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Procedure for Preparing Accessible Court Documents:

| Preparing Accessible Documents:

1. The original text material and documents [including main petition or

appeal, interlocutory applications etc.] can be prepared electronically

using Microsoft Word or LibreOffice Writer software.

2. When creating a document, there are a few basic steps that should be

followed in order to ensure the document is accessible. The core steps

needed for accessibility are:

a.

Use headings (Build-in Heading styles available in Styles tab must
be used).

i. Headings should form an outline, using the “Heading 1” style
for the main heading, and “Heading 2” for sub-headings. If
there are additional levels of headings within the document’s
outline, using “Heading 3", “Heading 47, etc.

Use lists (Build-in lists styles must be used)

Use meaningful hyperlinks. Ensure that the text of the hyperlink
serves the purpose.

Provide an image description of pictorial evidence. In other words,
add ‘Alt Tag’ to images, shapes, smart art or charts.

Using accessible fonts:

These include Arial and Calibri. Font size 13. Line spacing 1.5. Gap
between two paragraphs should be 20 cm. Cursive fonts should not
be used.

For newspaper cuttings and other forms of evidence that are illegible/
image-based, provide a plain text transcript of the same.

Text in the document should not be underlined, as it hampers smooth

access for the disabled.



h. All capitals in the text, mostly used in title of the applications are also
a challenge to accessibility of text. Thus sentence case should be
used and small caps should be avoided.

i. The paragraphs in the document should be left-aligned. Although
justified text may look more visually appealing, it must be avoided as
extra spaces within lines make it inaccessible for users.

j. Identify document language.

k. Use tables wisely, by clearly labelling column and row headers. The
headers must be in the first row only. If need be, more detailed
labelling for CSV type formatting would be good [e.g. spreadsheets
found on data.gov.in]. Do not use ‘merged cells’ or ‘split cells’ or do
not put in blank lines.

l. Regional/vernacular content must be rendered in unicode font.

m. Use sufficient colour contrast between the foreground text and
background colour. Use accessibility checker or applications like
Color Contrast to analyse the document for insufficient colour
contrast.

n. Use the Accessibility Checker for ensuring that the document
contains no errors or warnings.

3. The documents should be converted into Portable Document Format
(PDF) using any PDF converter or in-built PDF conversion plug-in
provided in the software. The process of converting word file to PDF is
provided in Annexure 1.

4. Fonts in PDF documents should not be compressed. To this end, when
optimizing PDFs for size, ensure that this is done without un-embedding
the fonts or their subsets. When compressed fonts are used, the screen
reader used by the visually challenged reads multiple words together,
without spaces. For instance, "It Can be Done" is read as "itcanbedone”.
Letter spacing should be used, so that different characters can be
distinguished from one another. Otherwise, for instance, “rn” used

together, without spacing, can be mistaken for the letter “m”.



5. Documents in Electronic Publication [EPUB] format make for a more
conducive reading experience. To the extent possible, all documents

should be made available in EPub format.

6. Documents prepared using automatic workflow methods, such as

dynamic PDFs, must be made accessible to persons with disabilities.
Il Generating Accessible PDFs:
Microsoft Word (Windows)

7. Go to File > “Save As...” and select PDF from the choices provided. By
default this produces a PDF that preserves the document’s accessibility
features.

8. When saving, select Options and be sure that “Document structure tags
for accessibility” is checked. This is checked by default but could become
unchecked under certain circumstances.

9. If you select “Minimize Size” to reduce the size of your PDF, be sure to
repeat the preceding step, as this option might uncheck the “Document

structure tags for accessibility” checkbox.
LibreOffice Writer

10. Open the file you wish to save. Go to "File" > "Export As" > “Export as
PDF”. It will open PDF options window. Select “Archive (PDF/A)",
“Universal Accessibility (PDF/UA)” and “Tagged PDF (add document

structure)” options. Click the Export button. This will create PDF file.
Microsoft Word (Mac)

11. Go to File > “Save As...” and select PDF from the choices provided. By
default this produces a PDF that preserves the document’s accessibility

features.



12. When saving, be sure the radio button labelled “Best for electronic

distribution and accessibility” is selected.
Il Checking Accessibility:
In Microsoft Word
Select Review Tab -> Select Check Accessibility.

Note: the precise way to access the ‘check accessibility’ option may change in

future versions of Microsoft Word or LibreOffice Writer.
In LibreOffice Writer:
Select Tools Tab -> Select Accessibility Check.

For activating the “Accessibility Check” feature, the experimental features has

to be enabled for LibreOffice.

Review your results. You'll see a list of errors, warnings, and tips with how-to-

fix recommendations for each.
IV PDF Remediation

13.In exceptional circumstances, for instance where certain documents that
are to be enclosed are originally in hard copy form and have to be
scanned, they must be in Optical Character Recognition (OCR) enabled
PDF format. They should not be scanned using poor quality solutions like
Cam Scanner, or by taking pictures of the physical copy. The document
should be scanned using an image resolution of 300 dpi (dot per inch).
This exception of scanning documents is only allowed if the document
that is to be scanned is legible and has not been electronically prepared
using Microsoft Word or LibreOffice Writer Software by the advocate or

the party concerned. If the document is illegible, it must be typed and



directly converted to PDF. The process of creating accessible scanned

documents is provided in Annexure 2.
V Bookmarking

14. The text documents prepared in Microsoft Word/LibreOffice Writer as well
as scanned documents should be merged as a single PDF file and any
PDFs generated through merging or otherwise should be book-marked.
Any free open source or paid software can be used to split and merge
PDFs and add bookmarks. Preferably headings should be used as

bookmarks.
VI Digital Signatures
15. All documents should be digitally signed.
VIl Pagination:

e The process of pagination needs to be more accessible and streamlined-
The High Courts need to develop proper mechanism for the same by
issuing appropriate practice notes or directions. The properly paginated
paper-book can be shared with lawyers. This will ensure that lawyers
and judges work with the same pagination and are able to communicate
with each other more seamlessly during oral arguments. In addition to
improving accessibility, this will also enhance judicial efficiency.

o The Registry can publicly display the last page of the filing to enable the
lawyers to electronically paginate their filings for, inter alia, any additional

documents, interlocutory applications and miscellaneous application.

e Footers can be used to insert page numbers so that they can be read by

screen readers.



