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About this document

Section 1-1 Contacts

Please contact the following should you have questions about this document

Name ‘ Organisation Tel Email

Quah Cheng Hai |Ecquaria Technologies Pte Ltd | +65 68372822 chenghai@ecquaria.com

Chong Ser Wah Ecquaria Technologies Pte Ltd | +65 68372822 serwah@ecquaria.com

Section 1-2 Copyright Information

© Copyright 2017, All rights reserved.

Section 1-3 General Information

This is a managed document. For identification of amendments each page contains a
version number, section identification and a page number within the section. Changes
will only be issued as complete replacement sections along with a new release notice. All
replaced sections shall be destroyed immediately and copies of any obsolete forms
destroyed.
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Chapter 2 Step by Step - Screenshots

Section 2-1

Refer to TRG-Login for Counsel login

Login

Section 2-2

Home Page

Once login is successful, you will be redirected to Counsel’s homepage
I?:c‘n—‘.J.L = a4 g o - S
Home
CaseFiles  Complaint File cations  Notifications D

The listing below displays up to 10 of your cases with upcoming court events.

S/N  Case Name Charge No

DAC-g03436-2017

SC-go0638-2017
PP . DUMMY Apr2102 (F1402767324426K)
SC-g00637-2017

PP v. DUMMY Aprz1 01 (F1402767323121K)

Statement | Terms of Use

Offence Section

Section 173 PEl

Section 173 PE

Section 173 PEN

NAL CODE

NAL CODE

Next Court Event Status

Part-Heard (1) on 18/05/2017 (Day 2) at 09:30 AM
at Court 12

PTC (1) on 19/05/2017 at 0930 AM at PTC
Chamber 1

FFMon
FFM on
FFM on 307

PM at Court 26

Section 2-3

Search Case

Step 1: Click on the "File Application” button either through the e-Filing tab or under

quick links in the home page.
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Charge No Offence Section MNext Court Event

Singapore Government
[ PR byl

Status

Step 2: Select "Criminal Case". System displays the “Search Type” category with

various search methods.

Add to Case or Other Filings

Category:

court

dispasal inquiry, natice to sursty (failure to attend at agency). stc)

ummons.

Varrant

Search for a case by the accused's name or UIN/UEN or the cas
Search Type: T

's UIN/UEN

Search by Case Number
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Step 3 - Search Case: Select "Search by Case Number”.

Step 4: Click on "Retrieve" after entering the Case ID. System will display the search
results matching the search details entered.

File Application

Category:

733 3 3
o o o o
¥ £ F E

Section 2-4 Search for NS Case

Step 1: Select "Notice to Surety (failure to attend court)". System displays “Search Type”
options.

Add to Case of Other Filings.

Section 2-5 Search Other Filings

Step 1: Select "Other Filings (e.g. disposal inquiry, notice to surety (failure to attend at
agency), etc.)". A dropdown list will appear.
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Add to Case or Other Filings

Category:

Criminal Case

Notice to St

ure to attend court

I « Other Filin isposal inguiry, notice to sursty (failure to sttend at agency). stc :I

Unserved Summons

Search Warant

Select the typs of pracess for Gther Filings

Type:

Section 2-6 Unserved Summons

Step 1: Select "Unserved Summons”. System displays “Enter the Summons number”

options.

Add to Case or Other Filings

File Application

Select a category.
Category: Criminal Case

Notice to Surety (failure to attend court)

s Unserved Summons

Search Warrant

Other Filings fe.g. disposal inquiry. notice to surety (fallure to attend at agency), etc

Enter the Summaons number

Summons No.:
Application for Youth Court

SUM-

Section 2-7 Search Warrant

Step 1: Select "Search Warrant”. System displays “Enter the Warrant number for which

the application is made” options.

Add to Case or Other Filings

File Application

Selectac

EE Criminal Case

Notice to Surety (failure to attend court)

Unserved Summons

) Searcl ant

Other Filings (e.g. disposal inquiry. notice to surety (failure to attend at agency), efc.

Enter the Warrant number for which the application s made.

Warrant No.: . N
Application for Youth Court

WTS -
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Section 2-8 Application to leave jurisdiction

Step 1: Select "Application to leave jurisdiction" from the “Type of application” section
and click "Next". System will display the “Application Information” page.

RN

Type of Application
Iip\:,calomnl Jurisdiction ||

Next >

Step 2: Fill in all mandatory fields and click on “Submit” button.
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Section 2-9 Request to reschedule court event

Step 1: Select "Request to Reschedule Court Event™ and select "Next". System will direct
to the “Reasons of Application” page.

