HIGH COURT OF DELHI: NEW DELHI

NOTIFICATION

No. 11/Rules’DHC Dated: 22.02.2022

RULES FOR ON-LINE ELECTRONIC FILING (E-FILING) FRAMED BY THE
HIGH COURT OF DELHI UNDER SECTION 7 OF THE DELHI HIGH COURT
ACT, 1966 (Act 26 of 1966) AND ARTICLE 227 OF THE CONSTITUTION OF INDIA
WITH THE PREVIOUS APPROVAL OF THE LT. GOVERNOR OF NATIONAL
CAPITAL TERRITORY OF DELHI.

Short Title, Applicability and Commencement:

2.1

2.2.

2.3.

2.4.

These Rules will be called “e-Filing Rules of the High Court of Delhi 2021”. They
will apply to the High Court of Delhi and the District Courts and Tribunals under the
control and supervision of the High Court of Delhi.

These Rules will come into force from the date notified by the High Court and will
apply to such categories of cases and courts and tribunals as would be notified by the
High Court.

Preface

These Rules will apply to on-line e-filing and e-filing via Designated Counters and
facilities provided for e-filing through e-Sewa Kendras. These Rules amend and
consolidate the existing Rules and Practice Directions.

Definitions

Action: includes all proceedings instituted in the Court such as suits, crimina
complaints, appeals, civil or crimina writ petitions, revison petitions, contempt
petitions, execution petitions, arbitration petitions, probate cases and interlocutory
applications.

Administrator: means the Registrar (IT) or an officer appointed by the Chief Justice
for administering and dealing with matters connected with or relating to e-filing for
the High Court. In so far as the District Courts are concerned it would mean the In-
Charge Computer Branch or any other Officer nominated by the District and Sessions
Judge (HQ).

Bench: means and includes one or more Judges assigned to adjudicate upon Actions
or the Presiding Officer of the Court or Tribunal as the case may be.

Designated Counter: means and includes that counter which finds mention in
APPENDIX — 1 & APPENDIX — I A concerning the High Court and District Courts




2.5.

2.6.

2.7.

2.8.

2.9.

2.10.

2.11.

2.12.

2.13.

2.14.

2.15.

2.16.

2.17.

2.18.

2.19.

2.20.

2.21.

respectively and those that may be included or excluded therefrom from time to time.

District Courts: means and includes the courts established and functioning under the
control and supervision of the High Couirt.

E-Committee: means the Committee constituted and mandated by Hon’ble Chief
Justice of Indiafrom time to time.

Electronic Filing (e-filing): means e-filing as prescribed through the Internet (at the
web portal of the Court) and through the internet/intranet at Designated Counters,
unless the context requires otherwise.

Evidencee means and includes evidence as defined under the Indian Evidence
Act,1872.

High Court: High Court means the High Court of Delhi.

Objections: means and includes deficiencies and errors pointed out by the Registry
concerning the Actions instituted in the Court.

Opposite Party: means defendant(s), respondents, judgment debtor(s) and non-
applicant(s).

Party: means appellant(s), plaintiff(s), petitioner(s), complainant(s) and applicant(s).
PDF: means an electronic document filed in a portable document format.

PDF/A: means an |SO-standardized version of the Portable Document Format (PDF)
specialized for the digital preservation of electronic documents.

Physical Filing: means Actions and pleadings filed as hard copies.

Pleadings. means pleadings filed in support or defence of an Action including
affidavits, additional affidavits and supplementary affidavits.

Reqistry: means and includes the Registry of the High Court and the Filing Centre of
the concerned District Court.

Statement_of Defence: means and includes written statements, replies, counter-
affidavits and additional or supplementary affidavits.

Sterile Environment shall include environment protected from dirt, humidity, fluids,
extreme temperatures, external electric, nuclear and magnetic fields.

Technical failure: means a failure of the court's hardware, software, and/or
telecommunications facility which results in the impossibility of submitting a file
electronically. Technical failure does not include malfunctioning of the equipment of
the person submitting an e-file.

Third Party: means and includes any person or entity seeking to become a party or to



2.22.

2.23.

31

3.2.

3.3.

3.4.

4.1.

intervenein an Action.

Tribunal means and includes all Tribunals under the control and supervision of the
High Court.

Working Day: means and includes a day when the Registry of the Court is working
under the Calendar published or as directed by the Court.

General Instructions
Online e-filing shall be made by visiting the web portal of the Court™.

Except as provided in these Rules, Actions, whether in fresh, pending or disposed of
cases, will befiled electronically by an advocate or litigant in person from their home,
office or other remote location in the manner provided in these Rules.

Any person who is unable to access the e-filing portal would be entitled to make use
of the facilities provided at the Designated Counters for that purpose upon payment of
chargesif stipulated.

For the moment the maximum size of the e-file is fixed at 100 MB for the High Court
and 20 MB for the District Court, subject to enhancement of the e-file size upon a
notification being issued in that behalf by the Administrator. Where the High Court is
concerned, in case the size of the e-file exceeds 100 MB, the Advocate or litigant
should visit any one of the Designated Centres for enabling e-filing through the
intranet. Likewise, where the District Courts is concerned, in case the size of e-file
exceeds 20 MB, the Advocate or litigant should either split the e-file in parts not
exceeding 20 MB or seek the assistance of the E-Sewa Kendra located at the
concerned District Court.

Stepsfor Registration

Persons other than Advocates and litigants in person who are aready registered on the
Court web portal will take the following steps to register themselves.

)] Advocates

a)  Should visit the web portal® to view the form.

b)  Click the registration link.

c¢)  Fill theform with requisite details.

d)  Submit the filled-up form along with a self-attested copy of the Bar
Council Registration Certificate or Bar Council I-card (in PDF format

! For the High Court http://dhcefiling.nic.in:8080/eFiling/. For District Courts and
Tribunals https:.//efiling-dl.ecourts.gov.in/

> For High Court http://dhcefiling.nic.in:8080/eFiling/ GetRegistration.do. For District Courts and
Tribunals https://efiling-dl.ecourts.gov.in/register.



http://dhcefiling.nic.in:8080/eFiling/
https://efiling-dl.ecourts.gov.in/
http://dhcefiling.nic.in:8080/eFiling/%20GetRegistration.do
https://efiling-dl.ecourts.gov.in/register

4.3.

6.1.

only).
i) Litigantsin person

a)  Should visit the web portal® to view the form.

b)  Click the registration link.

c)  Fill theform with requisite details.

d)  Submit the filled-up form aong with the self-attested copy of any
identity document issued by the Government (in PDF format only).

4.2 Litigants in person shall submit an affidavit/undertaking that they have not
engaged an Advocate in the Action. A litigant in person who subsequently engages an
Advocate shall make an application before the Administrator for transferring the datain
respect of the Action to the Advocate’s account in. Once the Administrator allows the
application, the data in the Action shall be transferred in the user account of the
Advocate. The litigant in person will not be in a position to modify the data of the
subject Action, without the permission of the Administrator. As regards the District
Court, as and when the application is made available, the relevant procedure to be
followed shall be notified by the Administrator.

A login ID will be allotted on the next working day if the application is found
complete in all respects. The procedure for registration is set out qua High Court and
District Courtsin APPENDIX — I & APPENDI X — 1A respectively.

Frame of Pleadings

The pleadings should be clear and concise. Parties and third parties should set forth
their claims/averments in separate paragraphs. The statement of truth/ affidavit of the
concerned person must bear their signature. Opposite parties should also file their
replies under sequentially numbered paragraphs and headings (such as Preliminary
Objections and Objections on Merits).

Formatting

All the original typed text material including notice of motion, memorandum of
parties, main petition or appeal, interlocutory application(s), reply, status report,
affidavit, documents, will be prepared electronically using the following formatting
style:

Paper size : A-4(29.7 cm x 21 cm)
Top Margin X 2cm

Bottom Margin : 2cm

Left Margin X 4cm

Right Margin : 4.cm

Alignment X Justified

Font ; Times New Roman
Font size : 14

Line spacing : 15



6.2.

6.3.

7.1.

1.2.

7.3.

8.1.

8.2.

(for quotations and indents — font size 12 in single line spacing)

If any document is typed in a local language in Trial Courts, it must be
prepared using xxx Unicode Font 14.

The document should be converted into Optical Character Recognition (OCR)
searchable Portable Document Format (PDF) or PDF/A using any PDF converter or
in-built PDF conversion plug-in provided in the software. PDF/A is the preferred
format.

A document which is not a text document and has to be enclosed with the Action
should be scanned using an image resolution of 300 DPI (Dots per inch) in OCR
searchable mode and saved as a PDF document. The procedure for converting a
document into an OCR searchable PDF as mentioned above and as required in clause
8.lissetoutin APPENDIX — 1.

Digital Signatures

The PDF document shall be digitally signed either by the parties and/or by their
Advocate. The digital signatures shall be appended on such places on the PDF
document as prescribed under the extant rules. If neither the party nor the Advocate
who has been engaged possesses a digital signature, a print out of the Action shall be
physicaly signed by the party concerned and/or their Advocate in accordance with
rules and it shall thereafter be scanned and uploaded.

