/2015. Kindly make the payment before the said date. Expired & unpaid filing will not be entertained and user will need
to re-file.

Note:

1. Kinglly bring this Payment Nofice to respective Court's Payment Counter to maks payment.

Figure 21

41. After that, please proceed to court payment counter to make payment.
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1.2 Online Submission of documents for Existing Cases

This session will guide you on how to submit documents online for an existing case filed after the
commencement date.

1. Login with your e-Filing account Login ID.

2. You will be directed to the page as shown in (Figure 22).

y(Ji¢ JUDICIARY Elactronic Filing System Welcome Back Test User 1 £, e Fiday 010350 P 1. g (8

tREAe

Case Search

Advanced Search Search Result Lisling

Case Number

Figure 22

3. Select “Submit Filing” ( Figure 23)
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y(Di¢ JURICIARY Flectronic Filing System

o < had R

Submit Filing
Submit Filing

Filing Cart (1) New / Bxsting Case

Figure 23

4. Click on “Existing Case”.

Filing Cart (1)

Figure 24

5. Upon clicking on the tab for “Existing Case”, the following pop up will appear. (Figure 25)
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Court Locafion

Supreme Court Building b

Court

Supreme Court ¥

Type of Action

High Court - Civil ¥

Case Number

Figure 25

6. Select and fill in the details of the case. i.e.

Court Location — Eg: Kompleks Mahkamah Kuala Lumpur
Court — Eg: High Court

Type of Action — Eg: Commercial

Case Number (an example of which is shown in Figure 25)

ANNEA NN

7. Click “Search” to search for the case details.

Click on “Cancel” to close the pop up message.
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8. Once the search for the said case has been successfully completed, the following pop up message will
appear (Figure 26)

9. Select the relevant party who you represent “Filing Party”
10. Once you select the relevant “Filing Party”, the party who is still unrepresented will appear.

11. If you represent the said Party, please check on the box beside the relevant party’s name to fill in the
necessary details.

12. Click on the “OK” button to proceed.

Click on “Cancel” if you do not wish to continue

Filing Party § Please sslect a value ¥
Please select a value

Plainfiff/Judgment Craditor
| Defendant

Figure 26

13. Once you click on “OK”, details of the case will appear. (Figure 27)

14. Click on “Next” to proceed to submit document(s) you wish to file online.
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Existing Case Details No. HCCS/284/2014 >> Filing Confirmation

r Data Entry By

Name :

Court:

Law and Court's Building

r Filing Details

Court Location :
Court:

Type of Action :

Supreme Court Building
Supreme Court

High Court - Civil

~ Party Details

Case Details

Case Number:
Case Type:
Cause of Action :

Amount of Claim :

HCCS/286/2014
HCCS - High Court Civil Suit
1) Contract

MIA

pname

Plaintiff/ Judgment Creditor Listing

PARTMERS

Defendant Listing

R T [ [

1) ABAS SERUDIN &

dname

1) *Not Appointec

Figure 27

15. Upon clicking “Next”’, you will be taken to the following page. (Figure 28)

Case Details No. HCC5/284/2014 >> Upload Document
Document Type Filing Fee Document
Please select a value v BND 0.00 Browse Add to Listing
Document Upload List
’7 Document Type File Size (Byles) m Aling Fee (BND) -
ote: Please ensure all the document(s) for re added into "Document Upload List' before pressing ‘Nexd” button.
Figure 28
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All other steps remain the same as those stated in Step 17 above in relation to “Online Submission of a
New Case”. If in doubt, kindly follow the instructions from Step 17 (1.1 Online Submission of a New Case)
onwards.

2.0 How to check on filing status

This section will guide you on how to check on the status of the documents you have already filed.

2.1 Via e- Filing account

1. Login in with your e-Filing account Login ID.

2. The following page will appear. (Figure 29)

s T ™ R R

Message Type Pleass click on the ‘Search’ button in "Adwvance Filter to get the listing
Al v

Read
Al ¥

Subject

Sender

Timestamp

[dd/mm/yyyy)

Figure 29

3. Click on Submit Filing and click Filing History as shown in Figure 30
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Fiing Cart [0]

Cart Lisfing

Iing Ref. No. Court Locafion Filing Type Total Documeni(s) Total (BND)

o Record

Figure 30

4. When you click on “Filing History”, the following screen (Figure 31) will appear.

5. Click on Aansed searsh and “Filter” button to filter through the filing history of this user.

6. The history of the relevant case and/or court which you have selected will appear on the bottom half
of the window as shown in Figure 31.