Type of Application
Application to leave jurisciction
REequest to reschedule court event |
Online selection of PG date
Application for hearing date (One or Two days)
Request for a mention date for bail application
Request for vacation of mention/hearing
Request for a mention date for bail vanation
Order to bring up prisoner
Summons to witness to attend court
Order to take evidence from a witness befors tnal

Others

Step 2: Fill in the mandatory fields. Click on "Submit" to submit the application.

Step 3: Upload any document(s) if needed. Click on "Submit" to submit the application.

Add to Case - Request to reschedule court event
° Application Information @ Reasons for Application (8 Confirmation Recsipt

Case Information

Case Nou:

Case Name: P 426K
M at PTC Chamber1
at Court 12

Next Court Evert:

Filing Party Information

Name of Filer: Lawyer Alpha

Designation/Rank of

IF you ar fling on beh

Law Firm:
UEN:

Reasons for Application

Court Event to be Rescheculed: I T —

FFM on 02/08/2017 at 10:00 AM at Court 12

The reasonis) are
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Section 2-10 Online Selection of PG dates

Step 1: Select "Online Selection of PG dates" and select "Next". System will direct to the
“Grounds of Application” page.

Type of Application
Application to leave jurisdiction
Request to reschedule court event
Application for hearing date (One or Two days)
Request for a mention date for bail application
Request for vacation of mention/hearing
Request for a mention date for bail variation
Order to bring up prisoner
Summons to witness to attend court
Order to take evidence from a witness before trial
Others

Step 2: Fill in all mandatory fields and click on “Submit” button.

Add to Case - Online selection of PG date

Available Dates:
Ta see more slats, dick

the prosecution of the prefermed P

tact Mz Selvi at Senior DPP office (Tel: 643551

in the DPP in-charge of a case ma
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Section 2-11  Application for hearing date (One or
Two days)

Step 1: Select "Application for hearing date (One or Two days)" and select "Next".
System will direct to the “Reasons of Application” page.

Type of Application
Application to leave jurisdiction
Request to reschedule court event
Online selection of PG date

I,ﬂ.rjptication for hearing date (One or Two daysj
Request for a mention date for bail application
Request for vacation of mention/hearing
Request for a mention date for bail variation
Order to bring up prisoner
Summaons to witness to attend court
Order to take evidence from a witness before trial
Others

Step 2: Fill in all mandatory fields and click on “Submit” button.

Name of Fier:
Designaticn;Rank of Fler

“Number of Hearing Days Reguired:
“Preferred Stat Date:
“ vaiable Dates:

Seiected Dt
Insication of Other Available Dates

Note: Laaryers whe wish o accertain the DPP in-charge of a case may cantact M Selvi al Senior DFF ofice (Tel £4355400)for assistance.
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Section 2-12 Request for a mention date for bail
application

Step 1: Select "Request for a mention date for bail application”. Click "Next" to continue
the next step. System will direct to the “Grounds of Application” page.

Type of Application

Application to leave jurisdiction

Request to reschedule court event

Online selection of PG date

Anplication for hearing date (One or Two davs)
Request for a mention date for bail application |
Hequest Tor vacation of mentions Nearng
Request for a mention date for bail vanation
Order to bring up prisoner

Summons t tness to attend court

Order to take evidence from a witness before tnal

Others

Step 2: Fill in all mandatory fields and click on “Submit” button.

Add to Case - Request for a mention date for bail application

Case Information

Case Mo
Case Name:
Mext Court Event:

Filing Party Information
Wame of Filers Lawyer Alpha
Designation/Renk of Fier;

behalf of counsel, please ciick here 1o erter his/her parti

i applicabie)

¢ Back
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Section 2-13 Request for vacation of mention/
hearing

Step 1: Select "Request for vacation of hearing" for “Type of Application” section.

Step 2: Click on "Next" to proceed to the next step. System will direct to “Grounds of
Application” page.

Type of Application
Application to leave jurisdiction
Request to reschedule court event
Online selection of PG date
Application for hearing date (One or Two days)
Reguest for a mention date for bail application

Order to bring up prisoner

Surmmons to witness to attend court

Order to take evidence from a witness befors tnal
Others

Step 3: Fill in all mandatory fields and click on “Submit” button.