A List of recognized Digital Signature Providers and the procedure involved in
appending single or multiple signaturesis set out in APPENDIX —1V.

A litigant in person or advocate who does not possess a digital signature issued by the
competent authority can authenticate e-filed documents by e-Sign based on Aadhaar
authentication. In addition to the above, for the District Courts a litigant in person or
advocate who does not possess a digital signature issued by the competent authority
can authenticate e-filed documents by making use of One Time Password (OTP)
transmitted to the mobile phone of the concerned person.

Do’s and Don’ts

The text documents and scanned documents set out in clauses 6.3 and 7.1 should be
merged as a single OCR searchable PDF file and should be book-marked as per the
Master Index, duly approved by the Registry. The procedure in this behalf is, set out
in APPENDIX — V.

The merged documents should be uploaded at the time of on-line e-filing. Screenshots
of the manner of accessing the on-line e-filing portal and for the filing of the main
case and documents including written statements, replies, replications, rejoinders,
affidavits and evidence by way of affidavit in a pending case are set out in
APPENDIX — VI & APPENDIX — VIA concerning the High Court and District




8.3.

8.4.

8.5.

8.6.

8.7.

Courts respectively.

Once e-filing is accepted, the filing or registration number shall be notified to the
Advocate or litigant in person.

In so far as evidence in the form of an electronic record, such as audio and/or video
files, which are to be filed in the High Court as set out in APPENDIX — VII shall be
followed. As and when this facility is made available for District Courts, the
procedure to be followed will be notified by the Administrator.

Special Characters are not alowed while e-filling Memo of Parties and Advocate
remarks.

Document Binary File Name Standards
The following special characters are not allowed in afile name:

A quotation mark (")

A number sign/Pound (#)

Per cent (%)

An ampersand (&)

Asterisk (*)

Colon (3)

Angle brackets (less than, greater than) (<>)

A question mark (?) (*allowed in Delhi High Court)
Backslash (\)

Forward slash (/) (*alowed in Delhi High Court)
Braces (left and right) ({ })

Pipe (])

A tilde (~)

The period (.) character used consecutively in the middle of the file name or at the
beginning or end of the file name.

File names should not exceed 45 characters in length, including spaces. Single space
must be counted as one character each.

Online e-filing shall not be watermarked or encrypted. The e-filed documents shall
not contain any virus, maware, spam-ware, trojan horse or the like. All the e-filed
documents shall be legible and free of markings, track changes or annotations.

Payment of Court Fees/Other Charges

Court fee and other charges can be paid either electronically by purchase on the online
facility provided by the authorised agency or from the Designated Counters provided
for the purpose in the High Court and District Courts or from any authorized court fee
vendor. The Transaction ID provided upon payment of court fee and other chargesis
required to be entered in the appropriate field at the time of on-line e-filing.



10.

10.1.

10.2.

10.3.

10.4.

Retention of Originals

Originals of the documents that are scanned and digitally signed by the Advocate or
the litigant in person at the time of e-filing should be preserved, for production or
inspection, as may be directed by the Bench.

The signed vakalatnama, signed and notarized/attested affidavit and any other
document whose authenticity is likely to be questioned should be preserved, at least,
for two years till after the final disposal of the Action. Final disposal shall include
disposal of the Action by the superior appellate court.

Notwithstanding anything above, the following documents will have to be preserved
permanently:-

a) A Negotiable Instrument (other than a cheque) as defined in Section 13 of The
Negotiable Instruments Act, 1881 (26 of 1881).

b) A Power-of-Attorney as defined in section 1A of the Powers-of-Attorney Act,
1882 (7 of 1882).

c) A Trust asdefined in Section 3 of The Indian Trusts Act, 1882 (2 of 1882).

d) A Will asdefined in Clause (h) of Section 2 of The Indian Succession Act, 1925
(39 of 1925) including any other testamentary disposition by whatever name
caled.

€)  Any contract for the sale or conveyance of immovable property or any interest
in such property.

f)  Any other document as may be directed by the Bench.

The responsibility of producing the originals and proving their genuineness shall be of
the party that has electronically filed scanned copies of the document.

11. Accessto the Electronic Data of the Action

Free of cost access will be available to the authorized person(s) in respect of data e-filed
by any of the parties to an Action, asis presently being provided qua pending Actions.

This facility shall be in addition to the procedure put in place for obtaining certified
copies.

12. Exemption from e-filing

Exemption from online e-filing and e-filing via Designated Counters qua either the

entire pleading or a part of the pleadings and/or documents, may be permitted by the
Bench upon an application being made for that purpose or by Hon’ble the Chief Justice

upon issuance of an appropriate order on the administrative side, albeit in the following

circumstances:

i)
i)

where on-line e-filing is for reasons set out in the application not feasible; or
where there are concerns about confidentiality and protection of privacy; or



i)  where the document cannot be scanned or filed electronically because of its size,
shape or condition; or

iv) where the online e-filing portal is either inaccessible or not available for some
reason; and/or

V) for ajust and sufficient cause.

13. Service of Electronic Documents

In addition to the prescribed mode of service, notices, documents, pleadings that are
filed electronically may also be served through the designated e-mail 1Ds of Registry
officials to the e-mail address of the advocates or parties, if available. E-mail 1Ds of
Registry officials will be published on the Court website to enable the recipients to
verify the source of the e-mail.

14. Computation of Time

14.1. Wherever limitation/time limits apply, it will be the responsibility of the party
concerned to ensure that the filing is carried out well before the cut-off date and time.
The date of e-filing will be taken as that date when the Action is electronically received
in the Registry within the prescribed time on any working day. For computing the time
at which e-filing is made, Indian Standard Time (IST) will apply.

14.2. E-filing through Designated Counters will be permissible up to 1600 hours on any
court working day. Online e-filing carried out after 1600hours on any day, will be
treated as the date which follows the actual filing date provided it is a court working
day. Actions filed on a day declared as gazetted holiday or on a day when the court is
closed, will be regarded as having been filed on the next working day. For the
computation of limitation, online e-filing shall be subject to the same lega regime as
applicable to the physical filing, save and except as provided hereinabove.

14.3. The facility for online e-filing through the web portal shall be available during all
twenty-four hours of each day, subject to breakdown, server downtime, sSystem
maintenance or such other exigencies. Where on-line e-filing is not possible for any of
the reasons set out above, parties can either approach the Designated Counters for e-
filing between 10 am to 4 pm on court working days or take recourse to the physical
filing. No exemption from limitation shall be permitted on the ground of failure of the
web-based online e-filing facility.

14.4. Provisions for limitation governing online e-filing will be the same as those
applicable to the physical filing. The period of limitation for such actions will
commence from the date when e-filing is made as per the procedure prescribed in these
Rules.

15. Procedurefor Filing Caveat

All caveats can be filed on-line. In so far as the High Court is concerned, the procedure
is set out in Appendix— VIII. As regards the District Court, as and when the
application is made available, the relevant procedure to be followed shall be notified by
the Administrator.



16. Hard Copiesof Pleadings and Documentsfiled Electronically

Advocates, as well as parties, may print hard copies of al pleadings and documents
filed electronically for their use in the court or elsewhere. The Registry will wherever
required to prepare hard copies for official use.

17. Storage and Retrieval of e-Filed Documents and Pleadings

E-filings will be stored on an exclusive server maintained under the control and
directions of the High Court / E-Committee. Each such filing will be separately |abelled
and encrypted to facilitate easy identification and retrieval. The security of such filings
will be ensured. Access to e-filings would be restricted in the manner provided herein
above and as may be notified from time to time. For continuity of operations in case of
disaster, natural calamity or breakdown, a mirror image of e-filings available on the
servers located in the Court may be maintained at different geographical locations, as
decided from time to time by the High Court / E-Committee.

Provided for marking electronic records as exhibits in the course of the trial, the
protocol set out in Appendix IX shall be followed qua the Actions instituted in the
High Court. As regards the District Court, as and when the application is made
available, the relevant procedure to be followed shall be notified by the Administrator.
However, the mere assigning of a unique number to the electronic record will not
amount to the authentication or proof of such electronic record. Nothing in these rules
shall be construed as dispensing with the proof of the electronic record as required
under the law.

18. Residuary provisions

18.1. The e-filing made by an Advocate/litigant in person will be rejected if they do not
follow the protocol mandated by these Rules or practice directions.

18.2. Subject to such further directions as may be issued, it would not be obligatory on
the part of the opposite party to accept pleadings and documents by email. In such an
eventuality, hard copies of pleadings and documents will have to be provided to the
opposite party. In such circumstances, the plaintiff/ petitioner can be called upon to
deposit the charges calculated based on the number of pages per defendant/respondent
which are required to be photocopied. This facility will be provided by the Registry on
awritten request being made by the defendant(s)/respondent(s).

18.3. The Registry will communicate the objections, if any, regarding the cases filed by
email/SMS/web hosting to the concerned Advocate/litigant in person. After the
objections are cleared the case will be processed for listing and the Advocate/litigant in
person will be informed including by email/SMS.