VIII Tagging PDFs

16. A tagged PDF includes hidden accessibility mark-ups that, when properly

applied, help to optimize the reading experience of those who use screen

readers and other assistive technology. Tags can be added to untagged

documents using Adobe Acrobat Pro. There are several ways to do this:

(i)

(ii)
(iii)

(iv)

add tags from the Make Accessible Action Wizard (Acrobat Pro
Latest Version);

add tags from the Accessibility Checker results; or

add tags manually via the Tags panel. For example, "Add tags to the
Document" feature of Acrobat Pro can be used to add tagging to the
document.

In LibreOffice Writer, Open the file you wish to save. Go to "File" >
"Export As" > “Export as PDF”. It will open PDF options window.
Select “Archive (PDF/A)”, “Universal Accessibility (PDF/UA)” and
“Tagged PDF (add document structure)” options. Click the Export
button. This will create tagged PDF file.

18. Ensure that the tagged PDF’s reading order is logical.

19. Set the document’s primary language. This helps screen readers
to detect the language of the text and switch to the appropriate text
to speech synthesizer. When there are parts of the document which
are other than in the primary language, make sure to set their

appropriate language.

20. Add the document title so that it is reported in the toolbar and

screen reader pronounces the document title correctly.

21. Use high-contrast colours. Or ensure that the foreground colour

of the text against the background colour meets the ratio of 4*5*1.



Add the tags as per the content structure such as marking the content

as headings, lists, tables, footnotes, endnotes.

22. Ensure that the page thumbnails and tab order are aligned from
the page properties as the users of screen readers use tabs to

navigate a pdf.

23. Make sure to tag all form fields and include relevant description
so that the PDF forms can be filled independently by screen reader
users. This will only be relevant if any forms are prescribed in PDF

format for e-filing.
IX E-Stamps

24. E-Stamps should be used instead of physical stamps as physical stamps
cause difficulty in a screen reader being able to access the text. Whenever
physical stamps have to be used, these stamps should not be placed in the
pleadings but instead on a separate white paper. Physical stamps should

not be placed on judgement copies.
X Configuring Security Settings to Enable Screen Reader Access

25. Security settings of PDFs must be configured to enable 'copying content for
accessibility’. Specifically, in the security tab of the document properties,

verify that “copying content for accessibility” is allowed.
XI Avoidance of Use of Water Marks

26. They make PDFs inaccessible [by coming in the way of the screen reader
being able to interact with the textual content directly] and should not be

used.



XIl No Handwritten Data Entries in the PDF

27.Handwritten content cannot be identified by screen readers. Therefore, all

such data points must be typed out.
Xl Having a special dispensation for lawyers/judges/litigants with disabilities

28.While the aforesaid measures must be implemented with urgency and
seriousness, it is important to recognize that, in many High Courts and
District Courts, hard copy [physical] filing is still the norm. Therefore, every
High Court and District Court must ensure that a disabled lawyer can opt
for e-filing. Presently, physical filing is the norm and even though a lawyer
may navigate through this process with the help of his attorney/clerk,
everyone cannot afford this luxury. Further, placing the onus on the disabled
lawyer to do so is inconsistent with the text and objects of the Rights of
Persons with Disabilities Act, 2016. In order to effectuate this, the registry
can maintain a list of disabled lawyers practicing in the concerned Court.
As soon as a lawyer whose name is in such a list, the option of digital filing
should become available to him/her. Under this option, the entire
proceedings should go the digital route. Appropriate practice directions in
this regard need to be issued by all High Courts within a period of three

months from the date of receipt of this Standard Operating Procedure.
XIV Accessibility committee in every High Court and District Court:

29. Addressing accessibility barriers is an ongoing challenge and therefore
requires sustained institutional attention. As a result, it is desirable that
every High Court and District Court must set up an Accessibility Committee
at the earliest on the receipt of this model Standard Operating Procedure.

30.As mentioned in point 28 above, a disabled lawyer/litigant/judge can
request the Committee to enable him/her to access any filings in digital
format that comply with the accessibility protocols outlined in this Standard

Operating Procedure as well as to make their own filings using the e-filing



31.

32.

33.

system. For this purpose, the email address of the Committee should be
widely publicized on the website of the concerned court. A disabled
lawyer/litigant/judicial officer can contact the Committee via email to request
access to an accessible filing. On verifying that the requesting party’s name
is contained in the database of disabled lawyers maintained by the
concerned Court, the Accessibility Committee should pass an order,
directing the registry to comply with the request for providing accessible
filings in a given matter within a reasonable time period, as prescribed by
the Accessibility Committee.

The composition of the Committee for the High Court can be as follows: one
High Court judge, one registrar level officer, two assistant registrar level
officers, one technical expert, one staff member and one or two advocates.
It is desirable to have One or two members of the committee be persons
with disability.

The composition of the Committee for the District Court can be as follows:
one additional district judge, one Sub Judge/Senior, one advocate and a
District System Administrator. One or two members of the Committee
should be persons with disability. The High Court Accessibility Committee
should monitor the work of the District Court Accessibility Committees
coming within the concerned High Court’s remit.

The composition of the Committee and its contact details must be publicized
on the website of the concerned Court. Any accessibility challenges faced
by the disabled in accessing the justice system [in addition to those
mentioned in point 28] can be brought to the Committee's attention and
must be dealt with in a swift and effective fashion, in a manner consistent
with the Rights of Persons with Disabilities Act, 2016, and the rules framed
thereunder. The Committee should also publish, on a quarterly basis, data
as to how many requests for accessible filings/court documents or any other
reasonable accommodation were made to it and how many amongst them

were disposed of.



XV. Training and sensitization

34. All State Judicial Academies, and the National Judicial Academy, shall,
in co-ordination with the relevant courts, should conduct regular trainings
for lawyers and court staff on: [a] creating accessible documents and [b]
dealing with the needs of persons with disabilities with appropriate care and

sensitivity.

Such trainings should be made part of the annual calendar of the aforesaid

Academies.
XVI. Review and revision:

35. As technology proceeds at a rapid pace, so do the standards to ensure
accessibility. Consequently, this Standard Operating Procedure must be

reviewed every two years and suitably modified.
XVII Accessible PDF Techniques for WCAG 2.0:
36. For more information It can be accessed from the following link:

https://www.w3.0rg/TR/WCAG20-TECHS/pdf.html|

Note: Whilst the links and references are provided to help relevant stakeholders for guidance
only, it shall be the responsibility of each stakeholder to ensure compliance with the latest
guidelines, standards and international best practices recommended by the relevant

application provider.
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Annexure 1
How to convert word file to PDF
Microsoft Word 2007

Microsoft Word 2007: Open the file you wish to save. Click the "File" button in
the top left-hand corner. Go to "Save As" > "PDF”. In case of unavailability of
this option, open the URL - http://www.microsoft.com/downloads for the

downloading of Microsoft's free PDF and XPS converter.