Add to Case - Request for vacation of mention/hearing dates
° Application Information @ Groundis of Application (i) Confirmation Receipt

Case Information

Case Ho.:

5C-go0638-2017

Case Name:

Mext Court Event: 0 AM at PTC Chamber 1

AM at Court 12

Filing Party Information

Grounds of Application

Date(s) to be vacated: | WedCoutbvemt _____________________________________ ChgeNo ___________________|

PTC (1) on 19/05/2017 at 09:30 AM at PTC Chamber 1 DAC

FFM on 02/06/2017 at 10.00 AM at Court 12 DAC

below or upload the document stating the grounds You must check the option that you have chesen

n the uploaded document.

Urgent applicatio

Upload Document

Upload the documentis in support iif applicablel

Document(s):
cument{s) Upload
< Back
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Section 2-14 Request for a mention date for bail
variation

Step 1: Select "Request for a mention date for bail variation” and click "Next". System
will direct to the “Reason of Application” page.

Type of Application
Application to leave jurisdiction
Request to reschedule court event
Online selaction of PG date
Application for hearing date (One or Two days)
Request for a mention date for bail application
Penyact for vacatinn of mention/hearing
Request for a mention date for bail variation |
Order to ring up prisoner
Summeons to witness to attend court
Order to take evidence from a witness before tnal

Others

Step 2: Fill in all mandatory fields and click on “Submit” button.

Add to Case - Request for a mention date for bail variation
° Application Information @ Reasons for Application () Confirmation Receipt

Case Information

Caszhios 5C-900636-2017
Case Name:

PPy DUMMY
Mext Court Event:

Filing Party Informaticn

Name of Filer: Lawyer Alpha
Designation/Ran!

If you are fiing nsel, please click here to er

Law Firm: CORPORATION
UEN:

Grounds of Application

wish to pply for the following order

pload the document stating the grounds You must check the option that you have chosen

in support (i applicable

Last saved by Ecquaria Technologies Pte Ltd 31 August 2017 Page 14 of 23



ICMS - Training Guide - File Application Commercial In Confidence
V1.1

Section 2-15 Order to Bring up Prisoner

Step 1: Select the cases(s) to fill in the application. System displays the “Type of
Application” with various options listed.

Step 2: Select "Order to bring out prisoner” for Type of Application. Click on "Next" and
then click on “Add” under “Prisoner Information”. System will direct to the “Prisoner
Details” step.

Step 4: Fill in all mandatory fields and click on “Submit” button.

Al 10 €I Case - Orler tbring Up prisonsr
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Section 2-16 Summons to Witness to Attend Court

Step 1: Select "Summons to witness to attend court” and click "Next". System will direct
to the “Case Information” page.

Type of Application

Application to leave jurisdiction =
Request to reschedule court event
Online selection of PG date
Application for hearing date (One or Two days)
Request for a mention date for bail application
Request for vacation of mention/hearing
Request for a mention date for bail vanation
Order to bring up prisoner
l%ummons to witness to attend court | |
rder 1o take evidence Trom a withess betore thal
Others

Step 2: Fill in the “Offence Description” section and the mandatory fields and click on
“Next” button.

Summons to Withess

@Caselnformalmn D Witness Information D Confirmation Receipt

Case Information

Case No.: SC-Q00638-2017
Case Name: PP v. DUMMY Apr21 02 (F1492767324426K)
Next Court Event: PTC {1} on 10/05/2017 at 09:30 AM at PTC Chamber 1

FFM on 02/06/2017 at 10:00 AM at Court 12

Filing Party Information

Name of Filer: Lawyer Alpha
Designation/Rank of Filer:

If you are filing on behalf of counsel. please click here ta enter his/her particulars.
Law Firm: ALPHA LAW CORPORATION

UEN: 180093504R

Offence Description

State the offencels) which are fixed for hearing concisely

Add Offence x

Offence
Description:

Offence Section:

| close || pone | -
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After pressing “Done” button in the “Add Offence” box.

Offence Description

State the offencels) which are fixed for hearing concisely

" ad ad [BLx]

Step 3: Add the Witness Information and enter all mandatory fields

Witness Details x

* Mame: =

Identification Type: e MRIC FIN Passport

NRIC:

Address: # Local Overseas

* Block/House Mo.:
* Street Name:
Floor Unit:
Building Name:
Postal Code:

* Witness required

Cefence Court's request
far:

* Date: = - | | 9:30 AM

-~ [l

* Court:
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Step 4: Click on “Preview Summons” buttons to preview summons before clicking on

“Submit” button to submit the application.