19. General Caution

Email is not a secure medium of communication. Any communication transmitted by
email can be intercepted or read by a third party. An Advocate or litigant in person



seeking to transmit confidential or sensitive document/material shall approach the
Registry for requisite assistance/advice.



APPENDIX — |

APPENDIX — A

APPENDIX — 1

APPENDIX - [1A

APPENDIX — 11

APPENDIX — IV

APPENDIX -V

APPENDIX - VI

APPENDIX - VIA

APPENDIX - VII

APPENDIX — VIII

APPENDIX —IX

APPENDICES

List of Designated Counters (For High Court).
List of Designated Counters (For District Courts).

Screenshots showing the procedure for registration. (For High
Court)

Screenshots showing the procedure for registration. (For
District Courts)

Screenshots showing the procedure for converting a document
into an OCR searchable PDF.

Screenshots showing the procedure for appending single or
multiple digital signatures.

Screenshots showing the procedure for book-marking.

Screenshots of the manner of accessing the on-line e-filing
portal and for the filing of the main case and documents
including written statements, replies, replications, rejoinders,
affidavits and evidence by way of affidavit. (For High Court)

Screenshots of the manner of accessing the on-line e-filing
portal and for the filing of the main case and documents
including written statements, replies, replications, rejoinders,
affidavits and evidence by way of affidavit. (For District
Courts)

Procedure for filing of all evidence in the form of an electronic
record, such as audio and/or video files, etc.

Procedure for on-line filing of Caveat with screenshots.

Protocol for marking of electronic records as exhibits in the
course of thetrial.



ANNEXURE - |

LIST OF DESIGNATED COUNTERS

v' eFiling Center 1, Chamber No. 4, LCB-1 Delhi High Court
v' eFiling Center 2, Filing Counter Original Side, LCB-1 Delhi High Court

v’ eFiling Ext. Counter, Facilitation Centre, Ground floor, Karkardooma
Courts, Ddhi

v’ eFiling Ext. Counter, Facilitation Centre 2, Ground floor, Dwarka
Courts, New Dehi

v' eFiling Ext. Counter, Facilitation Centre, Ground floor, Near Gate No. 2,
Patiala House Courts, New Delhi

v' eFiling Ext. Counter, Facilitation Centre, Ground floor, Rouse Avenue
District Courts, New Delhi

v' eFiling Ext. Counter, Facilitation Center Ground floor, Near Sub Post
Office, Rohini Courts Complex, Rohini Delhi

v' €eFiling Ext. Counter, Filing Counter, TisHazari Delhi

v' eFiling Ext. Counter, Lawyer's Chamber Block, Ground floor, Saket Court
Complex, New Delhi



ANNEXURE - A

| nfor mation regarding e-filing counter s functioning in
Delhi District Courts

Patiala House Court

1) | Facilitation Centre (Admin Block)

2) Bail Section Counter (Admin
Block)

3) Facilitation Centre (Family Court

Building)

Rohini Court

Ground Floor, Near Post Office

Saket Court

Lawyers Block

Rouse Avenue Court

Facilitation Centre/Filing Section

Dwarka Court

Facilitation Centre-2

Karkardooma Court

1) | Facilitation Centre, Ground Floor

2) Porta Cabin near Police Chowki
outside the Court building

3) Porta Cabin near Police Chowki
outside the Court building

2 Porta Cabin near Police Chowki

outside the Court building

Tis Hazari Court

Facilitation Centre/Filing Section




APPENDIX-II

Procedure for

REGISTRATION




USER REGISTRATION AS: ADVOCATE

At the time of registration a valid Email 1d & Mobile number to be
provided so that electronic notification confirming the status of online filing
can be sent.

NG OOURT OF DELHI
»Flog Managenent Syetn

Log In
TO REGISTER:

Loginip " o |

Passwerd *

1. Click “Register as Advocate/ DErwy
Party In-Person”

Sanxret

2.You will be directed tothe
Registration Page whereyou -
can Register as an Advocate or RargetPutwns™ Skt
a Party I n-Person



USER REGISTRATION AS ADVOCATE:

THE REGISTRATION FORM

Theregistration form requests infor mation about you.

1.) Select option Advocate {5H COURT IOF DECH
EF i WaaETEIT Sy

2.) Enter your

Bar Council Enrolment g

Number and o

Date of Enrolment . 3

3.) Enter Your Personal
I nformation.

4) Upload self attested
copy of Bar Council 1D/ i #
Bar Council Certificate

5) Enter Vaild Captcha

6) Click Register Button et ‘rr.iy
toregister your profile

fd

Fincx P i



1

After filling of
the details, click
on the
“Register”
button.

Apopis
generated to
confirm about
the information
filled by you.

If all the
information is
correct click on
“OK” button
else on “Cancel”
button to correct
the details.

USER REGISTRATION AS ADVOCATE

HGHCOURT OF DEL)

1

Fing Nonagoment Sycls

.o

Bax Negutw



USER REGISTRATION AS ADVOCATE:

LOGIN INFORMATION

The login 1D will
be allotted on the
next working day,
only if, the
application is
found completein
all respects.



USER REGISTRATION AS PARTY-IN PERSON

TO REGISTER:
MG COURT OF DELHI
»Flog Managernert Syetw
1. Click “Register asAdvocate/
Party In-Person” link
Y Log In

2. You will be directed to the
Registration Page where you can
Register asa Party | n-Person

fq

rasT g intered 7 faain a Alvaata/Man -

Forg ot Bassnet! 7 el e,



USER REGISTRATION AS PARTY-IN PERSON:

THE REGISTRATION FORM

FILLING OUT THE REGISTRATION: S
1) SdlectIn- RN S
Person radio L LA

button. -

2.) Enter Your
Personal — )
Information

3.) Upload self
attested copy 0
any Govt ID —

card

4.) Click

“Register” h_'h 1
Button to e \
register your

profile Bk Fegum




USER REGISTRATION AS PARTY-IN PERSON

LOGIN INFORMATION

Thelogin ID will
be allotted on the

next working day, /

only if, the A mael has Deen Sent at el | X000000NEI0L GO
o Your Login 1D & Password will be communicated el aparoval

application is o

found complete in
all respects.



Register for efiling
for High courts / District courts in India

and Become a Digital Era Advocate

eCommities
Supreme Court Of Ingl2

{

\

D
N \
Kd / 3
e \
Circulated by
eCommittee

SUFREME COURT OF INDIA




Reglster for efiling
for High courts / District courts in India
and Become a Digital Era Advocate

Register for efiling |
) it

= Are you an advocate practicing in High caurt | Distriet court of Indlia 7 ‘
* Do you want 1o Ble your case in the gomfort of your office 7
« Do you want fo file your case without visiting court complex 7

v’ Then cheose efiling -the digital oniine filing process

= 10 step Registration procedure MMvom-lmml
www.afiling ecourts.gov.in

= Visit efiling portal www.efiling ecourts.gov. h u\dhcm
mmwwmummowmmm '
Getting started ‘
‘Before starting registration keep the following detafls ready”
+ Detalls of your moblle number, emall |D rogisterod with court database

» Datalls of your bar enroliment number

« Digital photo In Jpeg/dpg format aizo betweon § KB and 5 MB

» identity proof (Any one Pan card / Aadhar card / Voter card / Driving License /
Bar Registration certificate in Jpeg / Jog format size between 5 KB and 5 MB

* Smart Phons / Laptop with internst connection

« As it |s a thme bound registration you need to complete
within 18 minutes. Dont atar! registration withoul having
gil the above detalls ready |

Lets start Registration

STEP: 1
Visit www.efiling.ecourts.gov.in




HIGH COURTS & DISTRICT COURTS

E-FILING REGISTRATION

STEP: 2

select your <state>

* by clicking on the drop list (or)
« by clicking the state directly from the India map

Click "Register” in the login page

REGISTRATION
Select the racdio bution “Advocate™ in the
AOVOCA'E STALTY N FERSON mismn far"
et L STEP 5 »
Sabim A
AR
* —— Fill up the following details
emsn e VA « Mobde Number *
Pt bagiee ¢ Plosabar X o
CHOGE Usie

« {* Tha metida nurebar and e amall 1D St i registersd with e count bem the
P a8 Vet Sagh ' advocalo crazioas must be fumished. If mobio rumbar and cend id arm 20t
ngisiored wh court catobans then regisiation wil not ba completnd and In
* O™ COURT « COGRT IRTAMLSHMANT Pal cose conBot concomod eourt for registaning he same)

» Bar Roglstration Number of the Advocats

MM COUNT
Suledt High Coet - * Choose User 1D (your preferable choice)
oI €9 Captibe * High Court | court establishment
+ Choose the High court
Ll g
« Enter the caplcha
= Click "GET OTP"

+ Check your registeced mobile number snd the registered amall ID for OTP You should

T z receive 2 separates OTF in your moblle number and the amall ID. in 50mes Cases you may

STEP: 6 recaive oo OTF In your mobille aumber alone, In that cass simier the OTP recaived In
your mobile number and proceed further.