Microsoft Word 2010/13 : Click File, Share. From the Share menu, Click Create
PDF Document then on the right-side click Create a PDF.

Other Versions of Microsoft Word: Open the file you wish to save. Go to “File”

> “Print”. Click the dropdown list of installed printers and select “PDF”.
LibreOffice Writer

It is a free, open-source word processor that is fully compatible with MS Word.

It will run in Windows, Mac and Linux operating systems.
LibreOffice can be freely downloaded from the following link:
https://www.libreoffice.org/download/download/

Double click on the downloaded file to install LibreOffice on your computer.

Open the Word document you want to convert in LibreOffice Writer.

From the main menu, select "File" > “Export As” > "Export as PDF". There is

also an export to PDF button right on the main taskbar.

Choose a file name for your PDF. Make sure that everything else is how you

want it. Click "Okay" or "Save" to convert. This will convert your document.
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Annexure 2
Creating Accessible Scanned Documents (PDF Remediation)

PDF remediation is the process by which digital information is clearly labelled
(or, “tagged”) and organized so that people using assistive technology can get
the same information from the document that anyone would. It requires a

remediation tool and some understanding of remediation procedures.
Process of creating an accessible scanned document in Acrobat Pro:

(i) open image scanned document in Acrobat Pro;

(i)  perform OCR Text Recognition and find all OCR suspect;

(iii)  add tags to the document;

(iv) use Reading Order and Editing Tools etc. and perform Full Check
Features in Acrobat Pro;

(v) if any errors are found, fix them;

(vi) if no errors are found, check the document in PDF Accessibility
Software (PAC3) for PDF/UA compliance; and

(vii) if any errors are found, edit the document in Acrobat Pro as per point

(iv).
Open-Source software for PDF Remediation:
OCRMYPDF

OCRMYPDF adds an optical character recognition (OCR) text layer to scanned
PDF files, allowing them to be searched. It is working as a terminal application.
Basic knowledge of terminal usage is required for using this software

application.
A. Installation: In Ubuntu 20.04

sudo apt install ocrmypdf

-13-



B. Add an OCR layer and convert to PDF/A
ocrmypdf input.pdf output.pdf
C. Installing local language packages:
sudo apt install tesseract-ocr-kan (For installing Kannada OCR package)
sudo apt install tesseract-ocr-hin (For installing Hindi OCR package)
D. Example (For OCR in local languages):
ocrmypdf -l kan k1.pdf k1_ocr.pdf

ocrmypdf mrmm-| tam output.pdf test-tamil.pdfcc

*kkkkkk
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(Corrected asper Corrigendum No. 48/Rules’DHC dated 04.04.2022)

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, criminal
complaints, appeals, civil or crimina writ petitions, revison petitions, contempt
petitions, execution petitions, arbitration petitions, probate cases and interlocutory
applications.

Administrator: means the Registrar (1T) 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-fileis 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.




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 shal 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 legal 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 all 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 Advocatée/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.
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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.

HIGH COURT OF DELHI
e-Filing Management System

Log In
TO REGISTER:
Loginrp* : [}
Password * :
1. Click “Register as Advocate/ MAnivey ]

Enter the Validation code :

¢}

Party In-Person”

Submit

gin 1D and Password are case sensitive

2. You will be directed to the
Registration Page whereyou Not Register
can Register as an Advocate or Forgot Password 7. Click here,
a Party In-Person

Register as Advocate/Party In-Person,




USER REGISTRATION AS ADVOCATE:

STRATION FORM

Theregistration form requests infor mation about you.

1.) Select option Advocate radio

2.) Enter your

Bar Council Enrolment
Number and

Date of Enrolment

3.) Enter Your Personal
I nformation.

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

5) Enter Vaild Captcha

6) Click Register Button
toregister your profile



USER REGISTRATION AS ADVOCATE

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

2. Apopis
generated to
confirm about
the information
filled by you.

3. Ifallthe
information is
correct click on
“OK” button
else on “Cancel”
button to correct
the details.



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

USER REGISTRATION AS ADVOCATE:

LOGIN INFORMATION



USER REGISTRATION AS PARTY-IN PERSON

TO REGISTER:

HIGH COURT OF DELHI
e-Filing Management System

1. Click “Register asAdvocate/
Party In-Person” link

Log In

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

togintp* : [ ]

Password * :

19871 {\\\,]

¢

Not Registered ? Register as Advocate/Party In-Person.

Forgot Password ? Click here.



USER REGISTRATION AS PARTY-IN PERSON:

THE REGISTRATION FORM

FILLING OUT THE REGISTRATION:

1) SdectIn-

Person radio
button.

2.) Enter Your
Personal — )
Information

3.) Upload self
attested copy 0
any Govt ID

_—

~—

card

4.) Click
“Register”
Button to
register your
profile



USER REGISTRATION AS PARTY-IN PERSON

LOGIN INFORMATION

Thelogin ID will
beallotted on the
next working day,
only if, the
application is
found complete in
all respects.



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

eCommittee
Supreme Court Of India

P
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/: =
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s~ —

Circulated by
eCommittee
SUPREME COURT OF INDIA




Register for efiling
for High courts / District courts in India

and Become a Digital Era Advocate

Register for efiling i 4

4

= Are you an advocate practicing in High court / District court of India ? *
= Do you want to file your case in the comfort of your office ?

= Do you want to file your case without visiting court complex ?

v/ Then choose efiling -the digital online filing process

= 10 step Registration procedure for Advocate at efiling.portal
www.efiling.ecourts.gov.in

= Visit efiling portal www.efiling.ecourts.gov.in and become
registered user by following the 10 steps hereunder

Getting started
"Before starting registration keep the following details ready"

= Details of your mobile number, email ID registered with court database

Details of your bar enroliment number
Digital photo in Jpeg/Jpg format size between 5 KB and 5§ MB

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

Smart Phone / Laptop with internet connection

= As it Is a time bound registration you need to complete
within 18 minutes. Dont start registration without having
all the above details ready |

Lets start Registration

STEP: 1

Visit www.efiling.ecourts.gov.in

€200 7 W AN &= - @ nEoe =

oCammitten
Suprama Court Of India




HIGH COURTS & DISTRICT COURTS

E-FILING REGISTRATION

Please select

STEP : 2

select your <state>

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

USER-ID
Vsse-id

PASSWORD
Password
CAPTCHA

] l,,.,o'-"} €4 | Capicha
LOGIN

your password ?
your password 7

mm New User ? Register How Do | ?