7. Search for the relevant filing you wish to check the status of.

8. Click on the same for further details of the filing.

Submit Filing

Filing History

Advanced Search

Fling Reference No. @ Court Location : v
Filing Type : | Flease selectavalue ¥ Court: v
Faid/Submitted By : ' — Type of Acfion:  Flegseselectavalue ¥

Case Number :

Filing History Lisfing (1)

Fiing Ref. No. Court Locafion Exiracion Code m 1“'“' ysp| TOIH(BND) | Poic/Submitied By

XVPQUXJE3KXY SW

FIL1501220000 urt High Court (Civi o

Figure 31
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9. Details and status of the said filing will be shown as seen in Figure 32.

Filing Details For AL15012200001, Exdracfion Code XVPQUXIS3KXV

Pending —

New Case o
Processing ShLL

Suprems Court Building V5
Supremse Court High Court {Civil)

Affidavit of Senvice |Bocking Confirmation.pdi]

Total Document (s) 1
Total Amount (BND) 16,00

Figure 32
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2.2 Without an e-filing account / logging in to your e-filing account

Before you proceed, you are required to have the extraction code for the documents you have filed with
you. Extraction Code can be found in the Payment Notice (if you filed via the Service Bureau) or In tray
Message / Filing History (if you filed via the internet)

1. Access the eFiling Portal (efiling.judicialgov.bn), and you will be directed to the efiling home page as
shown in (Figure 33).

2. Click on “Public Service”.

s‘@{ JUDICIARY  Electronic Filing System

BRUNEIDARUSSALAM

Home Getting Started Account Registration Public Services About e-Filing

2; User Login
3

No announcement available

[N

. > g
. Document Extraction ‘ = g Cause List ??Cuse Search \)\)Conh:cf Us

Exiraction Code _ Select A Venue — v M Ticket Number Nafiié

®8,G Email
* Email Address i : Contact

Verify
L Number

Subject

8y Category

List By Case No / Hearing Date
® Case Number

Case Date By

@1

Figure 33

3. Click on “Online Document Extraction” (Figure 34
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Date:27/01/2015 Page 22



A e-Filing System User Manual for Lawyer

ol FORMIS

FORMIS RESOURCES BERHAD

[N
‘ Document Extraction

Extraction Code

* Email Address

Figure 33

4. Key in the extraction code and email address.

5. Click on “List” button.

6. Upon clicking “List”, the status of all documents under the same filing id or same extraction code will

appear. (Figure 34)

7. If the document is ready for extraction, click to download the document.

Document Extraction
D o e

Hce ) 1 ef:201401071389044327 odf Ready
1 Writ Saman
(570 )
Figure 34

8. Upon clicking on ¢ , the following pop up will be shown. (Figure 35)
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(") SaveFile

9. Clickon and

Opening CFY_AMB_NCCSB_-_Notis_Warta_Perintah_Penerimaan.pdf

You have chosen to open

BT AR R R e Nt S —

whichis a: Adobe Acrobat Document
from: http://efiling.kehakiman.gov.my

What should Firefox do with this file?

@ Open with

() SaveFile

7] Do this automatically for files like this from now on.

[ 0K ] [ Cancel ]

Figure 35

10. Upon clicking on, the document will start to download and the following screen will appear.(Figure
36)

11. Click on the file to view or save the file in your local disk.
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154 KB — kehakiman.gov.my

= efs201110271319678462.pdf
| 101 KB — kehakiman.gov.my

= efs201110271319678415.pdf
— 125 KB — kehakiman.gov.my

1.1839747_20111208_BC04.pdf
—— 163 KB — digi.com.my

pu ©fs201111121321085435.pdf

Search.,

Figure 36

3.0 How to extract a document

This section will guide you on how to download document(s) which are ready for extraction after it has
been processed by the Court.

3.1 With e-Filing account
1. Login in with your e-Filing account Login ID.

2. The following page as shown in (Figure 37) will appear, key in the case number under “Subject” (to
the left of the page) to filter the message.

3. Click on the particular message to view the particulars of the case.
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Advanced Fiier n 2
Message Type Messoge Type m
Al ¥
Document ready &
Read
Al Y s e =
ang Documnt 1eady for exyaction
Subject
Fang Document ready for edraction
Sender -
2012201 — ’ naaed antts Ba aotio
06 5127 PM wng Document ready for exraction
JUNE ST 261272011 R S '
06 3931 PM ang Document ready for extraction
[ddfmm/yyyy)
26122011 ’ s ’
053925 PM Fang Document teady for exraction
Search Clear 20122011 s _
0639 16 M Fang Document ready fe extracion
| ee————————— -
Figure 37

4. Upon clicking on the message the following message as shown in (Figure 39) will pop up.
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Read Message
From
Date
Subject wH
Dear user
Your case/document has been successfully processed and filed for following parties:
Vs
Please click on the link below to download and print.
A 5 i 3
Cechmbcrl Fubily pnon Y16PIMJEGF ILKXLWLTEU
to Pay e i -
lote v.bn) for document(s) extraction.

Figure 39

5. Clickon + to download the document.

3.2 Without an e-filing account

Please see Section 2.2 above.
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