Two OTP verificatios : If you have recelved Twa OTPs, Enter the OTF
recaived i your mebile nunber and Be OTP recsived In your smail id
In the respeciive snirybar and dick verlly OTP

for)

One OT7 verilication : Ie some cases If you hawve rocalved ose
OTF In your mebiis sumbder sloos, them snter thet OTF & the
OTR.

Fill other Details

Upload your Photo and ID
« Upload your Phota (in Jpegilpg format = | Password
of size less between 5 KB and 5 MB) =
using "Choose file" option [ - r‘ (Password must contain minimum 8 digit
« Upload Identity proof in image sizn less ' ¥/ and must includa 1 uppercase character,
than 5 KB and 5 MB using the "Choose |\ 1 lowar case character, 1 number, 1 special
file* option - charactor)
« Suppose you don't have digital photograph AR o Contive Password
just take a pholo from your smart phone i T

and upioad ‘ « First Name Last Name
‘ » Other contact number  Gender
« Date of Birth (DD/IMMWYY)

oo k]
STASE BIE M0 UD B

SETHINN § 0 AMD § M, wn:a’o‘:u-uc: | s Address Line 1 Address Line 2
RO IOEMAT S FORMAT \ . %
e City Stato
" Pincode

CArTTHWA e

Sebed 1 Pl T ¥

R STEP 10

Wt b P e -

» Simllarly, if you don't have digtal copy of your ID cards,
thon you can take a photo or scan the 1D cards using any
scan application and upload. Before uploading ensure

that your phote and the ID card are Ia the format Jpeg -
or Jpg and in slee between 5 KB and 5 MB STEP: 10
« Then you have 1o chooss the type of ID card upleaded Le. o Fay weiwe Res Gagin: snde Sivan I ok S
Pan card | Aadhar card | Voter card § Diiving License [ click the "Raglater” button te complete the
Bar Rogistration oertificalo from tho drop box Registration process. You will flsally get the message
*Registered Sucossfuly”

You have sucessfully become » registered Advecate of efiling
Welcome to the digital world of efiling of High Courts / District Cowrts of India
Start aflling you cases from the comfort of your office

A Ciroulated by
ecommittee
= Supreme Court of India




APPENDIX-I11

Procedure for

converting a document
into an OCR searchable




Therearemany free & trial version software available online that can be
downloaded from internet for creating OCR in PDF files. These includes
PDF -XChange viewer, Acrobat Adobe, Abbyy FineReader etc.

Open the PDF file containing a scanned image you wish to Convert in
OCR Format

Using PDF- XChange Viewer —free

From the main
menu, select
“Open” >
“Open an
Existing
Document“->
Open any PDF
Document.




From the main
menu, select
“Document" =
“"OCR Pages".

N B el 1 |
S - Mmoo Wier
Lma raiein!

P et 100 Bl wakis . | e el sl g
= gl ke

B P xS 1

g o i Bt W L s g

[ e f ]
10 H P e i ey

I wl fys sl 5 i Dol i o e o oy ol B
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SeleCt “Page -I e ey Sy T ek el s éj.—.:
Range* ;

- ey e

Select
“Recognition®

T e e b
W TPl A il P10 T

I i

Select “Output*

Image Quality
at least 300 dpi

Click “OK*

Belil barvs ol (5 e Tl s i = spciop & 00

e ke P e T e T e e e e

I olm - il ® LU _.ﬁi_- h




Document in "'"'"'_”T"-'-'-"-'" | P
OCR Format =

FIE Foow, S dassn] 1 8
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L% TR

([T} W R CE T
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e A e B W B e B e e e s e e et
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APPENDIX -1V

Please go to the website - http://cca.gov.in to get
thelist of Licensed CAs-

W ke At
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11 S e
12 Tedwh Ay
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16 T, Vevews
AR T

b -

= | g ;
c‘.')%é Copricom ¥ NSDL Vm
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Procedurefor Digital Signature

Using PDF Signer.
o ¢ 1 '
Select “A single PDF o Y
document” or “A T4 St T Dl Coviide | | Unae Zattuen
F0|d6|' W|th PDF 1 A e FOF dunsmes ) Al ot ITF mnerm Thswrt 2ot s wtund W ibved Sy Vd ow
e 29200 11 Corthoe Sovvem Pade Wooeot
documents”. . - St Tih o o h mmegmten Bt
ey st Doty AF\T Locgtes Wczmd Sow
/ T Pase et v g eureted S srwn Dha wgvi o e sty 30T
Select Source [ oty PO S
/C] S ey e Demag OUTH T N VAP -
Select Destination Clkdrainte ke
vy | L) Thes ing names T Suegey S
Sarws ko || Ennet Sooumert
Fomow Labun e D w Sgatann o

MNumbe of 20F Socsmetx ! Wnmoes A3



Select Digital
Certificate

Select your
Name.

Click OK

1 frgmmudm Ul e

tamd dw oala cefcEe wd e 3da s
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Pl kol  Melp
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() Awnge PO cocumernt ) Afukier with #OF documents Curw conficte vae smac 39 Jeved SNcwar k] et
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Clhery vy Deshaon 1?"’ Lecatar Mot Gom
[ Famwwand 40 apm evcnpted doouvents Dighsl sgruiire hush dhgoitten  GHAL v
Desranon 3 Conty P07 et
L Ve ko Dusbeicn OUTPUT Vel TEgEY Bt
[ Vistte sratom bx | Siorvtw Apewarce |
Sogwr; wevr [ Tone gavg docamat Tiew Dampng Setirga
Sgrwny scaton [ Enomot document > —
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IN THE RGH COURT OF DELSI AT SIW DELMx
« ABCRYI XD
1. Goto x

Destination Agolam
Folder & G
check -
Digitally T
signed PDF —

File comast

troembent

2. PDFFileAfter . EbAE
Digital
Signature -

3. Digital
Signature
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APPENDIX -V

There are many free software program available online that can be
downloaded from internet for creating bookmarks in PDF files. These
includes Foxit Reader, Abbyy FineReader, Adobe Acrobat etc.

Foxit Reader(Using for Bookmark)

Download the software from website
https://www.foxitsoftware.com/pdf-reader. The software program
may be downloaded by clicking on Free Foxit Reader Download link
available on website.

Foan I

Foxit Reader

cuttrvys Most Powearful §




Open the PDF file to Bookmar k

Using Foxit Reader —freetrial

Select & open  mm ..
the PDF

document to

make B
bookmark

[ Ff e



Using Foxit Reader —freetrial

® - L S — - 1=
Bl = = = Sip fwmm e G b s S e e W =
. . A — 5 o - 5 e L 1 - - P e -
Right-click the Rl e D e L B L e D 'F,. e .'_“.
selection and e | T

click Add ;
Bookmark...
on the shortcut - -

/.-._.._. T R ITTH s SERVECE EXTNATTIT  Wive
menu or Press i Lotininic
CtrI+B > Ci’k/ i

(R + Enal U oo s © bedes
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Kadi i B r s el o e, Pl i e vl i i R o e i kT
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Using Foxit Reader —freetrial

1. Type the name
of your Bookmark

2. By default, the
newly created
bookmark will
point to the start
of the current

page.
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APPENDIX-VI

Procedure for accessing

the online web portal and
electronically filing




DELHI HIGH COURT WEBSITE

"
LA 1}
el
High Court of Delbi
e | Betery | Antge | Ay’ | G Basausun © o4 lmsy ¢ Ragaset § untbovt | Do | e
1) Go to
VWW.J I 2 A -
s TRV e ]

P | 11 =1
2) click on e-filing link I - e

IR YEARS OF

Jpe—— CELESRATING

tuins Pt THE MAMATHMA ars”

- £ oee

SRR . " C

apras -

-t g ar— : vty

‘:" T e ‘ -

. »” “

P -

- e ¢ - o)



LOGIN

Only Registered Advocate/ Party In Person can filethe cases

i e 2IRTOEDELN
Log In
1 Pleasg Enter L_ogin . S
Credentials & Click Submit
Pocswara
P18 I YA (o
—
N Negsleel TI0l e 3

Frgrt famanit ] heoe



LOGIN

First Time Login

PR COUA T o (ELH
a Firuw) e e e g

When login first timein e-filing
system user will be prompted to i S
change the password

Lo 1D * | E1I53199E

T L e
B Pl T ¢ | e

Tyl Pamiierrd © [ ossassn



Guidelines for usage of password

= Sharing Login IDs and password is prohibited. Access to the online application account is restricted to the
individual/firm to whom that account is assigned.

= Do not share password with anyone.
= |fyou fail toLogout your account will belocked & activated after 30 minutes.

= Asauser of the E-File Application, you can change your password anytime. However it will be mandatory
for the new user to change the password at the time of first login.

= A valid E-Filing Application password must be at least eight characters in length and contain at least one
special character one capital letter & one number.

= The password should not be the same as or a subset of your User ID. Other methods of protecting your
password identity is to make sure that it is not easily discernible, such asa common name or location and
should not be posted or stored in a location easily accessible by others.

= |f you forget your password, you may reset your Password by using Forgot Password link.