STEP : 3

RECGISTRATION I

® ADVOCATE  PARTY IN PERSON

Click "Register” in the login page STEP : 4

REGISTRATION

Select the radio button "Advocate” in the
ADVOCATE @ PARTY IN PERSON registration form

wosiz  STEP S

? p=Fill up the following details

= Mobile Number *
»« Emall ID *

= (* The mobile number and the email ID that is registered with the court here the
advocate practices must be furnished. If mobile number and email id are not
registered with court database then registration will not be completed and in

© HIGH COURT © COURT ESTABLISHMENT that case contact concerned court for registering the same)

= Bar Registration Number of the Advocate

CHOOSE USER ID

Enter User Id For Login ?

HIGH COURT
Select High Court - = Choose User ID (your preferable choice)
CAPTCHA * Choose where you are Enrolled
"’;.'ng‘a €4 | Capicha = High Court / court establishment

= Choose the High court
GET OTP

= Enter the captcha
= Click "GET OTP"

= Check your registered mobile number and the registered email ID for OTP. You should
STEP : 6 receive 2 separate OTP in your mobile number and the email ID. In some cases you may
i receive one OTP in your mobile number alone, in that case enter the OTP received in

your mobile number and proceed further.




STEP : 7

Two OTP verlfication : If you have recelved Two OTPs, Enter the OTP
received in your mobile number and the OTP received in your email Id
In the respective entrybar and click verlfy OTP

(or)

One OTP verlflcatlon : In some cases If you have recelved one

OTP in your mobile number alone, then enter that OTP in the

moblle OTP entry bar and click verify OTP.

VALIDATE OTP m Erd e Fry it iy
MOBILE OTP Chooss Fle Ne Fils Chaoesn  Choows Rile Ne File Chavesn

= DT
% "

CAPTCHA Boluct I Proof Type
EMAIL OTP GET OTP

Entes Mobile Numbas 1

VALIDATE OTP

STEP: 8

STEP : 9 Fill other Details

Upload your Photo and ID

= Upload your Photo (in Jpeg/Jpg format ~ 77w = Password
of size less between 5 KB and 5 MB) WA
using "Choose file" option R g (Password must contain minimum 8 digit
« Upload Identity proof in image size less | -~ and must include 1 uppercase character,
than 5 KB and 5 MB using the "Choose . / ||\ ',/ 1 lower case character, 1 number, 1 special
file" option o character)

= Suppose you don't have digital photograph
just take a photo from your smart phone }
and upload N = First Name Last Name

= Other contact number Gender

= Date of Birth (DD/MM/YY)

« Address Line 1 Address Line 2
= City State

= Confirm Password

PHOTO D
*(IMAGE SIZE SHOULD BE *+(IMAGE SIZE SHOULD BE

BETWEEN}) 5 KB AND 5 MB, BETWEEN 5 KB AND 5 MB,
IN JPEG FORMAT INJPEG FORMAT

Pincode

2 0452 Seloct Id Praof Type ¥
CAPTCHA

= Similarly, if you don't have digital copy of your ID cards,
then you can take a photo or scan the ID cards using any
scan application and upload. Before uploading ensure
that your photo and the ID card are in the format Jpeg "
or Jpg and in size between 5 KB and 5 MB STEP : 10
= Then you have to choose the type of ID card uploaded i.e. SR ente:s e ca;:tcha code given in box and
Pan card / Aadhar card / Voter card / Driving License / click the “Register” button to complete the

Bar Registration certificate from the drop box. Registration process. You will finally get the message
"Registered Sucessfully"

You have sucessfully become a registered Advocate of efiling
Welcome to the digital world of efiling of High Courts / District Courts of India
Start efiling you cases from the comfort of your office
Circulated by

ecommittee

Supreme Court of India



APPENDIX-I11

Procedure for

converting a document
into an OCR searchable




Thereare many 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" 9/
“*OCR Pages".



Select “Page
Range* \

Select

“Recognltlon“ \

Select “Output*

Image Quality \
at least 300 dpi

Click “OK*



Document in
OCR Format



APPENDIX -1V

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

PKI Framework Root CA of India Licensed CAs Root Certificate CA Certificates eSign Guidelines

Home » Licensed CAs

Licensed CAs

1. Safescrypt

2. IDRBT

3. (n)Code Solutions

4, e-Mudhra Licensed CAs - Disclosure Records

z Z:::cnrn . SSC/?(\YFPE Ip’?'bf ’ (”)COde @7 ’emeldhm

7. NSDL e-Gov the confidence to do more

Sl Si-ro) Copricon®  EANSDL ~ “VelGN:
o e cdaC pricorn® Y NSDL VWV SIGN

11. RISL (RajComp) 4
12. Indian Army c c \ !COW'_ d
13. IDSign Indian Alr Force 2-BOVERNANCE SEAVICES INOIA LIMITED RISL INDIA ARMY
14, CDSL Ventures
15. panta Sign I) <5 st vornees turen o %nicsisn
CA Services Overview ;




Procedurefor Digital Signature

Using PDF Signer.

Select “A single PDF
document” or “A T—>
Folder with PDF
documents”.

Select Source

Select Destination /



Select Digital
Certificate

Select your
Name.

Click OK









B PDF Signer - Registered to DELHI HIGH COURT

File Tools Help

Digitally sign: Select the Digttal Certficate.. Create Certficate ..
O Asingle PDF document (@) Afolder with PDF documents Cument certificate was issued to: Javed Akhtar, Valid until;
[ 29-Dec-19, Certificate Service Provider: Microsoft

I Enhanced RSA and AES Cryptographic Provider,

.. | [C:\Users\admin\Desktop\INPUT Location: Microsoft Store.

[] Password to open encrypted documents: Digtal signature hash algorithm:  SHA1 v
Desstiostianr: [] Cestfly PDF document
.| [C:\Users\admin\Desktop\OUTPUT | Nochanges allowed

[ Visible signature box [Smmeﬁopeuu\oe ]

Signing reason: \ v] [ Time stamp document = Time Stamping Settings...
Signing location: | | O Encrypt document
Restore Defauts | ooy Digtal Sgnatwre | Ext
Number of PDF documents: 2

Version: 8.5 .