FORM 38
SUMMONS TO A WITNESS
(Criminal Procedure Code (Cap 68, Rev Ed 2012), Section 115)

To: a (Passport No. E1234567D)
Of asd, asd

Whereas complaint has been made before me that DUMMY Apr21 02 is suspected

to have committed the offence(s) of:

E E

and it appears to me that you are likely to be able to give material evidence regarding the

complaint: For

You are hereby summoned to appear before Court No. 23 at the State Courts, 1
Havelock Square, Singapore 039724 on 23-July-2017 to 24-Tuly-2017 at 9:30AM to testify
what you know concerning the matter of the complaint, and not to depart from there without
leave of the Court; and you are hereby warned that i1f you, without just excuse, neglect or

refuse to appear on the said date, a warrant will be issued to compel vour attendance.

Issued this 20th day of July, 2017.
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Section 2-17 Order to take evidence from a witness
before trial

Step 1. Select "Order to take evidence from a witness before trial” and click "Next".
System will direct to the “Witness Information” page.

Type of Application
Application to leave jurisdiction
Request to reschedule court event
Online selection of PG date
Application for hearing date (One or Two days)
Request for a mention date for bail application
Request for vacation of mention/hearing
Request for a mention date for bail vanation

Order to bring up prisoner
mmons to witness t: it O COLFT
rder ta take evidence from a withess befare trial |

Step 2: Fill in the Witness Information and click on next to proceed.

Witness Information

Witness Details x
*Name:

*Identification Type: NRIC EIN Passport

*NRIC:

— - - AM PM

* Court:
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Step 3: Enter the grounds of application and fill in all mandatory fields.

Order to take evidence from a witness before trial
° Witness Information @ Grounds of Application Confirmation Receipt

Grounds of Application

This application is by consent contestad

Step 4: Click on “Submit” button to submit the application.
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Section 2-18 Others

Step 1: Select "Others" for Type of Application. Click "Next" to proceed to the next step.
System will direct to the “Grounds of Application” page.

Type of Application

Application to leave jurisdiction =
Request to reschedule court event
Online selection of PG date
Application for hearing date (One or Two days)
Request for a mention date for bail application
Request for vacation of mention/hearing
Request for a mention date for bail vanation
Order to bring up prisoner
Summens to witness to attend court
Order to take evidence from a witness before trial
[Chers |

Step 2: Fill in all mandatory fields and click on “Submit” button.

Add to Case - Other Application
e Application Information ‘ Grounds of Application (il Confirmation Raceipt

Case Information

Filing Party Information

Narma of Flar: Lawyer Alpha
Dsigration/Rank o Fier:

ou are fling on behalf of counsel please click here to enter his/her particulars
Lews Firm: ALPHALAW CORPORATION
UBN: 1Bn0gagueR

Grounds of Application

State the type of application

*Type:

he document stating the grounds. You must check the cption that you have choses

Upload
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Section 2-19 Request for mention date for bail
pending appeal

Step 1. Select "Request for a mention date for bail pending appeal and click "Next".
System will direct to the “Reasons of Application” page.

Type of Application

Annlica th las

ve iurizdiction
Lgest for a mention date for bail pending appeal | |
Application for stay of order

Others

Step 2: Fill in all mandatory fields and click on “Submit” button.

Add to Case - Request for a mention date for bail pending appeal
° Application Information ® Reasons for Application
Case Information

Case No.t

Case Name:

Disposition Dabe:

Filing Party Information

Name of Filer:

of Filer:
shalf of counsel, please click here to enter

Section 2-20 Upload Documents

Step 1: Click on the "Upload" button. System will display the “Upload Documents”
window.
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Upload Documents L]

* Document Title:

To upload a file, please click on [Start upload] followed by [Save].

Add files e p—— b
J Add files Start upload b

L1}
"
o

Step 2: Click on "Add Files" to select a document to upload. Click on "Start Upload"”, the
document will be uploaded. Click "Save" to save the document upload.

Section 2-21 Confirmation Receipt

Step 1: After an application is submitted, the system will display a confirmation receipt
containing the details of the application.

Add to Case - Other Application
° Application Information ° Grounds of Application ° Confirmation Receipt

Confirmation Receipt

Your application was receiy
Please monitar the outcom
Application No.:
Nature of Application:
Case No.:

Case Name:

Next Court Event:

Filed by:

Law Firm:
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