AFTER LOGIN

1) After login to e-filing
system you will get the
status of the casesfiled
under different -
categories MAIN, e-Filllng ( Tresh cmmes)
APPLICATION, e
DOCUMENT &
DRAFT

2) Therearetwo main
menu items
i) e-Filing :-Under this
menu there are following
sub-menu items LN
v/ 1. Main Case
v 2. Application
v 3. Document
v 4. Vakalatnama
v' 5. Caveat

VEGA COWET CF DXL

£ W) FeragE ol e




AFTER LOGIN

ii) Inbox :- Under this menu 33N SOURT OF DeL
there are sub-menu items A diaran '
v/ 6. Main Case | nbox

v’ 7. Application I nbox

v/ 8. Document | nbox o

v 9. Caveat |nbox ooy

v 10. Previously Filed Cases .

v/ 11. Draft I nbox S B
v 12. Caveat Match L~ -

v 13. Add Reference No for =

mentioned cases e woxawe | 0 bows

1A Seave bwas

an ntca Agy casce roca




MAIN CASE FILING

Click on the link e-Filing = 1. Main Case

HIGH COUST OF DELHT
Fdinyg Monbgment Sesltm

i1 Pl Cikiae Dt ppliatin Bk

Blain fidin Ak Stian Tl

N, Lacum e b B sl b

Daciimsr insng




MAIN CASE FILING

Step 1 On completion of form of MEMO OF PARTIES, click on the button Next.

1. Enter Petitioner / Plaintiff THG COURT OF DAL

details #-Fiing Masagarert System
2. To add ancther Petitioner/ )
Plaintiff details click on BT I PIEHD OF PARTIES s
“ADD”. s -

LEE PR e TR - e SO L

i FIDLN M Fl 20y L0580
3. Enter Respondent dm |

i

4. To add another ~ape = e T o =3

respondent details, click
on “ADD”.

\ TAE DT DELHE - OB M
™ s



MAIN CASE FILING

Step 2 Now the screen for filling other detail will appear with the Petitioner and

respondent details as you had entered in the previous screen.

*Select Case Type HEGH COURT OF DELHE
(Mandatory) w-Filing Hans gt Spstam

After filling above fields you
may fill the following as per
your requirement.

* Impugned Order

* Name of Organization

+ Constitutional ; 5
» Criminal

» Land Acquisition s Wam

.« Tax *

* Motor Accident
o Acts Plrs nam Humay

e e 7T T e FILING DETAIL

You can choose any option to fill and can go to the next page anytime.



MAIN CASE FILING

Step 2. Impugned Order = To use this option Click on Impugned Order Tap

HIGH COUET OF DELH]

= Fillng Sarmapemraet Sy i ey

T T T TiT Bt UL DG ETATL Pravinie 14 r---:r
*Select Court Name . =
*Enter Case Details * g 5
*Enter Decision Date & ; "
Select the decision i ) P || il || il ] e || W T i

Frarioga ez



MAIN CASE FILING

Step 2. Name of Organization— To use this option Click on Name of Organization Tap

HIGH COURT OF CELHI
a-Filing Fianagamars Syegtim

= il e ngense— FILITHE ETAEL Pt [ 4] ” _"I
*Enter Organization s LM LT

Name

i o el wEmiilaana ST LE ) it Sd s P T Uhdar S rdel =

Fiogs arom Mani



. FILING

Step 2. Constitutional = To use this option Click on Constitutional Tap

HIGH COUET CF DELHT
B-Filing Mansgiamenk Syoism

(O] T 77 & o e A FLLEMG DETAIL Proiioua 4] ]
e

*Enter Details g T TR T TIT R G

SELLLE RiFR-Ci CApEIrREn [ LT el L P [T e E ] Ty

Frewans Pt



MAIN CASE FILING

Step 2. Criminal = To use this option Click on Criminal Tap

HIGH COURT OF DELHI
s-Fllimg Hansgamane Syminm

e
Braylois (1] L

R LT T ] FILING DETAIL
FER

» Select Palice Station ippe = FL . R
"Enter FIR No. e LRt .'-....'r....:l\.. wrim Pk -._.. (T
*Enter FIR Date
*Enter Sections of IPC

Pt db P



MAIN CASE FILING

Step 2. Land Acquisition = To use this option Click on Land Acquisition Tap

HIGH CGURT QOF DELHI
e-Fling MarapgEment pakam

AN = v [ FILTHG BETAN oyt [4] [F
i Kzl

* Enter Details

e el Crgaann rmrizmaal ara [& 8 TR e L Limy Bim naerr T

T L]



MAIN CASE FILING

Step 2. Tax = To use this option Click on 7ax Tap

HIGH OOURT OF ELHI
=Filing Manaprmant Sy=ism

EEREENI B T 1o (e FILEMS DETAIL b

Mo

* Enter Assessment
Year

=y i (hibey | e o (v s pn v rer 2 wrp Tan | o dmvibea || die

Prorscis L



MAIN CASE FILING

Step 2. Motor Accident > To use this option Click on Motor Accident Tap

HIGH COURT &F CELKI
E=Flling MManagemant Seckar

R T FILTHG BETATL pruwios (1] 1F

Meal

» Enter Name of
I nsurance Company

e of CgErarE e LT ] Lrrm wi S T TS T B A TE [T

Frawunm Myt



MAIN CASE FILING

Step 2. Acts = To use this option Click on Acts Tap

PR Ee 7 3 i W T AL iewamml?] [*] oy

* Select Act TRSPITR NS T St o - gas prpsa b
\



MAIN CASE FILING

Step 3.

HIGH COUET OF DELHI

wFling Mipaparesd Sydam

« Enter 17 digits | | Torw | FILE UPLOAD A —
P e P Bt o e ST B 1 |

eCourt fee number & T
Click ADD ///ﬁ

Spmmrs L BN e



Step 3.

1. Multiple eCourt fee

receipts can be clubbed.

2.You can also remove
e-Court Feg, if itis
wrongly added by
selecting the checkbox
beforethe locking of
e-Court Feeand click
on Remove button

3. Advocate Remarks
can be added, if any

4. Upload the prepared
petition in PDF format
5. Click on Upload
Document button to
complete the process of
main casefiling

MAIN CASE FILING

HIGH CIHBRT OF DELHE
= "firg MansgsEmant Beakam

=N [ T FILE UPLOAD
e u e i Brrews b (F gy ik
e e T T— R
4 nil
T T a5 oo 111 %
L)
®
L 1 T ] eouen Dowansad

i b L3



MAIN CASE FILING

After uploading the case, the following screen will appear with the Diary
number for the case you have filed

Diary no. for the current
filed case.

Email & SM S has been v Diary No. E-434802/2020
sent to your registered
email id & Mobile No.

Fileisforwarded to
scrutiny assistant.

Please Click here and fill
detailsif matter isurgent

Check inbox for status.



Add Reference Number

One Reference Number (provided at time of allowing of Urgent Application) can be
used for filing that particular case and will be clubbed with one Diary Number only.
Same Reference Number cannot be used in more than one case.

Diary number 2
\ Ard Arference Number Deimly
Diary Year fﬂﬂ]."_..l ;

Reference Number i

=

. pre
Please Save —//m/

]
[T
e

o T Py

20 B

¢ LRI

LR P

LOWGOET



Add Reference Number

" v Sucessfully Saved



MAIN CASE INBOX

INBOX: Now you can track the status of case filed through your inbox.

1) Inthe system thereis . o DF
facility of tracking the o-Fiing Nirpgermest Syser
status of different types of

filingsviz Main, —

Application etc.

2.) Click on the Main Case C G
Inbox sub menu under o
Inbox menu et

there aretwo tabsviz uanA fan femf)
SCRUTINY=- Liststhe LA -
cases which arein scrutiny ’
stage



MAIN CASE INBOX

INBOX: In this you can track the status of your cases.

1) DEFECTIVE- Lists A4 08T O
the cases which arein BTy Manegerient Syyien
defective stage

2.) Toview the defect in
caseclick on List Of
Defectslink

3)In DEFECTIVE =

option are given to e
REFILE the defective frreeh
cases, after removing the - E
Obj ections. LANER FANP

RaFeTUL



MAIN CASE INBOX

On Clicking List of Defects, all the objections raised by the Scrutiny Assistant(s)
will be displayed
HIGH COUAT OF GELHI
l.) Option to enter m=-llng Hensjamant SdEam
remarkswith respect to
every defect(s) raised by Seruting Report 6
scrutiny assistant. ;

2.) Click “Save” after i v S i i
giving remarks, if any




APPLICATION FILING

In this you can do Application filing in the already filed matter.

1) Thereisa submenu o
Application availablein e- :
Filing menu .

2) Select Case Type, Case
No., Year of the already filed !L:;"_

matter and click on Go e
button vi er

Year

Case Case
Type No.



APPLICATION FILING

LGH DOGaT OF D
B ied MEFS3E e L THL

1)Select Filing Type

Select the Type of filing you PHr——
want to do \ ! T
2)Select Application Type B e {
Select the Type of M;, — R
Application to befiled. - P el ,
7 ! {- =
} 1 ridpmin]
S



APPLICATION FILING

HiRH COLUET GF DELHT
+-Fiirn Fhirareres: Spdemn

3) Select document
To upload

4) Click on Save
button to submit the
Filing.