1. Goto
Destination
Folder &
check
Digitally
signed PDF
File

2. PDF FileAfter
Digital
Signature

3. Digital
Signature

IN THE HIGH COURT OF DELHI AT NEW DELHI

+  ABCXYZ2020

:

CORAM:
0o

OCTOBER 01, 2019

ABC XYZ2020

versus

Throuzh

ORDER
01102019

... Respondent

Pagelofl



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.

foxit_

Foxit Reader

Industry’s Most Powerful PDF
Reader




Open the PDF file to Bookmar k

Using Foxit Reader —freetrial

Select & open  mEm o - -

the PDF

document to

make G

bookmark bl
=

& Recent places

B Desitop
#% Homegroup.
B e
18 This PC
P Administrator (hp)
& Deskiop

. 33 items

File name:

Fi&Sgn  Omgenze  Comment View Fom  Protect  Share  Connect  Accessbity  Heb O Telme.. la|Fnd Ple a-n-
- - ;o b B octe
B Dpncutio | *
san Purchase Subscrbe Ma
= N How
Bt Commen
Open
v o £
“
A Mame tA
i
cH
& getordes (105,106,
[E 2anacooesi2ms
[E e
[E) Telephone fst as on
B et
[€] Final Instructions.
[ www-delhihighcou...
€1 UKG-M-1 Final 2v
v e B

| Common Files [ pef *fdf *sdd v

Open Cancel
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Using Foxit Reader —freetrial
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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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LOGIN

Only Registered Advocate/ Party In Person can filethe cases

HIGH COURT OF DELHI
e-Filing Management System

Log In

1. Please Enter Login

Logintp* : [ ]
Credentials & Click Submit

Password * :

10078 \128

Enter the Validation code :

¢}

Submit

Not Registered ? Register as Advocate/Party In-Person

Forgot Password ? Click here.



LOGIN

First Time Login

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



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,
APPLICATION,
DOCUMENT &
DRAFT

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



FTER LOGI!I

ii) Inbox :- Under this menu
there are sub-menu items
v/ 6. Main Case | nbox

v’ 7. Application I nbox

v’ 8. Document | nbox

v 9. Caveat |nbox

v 10. Previously Filed Cases
v/ 11. Draft I nbox

v 12. Caveat Match

v 13. Add Reference No for
mentioned cases

PROFILE

CHANGE PASSWORD

LOGOUT

HIGH COURT OF DELHI
e-Filing Management System

6. Main Case Inbox 7. Application Inbox
Main Inbox Application Inbox
Mo of Files o, of Fles
) ' !
RUTIN TE——— e y— TN T e s e
e 1) - ok
i Wi
8. Document Inbox Draft Inbox

Document Inbox No. of Files

o Files



MAIN CASE FILING

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



E FILING

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

1. Enter Petitioner / Plaintiff

details

“ADD”.

3. Enter Respondent d

4. To add another \

respondent details, click

on “ADD”.

\ O
A

HIGH COURT OF DELHI
e-Filing Management System

) O
etails.

ad
~S
0

2. To add another Petitioner/
Plaintiff details click on [ 1of3 [ [ |
Plaintiff/Petitioner * Father/Husband Name

MEMO OF PARTIES [ Next
OR
Address* e-Mail 3
PNB HOUSING FINANCE DELHT [PNB@PNB.COM 23378654 ‘
Remove|
3 Father/Husband Name Address* e-Mail =z E
CHANGE BOARD OF \ND\A‘ UTTAR PRADESH =XCHANGE@XX COM 23454323 ‘
STATE OF NCT DELHI ‘ ‘ DELHI NCT@DEL.COM 32459808 ‘
Remove|

Next



SE 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 HIGH COURT OF DELHI
(Mandatory) e-Filing Management System

After _filling above_ fieldsyou [ | 20f3 | | FILING DETAIL previous [4] Ng

may fill the following as per

your requiranent, ETCERE B ‘PNB HOUSING FINANCE

» Impugned Order DEFENDANT/RE SPONRENT: ‘ VS EXCHANGE BOARD OF INDIA & ANR.

« Nameof Organization D W [Setect _ : I ~
| ) Year (2020 | @urgent O oOrdinary OJail

» Constitutional Case Category 1 |[elest ]

e Criminal 2 |[Setect v

« Land Acquisi'[ion Is there any Similar Matter: D‘

« Motor Accident impugned Order || Name of Organization || Constitutional || Criminal | Land Acquisition | Tax | motor Accident || Acts |

o Acts Previous Next

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



FILING

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

HIGH COURT OF DELHI
e-Filing Management System

[ [ 2of3 [ ] FILING DETAIL previous (4] [»]

Next

PLAINTIFF/PETITIONER: | PNB HOUSING FINANCE

DERERRZS BIHHES BN BERUIE | VS EXCHANGE BOARD OF INDIA & ANR.
*Select Court Name Case Type* [W.P.(C) - CIVIL WRITS v
Year 2020 ®urgent Oordinary O Jail

Case Category 1

*Enter Case Details

||44OD~ MISCELLANEQUS MATTERS PERTAINING TO OTHER OI

2 ||Selecl
. Similar Matter: EI|
*Enter Decision Date & Statutes Involy I |Jurisdiction Value :[ |
Select the decision impugned Order || e of Organization || Constitutional || criminal | Land Acquisition | Tax | Motor Accident || Acts |
Court Name [select |
Decision Date = Decision

Previous Next



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

HIGH COURT OF DELHI
e-Filing Management System

| 20f3 [ | FILING DETAIL previous (4] [*]

Next
PLAINTIFF/PETITIONER: |PNB HOUSING FINANCE

DEFENDANT/RESPONDENT: | VS EXCHANGE BOARD OF INDIA & ANR.

Case Type™ [W.P.(C) - CIVIL WRITS ~
Year 2020 @urgent O Ordinary O Jail
. . Case Category 1. |\4400~ MISCELLANEOUS MATTERS PERTAINING TO OTHER Ol
*Enter Organlzatlon . “
- Select
Name

Is there any Similar Matter: [] |
Statutes Involved ‘

|surisdiction vale :[ |

er || Name of Organization || Constitutional || criminal | Land Acquisition | Tax | Motor Accident || Acts |

Previous Next



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

HIGH COURT OF DELHI
e-Filing Management System

i >
| 2o0f3 | | FILING DETAIL previous [ [

Nexi
PLAINTIFF/PETITIONER: PNB HOUSING FINANCE

DEFENDANT/RESPONDENT: | vS  EXCHANGE BOARD OF INDIA & ANR.