APPLICATION FILING

After uploading, following screen will appear with the Diary number for
the case you have filed

HiGH COUET OF OELH]
ol R A FL T STt e

Diary no. for the current
filed case.

Email & SM S has been

sent to your registered : . ELAEQAS 0"
email id & Mabile No. v" Diary No. E-435945/2020

Fileisforwarded to
scrutiny assistant.

Please Click here and fill
detailsif matter isurgent

Check inbox for status.



APPLICATION INBOX

INBOX: Now you can track the status of Application Filing through your inbox.

A CIRAT OF DELM

1)) Click on the B gl gty
Application Inbox sub
menu under Inbox menu i st b e

2.) under Application FirHLE
Inbox there aretwo tabs
viz

SCRUTINY--- Liststhe i ¥
caseswhich arein scrutiny ] H
stage et i
DEFECTIVE--- Liststhe s B L
caseswhich arein AL IR
defective stage LR .



DOCUMENT FILING

In this you can do Document filing in the already filed matter.

1) Thereisa submenu v COURT 3 BT
Document availablein e- atiz swretesndeces
Filing menu .

2) Select CaseType, Case
No., Year of the already filed ~+ss
matter and click on Go -
button o

o

ot 2 )

——— '

Lo

Year

Case Case
Type No.



DOCUMENT FILING

In this you can do Document filing in the already filed matter.

HIH LUK O
whihr Flesamara ] Tyslar

1) Select Type of Document
for Uploading ep—
2) Select Party "

3) Add e-court fee

4) Select document |5
Toupload I

5) Click on Save button to
submit the Filing.




DOCUMENT FILING

After uploading, the following screen will appear with the Diary number
for the case you have filed

HIDH OCURT OF DELHE
=-Fiing Hanagemes i Syemm

v" Diary No, E-435846/2020



DOCUMENT INBOX

INBOX: Now you can track the status of Document & Vakalatnama Filing through
your inbox.

1.) Click on the Document
Inbox sub menu under = ) e 3
Inbox menu

2.) under Document | nbox
there are two tabs vi
SCRUTINY--- Liststhe

caseswhich arein scrutiny

stage
DEFECTIVE-=TListsthe LT s
caseswhich arein .

defective stage



DRAFT INBOX

Draft Inbox: It keepsthetrack of main cases which are not filed yet due
to some reason.

HEGH COURT OF DELHI
2-flling Management System

Fd M | LTHE O R S [RRL]] Frvea

) FHUTHE
1.) Click on the Draft ¥ ePhg

Inbox sub menu under - s

Inbox menu S g
v Ligun il o
v Lo |
1 VB Prreos Fisd s

CHAMEE PASSWOED

LGOI
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A Step by Step Guide for efiling

(For High courts & District Courts of India)
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A step by step guide for efiling
(For High Courts & District Courts of India)
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Ubuntu cum CIS Master Trainer,
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Disclaimer
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for the study and training purpose. References made are indicative

and may not be used for any official or judicial reference.
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A Step by Step Guide for E-filing
(For High courts & District Courts of India)

1.1. Introduction

Welcome to the digital world of E-filing of High courts /District courts of India and this user guide
will help you with step by step how to efile your case in the online €filing portal. Follow this step
by step guide and Start E-filing your cases from the comfort of your Officeand And join the new
band of DIGITAL ERA ADVOCATE.

1.2. Getting Started

@ Before starting efiling confirm and ensure the following details:

® You must be aregistered Advocate in www.efiling.ecourts.gov.in

@ |If you are not aregistered Advocate, immediately register today in the efiling portal by
watching our helpline tutorial/manual .

@ To Wach the Hep video [/ manua click on this hyperlink

https://efiling.ecourts.gov.in/help.

@ Unlessyou are aregistered user you cannot efile a new case
@ Keep you registered user name and Password ready. Lets start efiling anew case
@ Letsstart efilinganew case.

1.3. E.Filing portal www.efiling.ecourts.gov.in

Type (www.efiling.ecourts.gov.in) in your browser you will reach the filing online portal.

{8 High Courts & District Coarts
& g i

.

NIDG  Sepreme Cout [ Coart  Ditrit Cout
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1.4. Select your< state>

(1) by clicking on the drop list (or) *'@
(i) by clicking the state directly from the India map *-:%_\. - s

LOGIN = ? '
— i DA (Y54 -—-—.-.-.

s i 1.5. Login

e Typetheloginidand password

e Enter the captcha

< yOur grasywa *
Fopgot wour \eario @

e Click on LOGIN button.

—

Ploase Enter your 10 digh maike 1o
regitered mih eFibng Portal

1.5.1 Forgot password :

If you forget your password or User-1d, you can Prease mrider yoor vaid amal o

regusered with efileg Potal
click on the same and can enter your 10 digit it

mobile number or valid email id which you had
registered with e Filing Portal at the time of

Registration and then rest your password..

1.6. Dashboard :

= [ TSN

My s T S
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Dash board is the most important page from where you can keep track of the e filed casesdigitally
under two head (a) My e filing status and (b) My e filed cases. Let us see one by one.

1.6.1. My e filing status:

My &-Fling Stans

Crall

The e filing status shows the cases pending for acceptance, the cases not accepted, cases which
have deficit court fees the cases pending for scrutiny and which aredefective. There is another

wonderful option under Draft where you can store all your drafts which are ready for efiling.

1.6.2 My e filed cases:

My e Alerd Caney

E 0
w Filed Doviewerm

553 0

"

Under e filed cases you can see your list of e filed cases, e filed documents, deficit court fee paid,
the list of Interlocutory Applications(lA), the list of Rejected Cases, the list of Idle/Unprocessed e
Filed cases. So once you e file your case you

&, e-Filing

can keep track of the case digitally using dashboard option without
even visiting the court complex.

1.7. New case option:

After you login, you will be welcome d by the dashboard with the filing
menu list on the left hand side . In the e filing menu listClick on ‘New

Case’ Option under the dash board which will takeyou to the form

whereto file the case.

Guide for efiling in High Courts & District Courts of India. (Page 3 of 14) Circulated by e-committee,Supreme Court of India.
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1.8. Whereto file High court /L ower court:
After Choosing the new case option in the dash

board page you need to select where you are @) HIGH COURT LOWER COURT
going to file the case whether in the :

High court or in the Lower court . For filing in the High court choose the radio button for High
court and for filing in the lower court choose the radio button of the lower court option . And fill
the following details through drop box i.e High court , civil or criminal ,Matter Type, Case
Type, and whether it is MACT case or not and whether it is an ordinary or Urgent matter. In case
of lower court choose the State, the District, the Court Establishment in addition to the above

particulars.

R New Case - Wiw

=3 0

Check all the particulars and if it is correct then click on submit button .If you want to make any

corrections then click reset button .

1.9. Filling up of forms:

1.9.1. Colour coding:
The next stepisto fill the digital forms generated. Before filling up the forms we need
to understand the colour coding used in the forms page which will make our task easier.

> Blue colour for theforminuseand Active

> Green colour for the form whichiscompleted or Done .

> colour for the forms which are

> Red colour for the formswhich are mandatory to befilled up.

Guidefor efiling in High Courts & District Courts of India. (Page 4 of 14) Circulated by e-committee,Supreme Court of India.
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& Fling Form
@ <ive (@ ooz

omond . Cae LR

1 3 "

Though there are optional forms and optional fields it is advisable to fill up all the details because
only then you can have a complete digital picture of your e filed case. And don't forget that after
filling up each and every

form click “SAVE” and then “NEXT” .

= 6

1.9.2. Complainant/Petitioner form:
In the complainant/petitioner form you need to fill up all the details relating to the petitioner. And

the fields with red star are mandatory. But it is advisable to completely fill up al the details. For
example the mail is given as optional .But only when you fill up emailyou can get various aerts to

your inbox from the ecourts services. Hence fill up all details and click “SAVE” and then “NEXT”

[T DA Hationsr Mopsrsalion
Ovgammanzn & (L™ &
Coovopin rmm | Dottt arar * RV OROA WAL e M, - fp— A ad
AEAeCE MY TIRAZIRICIET, WAL AT
fenar of Compiaram | v 5
PRIEIOST WIS T T NATS
- N
Batote s Mpeee RAMAOT ey = Bislo* HIA ,i
Dale of Wil COAMIYYY > Diwrdcs* DL _'j
T smn > " 1
fpe * A% » -
Town =3 .{
Oencm = rae ’- Qrw
o waean ML T WA J'
g oo ey j
iancs Ty E
Caere RS j
oo “
s (e Cooe Jelect Fonce Samom
ERacl - QR

1.9.3. e filing number:

The Saved Form will generate an e Filing
Number at the Right Top. It can be noted
for your reference.

Guide for efiling in High Courts & District Courts of India.
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1.9.4. Respondent form:
The respondent form is similar to the petitioner form and hence fill up all the detailsrelating
to the respondent and click “SAVE” and then “NEXT” .