Case Type* [W.P.(C) - GIVIL WRITS ~
Year 2020 | ®@urgent O ordinary O Jail
i Case Category 1 4400— MISGELLANEOUS MATTERS PERTAINING TO OTHER Ol
*Enter Details oy \
2. [Select
Is there any Similar Matter: [
Statutes Involved | |Jurisdiction valwe : [ |
ugned Order || Name of Organization || Constitutional || criminal | Land Acquisition | Tax | Motor Accident || Acts |

Title Statute Rule

Previous Next



E FILING

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

HIGH COURT OF DELHI
e-Filing Management System

i 3
| 20f3 | | FILING DETAIL previous [4] [»

Nexi
PLAINTIFF/PETITIONER: PNB HOUSING FINANCE
DEFENDANT/RESPONDENT: | 5 EXCHANGE BOARD OF INDIA & ANR.

* Select Police Station Case Type" [W.P.(C)- CIVIL WRITS - . )
Year |2020 ®Urgent O Ordinary O Jail
*Enter FIR No.
Case Category 1. ‘4400” MISCELLANEOUS MATTERS PERTAINING TO OTHER OI
*Enter FIR Date 2 ==
.Enter SeCtIOI’]S Of I PC Is there any Similar Matter: (|
tatutes Involved [ | Jurisdiction Value :[ |
| imbugned order || Name of Organization || constitutional || criminal | tLand acquisiion | Tax | Motor Accident || acts |
Police™  [Select v]
Station

1PC

Previous Next



MAIN CASE FILING

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

HIGH COURT OF DELHI
e-Filing Management System

i »
| 2of3 | | FILING DETAIL Previous (4] [®

Nexi

PLAINTIFF/PETITIONER: PNB HOUSING FINANCE

DEFENDANT/RESPONDENT: | vS  EXCHANGE BOARD OF INDIA & ANR.

[W.P(C) - CIVILWRITS
Year 2020 ®urgent O ordinary O Jail

Case Type~

~

Case Category 1

‘4400-- MISCELLANEOUS MATTERS PERTAINING TO OTHER Ol
* Enter Details 2 [Select

Is there any Similar Matter: [

tatutes Involved ‘

| Jurisdiction Value:[ |

Impugiied Order || Name of Organization || Constitutional || Criminal | Land Acquisition | Tax | Motor Accident || Acts |
Village [ ] Notification Date Sec4 =

Previous Next



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

* Enter Assessment
Year

HIGH COURT OF DELHI
e-Filing Management System

PLAINTIFF/PETITIONER:

DEFENDANT/RESPONDENT: VS

Case Type®

Case Category 1
2.

EXCHANGE BOARD OF INDIA & ANR.

FILING DETAIL

PNB HOUSING FINANCE

Previous EI [
Ne:

[W.P.(C) - CIVIL WRITS

~

Year

2020

@ Urgent

O Ordinary

Jail

‘44[]0—7 MISCELLANEOUS MATTERS PERTAINING TO OTHER Ol

[setect
Is there any Similar Matter: []
Statutes Involved I | durisdiction vae :[ ]
|| name of organization || constitutional || criminal | Land Acquisition | Tax | Motor Accident || Acts |
Assessment Yeal [select v = [N |
Previous Next



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

HIGH COURT OF DELHI
e-Filing Management System

i >
| 2of3 [ | FILING DETAIL Previous[1] [®

PLAINTIFF/PETITIONER:

DEFENDANT/RESPONDENT: VS

Case Type~

Case Category 1.

* Enter Name of

Next
PNB HOUSING FINANCE
EXCHANGE BOARD OF INDIA & ANR.

[W.P(C) - CIVIL WRITS
Year |2020 ® Urgent

~

Ordinary O Jail

‘44007* MISCELLANEQOUS MATTERS PERTAINING TO OTHER Ol

28 [seloot
Insurance Company Is there any Similar Matter: []
Statutes Involved [ |durisdiction Value:[ |
order || Name of Organization || Constitutional || criminal | Land Acquisiion | Tax | Motor Accident || Acts |
Name of Insuranc&€ompan

Previous Next



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

» Select Act

HIGH COURT OF DELHI
e-Filing Management System

| DEFENDANT/RESPONDENT:

[ 20f3 [ ] FILING DETAIL

PLAINTIFF/PETITIONER: ‘pNE HOUSING FINANCE

‘ VS EXCHANGE BOARD OF INDIA & ANR.
[WP(C) - CIVIL WRITS
Year [2020 | @urgent O ordinary O Jail

Case Type*

~

Case Category 1. ‘\440077 MISCELLANEOUS MATTERS PERTAINING TO OTHER O1

2. ‘ [Select

Is there any Similar Matter: (]

Previous

(] next

impugned Order || Name of Organization || Constitutional || Criminal | Land Acquisition | Tax | Metor Accident || cts |
ct Type ‘Name ‘Remarks
[Select Act vli\sam v\‘H
| ‘ Act Type Name ‘ Remarks
=

Previous Next



MAIN CASE FILING

Step 3.

HIGH COURT OF DELHI
e-Filing Management System

« Enter 17 digits [ | | 30f3 | FILE UPLOAD previous [
Enter e-Court Fee Receipt No.(if any) [LCT1556251L15510 %)
eCourt fee number & [ Amount: |

Click ADD =

Previous
Remarks

Advocate
Remarks

upload Complete File Browse...
(please upload only .pdf files. Max size allowed 50 MB)

It is certified that all the annexures are true copies of their respective original documents.

® | don't agree

Previous Upload Document




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



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 g e SR BN o o ot i G st e

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

-

Reference Number

PleaseSave

Diary Year




Add Reference Number

v Sucessfully Saved

LOGOUT



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

1) Inthe system thereis HIGH COURT OF DELHI
facility of tracking the e-Filing Management System
status of different types of
filingsvizMain, Search By: [DisyNo V] )
Application etc. pROMILE e oerecme
+ e-Filing
* 1. Man Case

2) Click on the Main Case % e%’;a%:?m SINo| DiaryNo. | Case Type |CaseNo Petitioner Vs Respondent ‘:":“ o Status Dealing ‘:’:'f‘:
Inbox sub menu under saomd — 0
nbox menu s ‘
0 Predousy FiedCases LU { Party ; o
. * 11 Draft inbox

3.) under Main Case o S P M |1 |
therearetwo t CHANGE PASSWORD o

R ")
SCRUTINY-=-- Liststhe LOGOUT ‘
caseswhich arein scrutiny abils | T ' o
stage o i o 6

Reference No



AIN CASE INBOX

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

1) DEFECTIVE=> Lists HIGH COURT OF DELHI
the cases which arein e-Filing Management System
defective stage .
Search By: | Diary No v A E
2)To view the_defect in e o)
caseclick on List Of EC T —
Defectslink B Dateof | Court | Reference
_; \;g“ma SINo | Diary No. 0. Petitioner Vs Respondent il Status Dealing o No
+ Inboy

3.) InDEFECTIVE > Gl oocnen ‘ — w g

. . = 7. Application Inbax 435906/2020 | RFA HH Vs Y¥TY —
option are given to s -
REFILE the defective -:1 Draf o
cases, after removing the U ket e

' CHANGE PASSWORD

objections.
LOGOUT



MAIN CASE INBOX

On Clicking List of Defects, all the objections raised by the Scrutiny Assistant(s)
will be displayed
HIGH COURT OF DELHI

1) Option to enter e-Filing Management System
remarkswith respect to
every defect(s) raised by Scrutiny Report &, print
Scr Utiny assistant. ‘Diary Number- 435906/2020 Case Type ‘RFA ‘
i i Date of Defects
2 ) Click “Save” after SINo. Defects marked during Scrutiny Marked ‘ Remove
giving remarks, if any o ) - Fair typed copy of dim written annexures be fld ‘ oosaonn |-
\ || ()= Caveat Report is to be obtained and at the time of each subsequent refiling 1070512020 |-

Information of Any other Defects

Date of Defects Description

10/05/2020 ‘ Description of any of] efects bookmarking not done



APPLICATION FILING

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

1) Thereisa submenu
Application availablein e-
Filing menu .

2) Select Case Type, Case
No., Year of the already filed
matter and click on Go
button

Year

Case Case
Type No.



APPLICATION FILINC

HIGH COURT OF DELHI
e-Filing Management System

1)Select Filing Type

Select the Type of filing you Application Fiing
want to do ‘Case Type*: [BAILAPPLN. - BAIL APPLICATION V|| case No.r: [1 Year*: [2019 ¥
Go
Filing Type
2)Select Application T SIS
) ect Application Type
Av) - CAVEAT behalf of(Party)
— (CC) - COUNTER CLAIM
Select the Type of Petitioner: ‘ (CC[COMM)) - COUNTER CLAIM (COMMERCIAL)
P : (CCP(0)) - CIVIL CONTEMPT PET.
Appl ication to befiled. s (CF) - COURT FEE
(CM APPL) - CIVILMISC. IN CIVIL WRITS
(CO.APPL) - COMPANY APPLICATION
(CRLM (BAIL)) - CRIMINAL MISCELANEOUS APPL. FOR BAIL
(CRUMA) - CRIMINAL MISC APPL
(EDA) - ESTATE DUTY APP. gfan) [ |[Add|
(EXAPPL (OS)) - EXECUTION APLICATION -
(1) - INTERLOCUTARTY APPL ] v
(0.A)- ORIGINAL APPEAL
(0 A (APPLT)) - CHAMBER APPEAL(APPLT)
(08BJ)- OBJECTION
(D) - ORIGINAL DOCUMENT
(OLR) - OFFICIAL LIQUIDATOR REPGRT
(REVIEW PET ) - REVIEW PETITION
T

Advocate h
Remarks: |

File to Upload: Browse...
only pdf files. Max size 1B)

(please uploa

certified that all the annexures are true

s of their respective original documents

Save




APPLICATION FILING

HIGH COURT OF DELHI
e-Filing Management System

Application Filing
‘CaseType': BAIL APPLN. - BAIL APPLICATION V||Case No.™: |1 Year: 2020 v

Go

®urgent Oordinary Ojail

‘\(CRL M.{BAIL)) - CRIMINAL MISCELANEQUS APPL. FOR BAIL V|

on behalf of(Party)

ESitone: JAG PARVESH @ TONI DAGAR

3) Select document

Respondent: [ STATE
To upload ‘ g
Enter e-Court Fee Regaipt No.(if any)
I ePayment ID: I Amount: |

4) Click on Save Remos]
button to submit the
Filing. ‘

i ()

File to leuamusers\Deep\DEEMp Browse...

{please upload only _pdf files. Max size d 50 MB)

fied that all the anr are tru o ginal documents.




APPLICATION FILING

After uploading, 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
sent to your registered
email id & Mobile No.

Fileisforwarded to
scrutiny assistant.

Please Click here and fill
detailsif matter isurgent

Check inbox for status.

HIGH COURT OF DELHI
e-Filing Management System

v’ Diary No. E-435945/2020

Confirmation E-mail Message has been sent.

SCRUITINY ASSISTANT : Mr. SUDHANSHU SEKHAR BERA

e e-filing is subject to scrutiny.




APPLICATION INBOX

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

1.) Click on the
Application Inbox sub
menu under Inbox menu

2.) under Application
Inbox there aretwo tabs
viz

SCRUTINY--- Liststhe
caseswhich arein scrutiny
stage
DEFECTIVE--- Liststhe
caseswhich arein
defective stage




DOCUMENT FILING

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

1) Thereisa submenu
Document availablein e-
Filing menu .

2) Select Case Type, Case
No., Year of the already filed
matter and click on Go
button

Year

Case Case
Type No.



DOCUMENT FILING

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

1) Select Type of Document
for Uploading

2) Select Party
3) Add e-court fee

4) Select document
Toupload

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

HIGH COURT OF DELHI
e-Filing Management System

v~ Diary No. E-435946/2020

E-mail Message is delivered successfully

+ e-filing is subject to scrutiny.

ning Application)




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
Inbox menu

2.) under Document | nbox
there are two tabs vi
SCRUTINY--- Liststhe
caseswhich arein scrutiny
stage
DEFECTIVE--=
caseswhich arein
defective stage

iststhe



DRAFT INBOX

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

1.) Click on the Draft
Inbox sub menu under

Inbox menu \






A Step by Step Guide for efiling

(For High courts & District Courts of India)

Authored by
R.Arulmozhiselvi,
Ubuntu cum CISMaster Trainer;
OSD, Tamil Nadu State Judicial Academy .
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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.

{90 High Courts & District Courts

a ¢-Filing Application

Nl m

Guide for efiling in High Courts & District Courts of India. (Page 1 of 14) Circulated by e-committee, Supreme Court of I ndia.




IHigh Courts & District Courts

1.4. Select your< state>

(1) by clicking on the drop list (or)
(i) by clicking the state directly from the India map

1.5. Login

m ‘ e Typetheloginid and password

LOGIN

e Enter the captcha

_your password 7
Forgot your User-Id 7

e Click on LOGIN button.