-

e e

After adding all the details you will get the message as respondent added successfully

1.9.5. Extra information Form (optional):

Camne

If you wish to fill up any extra information regarding complainant or accused, like the Passport
number, Pan card number, Fax number, Phone number Alternate Address it can be filled up under
this form. Though this form is optional it is advisable that these al particulars to be filled up as far
as possible. After filling up the extra information, click on Save button and; then Click on Next

button. But If you do not want to fill the extra

Guide for efiling in High Courts & District Courts of India. (Page 6 of 14) Circulated by e-committee,Supreme Court of India.
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information about the Complainant/Petitioner or Accused/Respondent then directly clickon the

Next button.

1.9.6. Extra Party Details :

.....

The Extra Party information arises in cases where there are more than one parties on the
Complainants/Accused side or on the Petitioners/Respondents side or on both sides. Though this
Form is aso optional, it is highly recommended that it need to be filled up because once this form
Is submitted it cannot be modified later .

Note 1. Once you submit this efile. can not modify exira party

2 I is recommendead to All in Extra Party detaills though not mandatory

B [E5] BT

1.9.7 Case Detalils:
The Case Details Form

contain the particulars of
Cause of Action Details/
Date/ Dispute Place, the | wewmmss
clam amount, Any
Important Information/ s l

Subject/  Reason, the
Prayer, Relief
Particulars.
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1.9.7.1. Hide Party:

Hide party is an important option in Case details form. In case of offenses against women and
children, POSCO act matrimonial disputes wherever law mandates the protection of the identity
of the Victim or petitioner then this option should be enabled so that theprivacy of the
petitioner will be protected and the mandate of law can be complied with. Hence the identity of the
Hide party option enabled person will not be revealed in the digital screens!

1.9.8. Act-Section:

Fill the details of the Act and Section and save the details and then click Next tomove to
the next form .

Act*: CODE OF CiVIL PROCEDURE Act Section* : ORDER.21.RULE 1] @

Add more

Cremn L one [ s

1.9.9. Signing Method:

@ Inthee-signing option, there are three options to sign
e uploaded and later on e signing Using Aadhar
e uploaded using digital signature digital token.

e Uploaded and later on e signing using mobile OTP. You can choose any one optionand then
proceed further by clicking SAVE and NEXT .

Docsmonts) POHS Wik e *; Phoa0ed 06 W O ESarwd Useg oy At
1 Digital Toban

phoaded 1 4 YhEitel ; nobik QTP

!

e Y e
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1.9.10. Upload Document:

S | - Bewse®

Docar s Rerw Upoases Ouuyems nass e R

. (( : :

1

When you have documents to upload use this option and upload the documents. Choose the
document type, document title and attach the document file which should not be more than 50 MB
and click upload. The uploaded document will be displayed. If you have wrongly uploaded any
document you can use the delete option and the delete it Then, you may upload the correct
document. Once all the documents are uploaded, click on Next button.

LALLM (RO ar

Cosumeands” . Satszt Coe . ° Nuaowmi LUt
By | Crownr, . | Mo S sebicied

NCIG (Mzasc wpoad oF b¢ ooy U 205 s M3 100718 037 B8 Bp m 20508 30ty Oy sl, SINTING. (30500, MNGA 2'd WICOTEMSE aro aloves., Maw. 'l

es o 2 0m
] o B

Sow 21 | ewties Bex s

#  Docomont Samo Upcased Jzumane Idex  Zuges  Femown

1 PETTIN (3 SOXABITUAZON PETITION. pr -3 1 Eleer
PETDONCCTY

SR e 1L Mok 41 e IDUIT SN /R 10 1ot L I T et €L
2 VNLLRTHANNA J SN ARFELRANDI WA LIS ANA pet <3 ? Blver

VARALATINCIGL,
IO WTIAL S5 L P04 MR HOT AN I T ITRANTTTEAM R IO R

UL AR EAE B T
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1.9.11. Pay court fees:

For making payment of court fee you can make online payment or through Challan payment and

upload the challan details. After filing up payment details and clicking submit button, then click on

Next button.

Fou type* X L 2ask Nare fl -

O baw' Clwgus D01 alasin

Fou Ameare* N T
Cra by Creay DD aladien
PaymentNode*:  SEIECT 3 Lok *
- Salect Dty ¢ SELECT -
Uphiad Recoke Sunta.
X ' "t ! L] ) ] LR s ' mn LA 1 " f

E30R

1.9.12 Affirmation and Verification of Applicant.
1. Applicant/Complainant/ Litigant Affirmation.

Applicant/Complainant/Litigant Affirmation

Applicant/Complainant/Litigant Affirmation [j ew Applicant/Complainant/Litigan: Athrmatic

@ Cne Time Password (OTP) has been sent 1o your mobile

Mobile OTP * ; 1 I @

e Typethe Name of the Applicant
e Typethe mobile number of the Applicant

e Click on Send OTP button. Then, type the OTP received in the mobile number ofthe
applicant and then Click on Verify OTP button.

Document eVenfied by Mobile OTFP «*
O Daxe - O ON-2070 212910 PMmm
Using Mobile @ srassess >4
By Litigwnt PEAN IR A, PAADHAN

7Y WViewrws seVostfic mitisans
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1.9.13. Advocate Identification and Verification:

Advocate Identification and Verification

Advocate identification and Verification : B View Applicant Complainant/Litigant Identification and Venficaiion

)

Name *;

3

Mobile * :

@ After the e-verification of applicant, then Advocate identification also to be verified

accordingly.

Type the name of the advocate

Type the mobile number of the Advocate
® Click onthe Send OTP button. Then, type the OTP received to your registered
mobile number and then Click on Verify OTP button.

Document eVerified by Mobile OTP «

On Date : O2-05-2020 21 -29.53 PM
Using Mobile - ™ "G5
By Advocate : GURUPRASAD B 2

| -f View eVerincasion

@ After the verification of (i)the applicant and (ii) the Advocate, then Click on the
Next button.

1.9.14 . View:
After filling up al the details, the filled up form details can be
viewed using the ‘EXPAND ALL” option or click on + to view

Expand Al =

+ I

the details against each category.

1.10. Final submit:

After checking al the details click the option “FINAL

SUBMIT”

Guide for efiling in High Courts & District Courts of India. (Page 11 of 14) Circulated by e-committee, Supreme Court of I ndia.
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B Case Fling Form

.p e .rv- @ Omww .'vc:-rv

[ R Q e P Fors starunse [« B L) Aoe s O Csntmm @ r e O == e
@ orwa Coc v ) P Caam Fae (1) JEEEEE o o
elhay Desnly *
Conrg M wew | Pt orew >
P I ] .
Cxmn Ieformamson +
s Panry *
L¥rs Detals *
Cans Owtas .
AR e *
Aln Neres -

1.11. Submitted for approval of efiling admin :

E-filing number EC-KABIFF-00012-2020 submitted successtully for approval of E-filing Admin.!

After final submit you will get the message that the e filing case number X XXX submitted
successfully for approval of e filing admin.

1.12. Gener ate acknowledgment:
Y ou can aso generate acknowledgment for filing by clicking on Pending Acceptance

option in the dashboard. From the files in the “Pending Acceptance option”, find

My e-Filing Status

2] Ly A
> 7o T

Not Accepted Deficit Court Fee

Defective

out case by looking into the efiling no, case details, date and time of submission.

and click on the e filing number of the concerned case as shown below.
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Haohing ACCspliancos

— " o evmrine
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2 N FALAAK I Tt v AR SN
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o
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O e 42

)
OF 34 40T

Then Click on the e Filing Acknowledgment button
Now, the e filing acknowledgment gets downloaded

automatically in PDF form as shown below.

EFILING TEST, BALLARI, KARNATAKA

Acknowisdgesmaont

wFamg No
Pateone
P2 90 Ofe e |
ALm

APeininie

Erang AD N

maprran | Detah

RLAARE -0 2 2000 o Fred Dxte Turm 2O 20Q0 L3033 PM
RAVINDRA MADHAVA

P MUMAR

&

90 Byt KA ADOS IO T Manes Nalum

™~

l)lll\\"
% 3

VAODL DBTRICT ANG

BESEIONS JUDOE BACLSM)

COMVENCWL CounT

Cemerelnd Dole: 02052020

1.13. Generate Case party details:

Similarly you can generate the case party details by clicking on the case parties option.

LT = )

g v Wt reve

A parmt P v e Cebeny

a¥von Gy i Ol I

[ 4 wrorm o | 8 2z e | oot ni
Oprening # Mg FEXARMPFOOGT2I030 e =
o heve chosen to open
SPLNG_NCKANEF FOOOT ZI0X0.00CH
W I MRt Ve ril D OOTmeat £, 1 e
¢ MANC/ NG e SR s in
What shaulid Fvefos do with this Nia?
(LX)
© Lpreny wenr r - (¢ = “
maw f e
thin metsrnal i sily For Mries ke 15 noe -
.
" -
-
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HIGH COURT OF JUDICATURE FOR EFILING TEST,,

COM.EX (COMMERCIAL EXECUTION CASES)
Ravindra Madhava W/o RAMAKRISHNA, Aged about 45 years,
Resident of Madhav Transport, Ballard, Bellary, Ballad, Kamnataka , Indii
-—-Petitioners
Versus

Rahul Kumar W/o SOMASHEKAR
Resident of Amarapura ballri, Bellary, Ballari, Karnataka India

1.14. L ogout:

Lastly, you can log out from the current session by going to the Home in the dashboard and then

click on thelog out icon on the right side top of the screen.

l_‘ l_.".’}f\ !

1.15. Conclusion:
Thus you can successfully e file a new case in the online e filing portal which has the added
advantage of keeping track of the status of the case digitally through Dashboard options. So keep
e filing new cases through e filing portal and join the new band of‘Digital Era Advocate”.
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APPENDI X -VII

Any information contained in an electronic record that is sought to be produced in an electronic
form and/or intended to be proved as per law shall be filed only through Designated Counters.
Any party found dumping irrelevant data/ electronic records.

Where the electronic record is contained in an electronic device it shall, before being produced,
be imaged for being produced on to a removable media.

The electronic record shall be accompanied by a memo [see Form A below]. The details and
columns shall be filled up to the extent the information is available. Where the Operating
System and software required to read/view/access the electronic record is unavailable, it shall
be provided by the party producing the electronic record in a separate storage media.

Upon the receipt of the electronic record, the hash value thereof shall be verified by the
Registry and the electronic record shall be transferred forthwith to the server of the Court
following the protocol set out as under:

»  Image of the electronic record shall be received only by the authorized personnel.

« Image of the electronic record shall be accompanied by a memo (Form A) by the party
tendering it.

« There shall be a dedicated server for receipt and storage of electronic records with
clearly specified accessrights.

+ A standardized procedure, as reviewed and updated from time to time, shall be followed
for the verification of the details mentioned in the memo accompanying the electronic
record.

« The file structure of the electronic record based on the case humber and the unique
reference number shall be generated through the software. For example, Case Number
Unique Reference Number of the Electronic Record

*  An acknowledgement depicting the unique reference number assigned to the electronic
record shall be given to the party tendering the electronic record.

*  No electronic record in auto-erase mode shall be received. Every electronic record will
be preserved in read-only mode.

» A backup shall be created simultaneously of each electronic record after assignment of
the unique reference number and the backup shall be stored at a separate location.

« Logs shall be maintained for all actions and the entire process shall be automated.

Where confidentiality is sought in respect of the whole or any part of the electronic record,
directions may be sought from the Court concerned.



10.

11.

12.

13.

14.

The extant rules (of the Court concerned) regarding retention and production of original
documents will apply mutatis mutandis to electronic records produced in terms of these rules.

Upon verification and transfer, a unique number will be assigned to the electronic record by the
Registry. Such a unique number shall be made available to the person tendering such electronic
record.

After a unigue number is assigned, the storage media will be returned to the party/counsel
concerned.

A separate register in the prescribed format shall be maintained in every Court or Court
complex as the case may be, of the electronic records received, verified and transferred to the
server.

Till such time the electronic record is transferred to the server and returned to the person
tendering it, the storage device containing the electronic record should be placed in antistatic
and magnetic proof or another such appropriate envelope, to be provided by the party. Such
envelope will be appropriately labelled, by the party with the details of the case and the
electronic record in the manner indicated below:

. The storage media containing the electronic record will be tendered in an
appropriate envelope or cover.

. The envelope or cover should be free of dust, grease and chemical pollutants and
kept in a sterile environment

. Asfar as possible:

0] The appropriate size of the envelope would be 6” x 6" for pen drives and memory
cards;, 7" x 10" for CD, DVD and 8" x 10" for hard disks.

o] Electronic record should always be packed in anti-static packing and magnetic
proof. Only paper or cardboard should be used with a thin water/dustproof
plastic layer on the outside of the envelope.

o A master envelope may be used to hold multiple disks (packed in separate hard
plastic cases) if necessary.

. The Label affixed thereupon, should necessarily include the case details,
type, make and S. no. of the electronic storage media along with the name of the
party or the person tendering it.

Such envelope should be kept in a sterile environment. After the electronic record is transferred
as per the protocol hereinabove, the envelope will be returned along with the storage media. In
any event, the storage media and the envelope will not be retained beyond one week, unless
otherwise ordered by the Court.

The Registry shall maintain logs documenting all processes and protocols for electronic records
created in the normal course of business.

The court concerned will display on the website the list of the operating systems and the
softwares available in the court system. Guidance notes will be uploaded on the websites of the
High Court and District Courts.

Only authorized personnel shall have access to el ectronic records.

These rules/guidelines do not deal with the destruction of electronic records or devices which



15.

have not been collected under clause 11. These will be governed by the rules framed by the
Court concerned for that purpose, as the case may be.

These rules will apply also to the production of electronic records during the cross-examination
of awitnessin the course of thetrial.



FORM A
MEMO TOBE ATTACHED TO THE ELECTRONIC RECORD
Name of the Court —

Case No. —

Cause Title of the Case -

The party producing the electronic record and
name of person tendering it

Description (Brand name, Serial number, etc.),
if any, of storage media (whether CD/DVD/Pen
Driveetc)

Operating System and Softwar e/Application
required to view/read the electronic record

Number of files and size of each as contained
in the storage media.

Duration of each filein HH:MM: SS(in case of
audio/videofile)

The date on which data was stored or copied
on said storage media (DD:MM: YY).

Name of person/agency, if any, which
extracted and transferred Electronic Record.

Hash Function used (SHA-2/MD5and / or any
other media notified from timeto time) and
softwar e used to gener ate the hash value.

Hash Value

Description of the device from which such
electronic record was extracted and
transferred (Brand name/Serial number/IMEI
number, etc.)

Any other particulars

Date - Party (Name & Signature) -

Place - Counsel (Name & Signature) -




FOR OFFICE USE ONLY

Date of receipt (with time):

If therecord isproduced in sealed cover from
an agency, description of seal:

Date of Transfer to the server (with time):

Reasonsfor delay in transfer (if any):

Unique Document ID No. (to befilled by the
Registry):

Verified and transferred by:

(Name, designation, signature):

RETURN OF STORAGE MEDIA

Date of return of the storage media after the
transfer of the electronic record tothe server.

Name and signature (with date) of
party/counsel to whom returned




APPENDIX-VIII

Procedure for filing

Caveat




CAVEAT FILING

In this you can file Caveat.

1) Thereisa submenu
Caveat availablein e-Filing
menu.

1) Select Case Type

2) Enter Caveator’s & Non-
Caveator’s Details

3) Enter Impugned Order

details (compulsory for = mrn

Appellate side matter)

3) Add e-court fee ATt 1 et

4) Select document
to be upload

5) Click on Save button to
submit the Filing. -



CAVEAT FILING

After uploading, the following screen will appear with the Diary number
for the case you have filed

HECH COUAT OF B H
#3 Hermgermel Sriiny

v" Diary No. E-435022/2020

Please Click here
and fill detailsif
matter isurgent




AT INBOX

INBOX: Now you can track the status of Caveat through your inbox.

1.) Click on the Caveat
Inbox sub menu under e
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APPENDIX -IX

PROTOCOL TO BE FOLLOWED FOR THE MARKING OF ELECTRONIC RECORDS AS
EXHIBITSDURING TRIAL

1.

Image of the electronic record shall be retrieved from the server of the Court during the stage of
trial after verifying its authenticity with reference to its hash val ue and metadata.

Where an electronic record is printable, its print out shall be marked as an exhibit as per
applicable rules and practices. This print out so marked as an exhibit be scanned, electronically
signed by the Judge and uploaded on to the Court server as the exhibited electronic record.

Where the image of the electronic record is in the form of an audio recording of a conversation,
the parties concerned shall produce transcripts of the recorded conversation. The transcripts must
bear all materia particulars including the date, time and duration of the recordings, the mobile
phone numbers with IMEI numbers of the handsets used and the names of the purported
conversationalists. The audio recording shall be played in the Court. The matching transcript of
such audio recording will be marked as an exhibit as per applicable rules and practices. The
exhibited transcript of the audio recording will be scanned, electronically signed by the Judge and
uploaded on to the Court server as the exhibited el ectronic record.

Where the image of the electronic record is in the form of an audio recording of a music clip,
tune, etc. The audio file may be accessed with the help of prescribed ‘audio file visualiser’
software for viewing and anaysing the contents of music audio files, for viewing their
waveforms, audio visualisations such as spectrogram views, with interactive adjustment of
display parameters. The relevant portion(s) of the audio data may be annotated by adding labelled
time points and defining segments, point values, curves, overlay annotations on top of one
another with aligned scales, and overlay annotations on top of waveform or spectrogram views,
etc.;

Where the image of the electronic record is in the form of a video recording, the same shall be
played in the Court. The proceeding of the Court in which the video record is played, statement of
the witness including cross-examination in respect of any part of the video record shall be video
recorded to form part of the record of the trial. This video recorded deposition of the witness be
treated as an exhibit. The Court in its order sheet must record in detail the persons identified by
the witness and any other material aspect of the deposition/cross-examination concerning al / any
part of the video record played in the Court. Time frame in the video be also mentioned in the
order, wherever required.
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