.

iZel:{ell Please Enter your 10 digit mobile no.
registered with eFiling Portal

1.5.1 Forgot password :

If you forget your password or User-1d, you can

Please enter your valid email id
registered with eFiling Portal.

click on the same and can enter your 10 digit
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 :
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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 e-Filing Status

Not Accepted

A

Defective

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-filed Cases

(((

=] 4 ol " 0

Cases e-Filed Documents Deficit Court Fee 1A

e

-File

e

Rejected Cases

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. Weicome,

VIDHATHA
View Profite  PANUGANTI

1.7. New case option: kg
After you login, you will be welcome d by the dashboard with the filing

IP Address

menu list on the left hand side . In the e filing menu listClick on ‘New # Home

Case’ Option under the dash board which will takeyou to the form |R&: New Case

whereto file the case.
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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 Q}«|(+~ 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.

I New Case : Where to file

High Court *

Case Type *

Is MACT Matter *

Is choosen case type of MACT (Motor Accident Clair
1 Belore SELECT =

[ reset | Submi

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.
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I Filing Form
' Active . Done Optional . Required

0 Pelitioner o Respondent extra Informatior Extra Parny Case Delal o AcCt-Seclio subordinate Court

o Sign Method el,;. oad Document QF iy Court Fee m Affirmation @

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” . m

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”

Complainant / Petiticner Information
Organisation: [ Emall: EMAL ®
Complainant [ Petitioner * : RAVINDRA N ADHAVA, D e 77665 2 P
] 244
Address * MADHAV TRANSPORT, SALLARI
Relation of Compiainant / Father - @
Petitioner with relative name *:
Relative Name *: RAMAKRISHNA @ State * - KARNATAKA j
Date of Birth: A DDIMMIYYYY @ District * - BALLARI j
Taluka : SELEGT TALUKA j
Age*: 45 @ 3
Town BELLARY j
Gender * @ or.c.n- (T Female () Otrwer
Wara: SELECT WARD j
Religion: HINDU j
Village : SELECT VILLAGE j
Caste: HINOU j
Pincode : PINCCDE @
Police Station Code : Sefect Police Station >

1.9.3. e filing number:
The Saved Form will generate an e Filing
Number at the Right Top. It can be noted

e-Filing No : EC-KABIFF-00012-2020
for your reference.
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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” .

z
-
1
1l
(.

Oate ot Birtn Distric 1
- Tanm |

o - r

— o Wara 4
Rengion s TRE 1 o j

Passport Mo » Amernase Adxess

i
4
B £ 2 5
. » Y 1
A A i} A. L4 i

[

i

§
f§ 32 F %
EE R B

E & 3
e b LA LA LA

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 extrainformation, click on Save button and; then Click on Next
button. But If you do not want to fill the extra
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information about the Complainant/Petitioner or Accused/Respondent then directly clickon the
Next button.

1.9.6. Extra Party Details :

Type * ompiainant / Potmioner @) Accused / Respondont
Organ on em
Accused | Respondent e
Ackess * R
...... » » 4
Age Distrsct -
SO -
Genge o 3
Towen -
Religion - J
Ward -
Cass 4
nag -
Pinc ode

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 11 is recommendead to All in Extra Parnty details though not mandatory

B (=) T

1.9.7 Case Detalils:
The Case Details Form

contain the particulars of
Cause of Action Detaild ’
Dad D|Spute Place1 the Important information or @

Subject of Reason

clam amount, Any ey | Pommanat tnpmch ' j‘ priistoss
Important Information/ £ = 3
Subject/  Reason, the
Prayer, Relief

Particulars.

State

e e

< o

¥ 5
(S
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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 ~ ActSection*: = ORDERZ1RULEL]

Add more

s | one [ e
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 .

Document(s) PDF(s) will be * : Uploaded and later on eSigned using my Aadhaar
Uploaded digitally signed using Digital Token

uploaded and later on eVerified using mobile OTP

It eSign using Aadnaar will be failed two times due to any technical reasons, e-Verification using Mobile will be automatically displayed at the very same page to proceed

further

NOTE : eFiling portal accepts digitally sianed documents only. I you have digital token, you can upload documents digitally slgned by token. Othemwise lat
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1.9.10. Upload Document:

Documents * : N = v Documents Title * : @
Select Document ‘
Flle ®: Browse No tile selected
NOTE . Please upload pdf file only (PDF file name max. length can be 45 characters only. Only digits, characters, spaces, hyphens and underscores are allowed.). Max, PDF

file size 20MB

E3 3

Show 10 j entries Search:
# Document Name Uploaded Documents Index Pages Remove
PETITION { ECKAB ( 020_P 1-1 1 @ Deilets
peTITIONCOPY
669181e80d112dadbSd14a8dc 1b133005r817890dba7014act18838ac08ar6le

VAKALATHANAMA 1 ECH 0 020_VAKALATHANAMA . pat 2-3 2 @ Delet

Showing 1 to 2 of 2 entries

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.

pacument Intormeaton

Cocumunte * . Select Loz ment - Docummunte Tille ¥, | JOGIMINT T ® ‘

Lol | Orowss.. |Motie selecied
—_—

NCTE Deass upload rd* hie ony (MO Hlo varms mare longth oar bo 46 ohamacieic orly. Only dizite, Crawvasters, cpacce, hyphone ard uncomcoroe aro aloaed), Max, OF

files z¢ 20ME .
] - B

Slww | 10 ‘I enlie Sea/uh,
# Document ame Uploaded Jozuments Index Pages Remove
1 PETTION [ ECKABIFF000L2202¢ PETITION, el 114 |1 Blelete
PCTMONCCPY
6EV181a0001 120 0d 541 1ace 101 J2005101 /duLdba it act dbdt acdi ctELe
2 VAKALATHANAMA (2 ECKABIFFOODL2Z0C_VAKALATHANAMA pet ¢ 38 2 Blolots
VAKALATHNZMA,

808052017 L26URL 1(LBEDA2E L6 B42013428LERR 1727 TBUMECELIMD 12

Shawip T m2 il 2 enres
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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.

Feetype* . Select v Bank Name SELECT ﬂ
Chaliay Cheque! DD/ eChallan @
Fee Amount* : ® No.*
Challan/ Cheque! DD/ eChallan = S @
Payment Mode * : SELECT j Date*
Select Party * SELECT 1
Upload Receipt* : Browse...  Nofile selected
NOTE : Please upload padf fiie only (PDF flle name max. length can be 45 characters only. Only digits, chasacters. spaces, hyphens and underscores are allowed.). Max. PDF flie

size 20MB

Next
B3I

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

ApplicantiComplainant/Litigant Affirmation

Applicant/Complamant/Litigant Affirmation [ﬁ ew Applicant Complainant/Litigant Atirmatio
@ One Time Password (OTP) has been sent 10 your mobile ***+**+* 66
Moblle OTP * 1 I @ wam

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 eVerified by Mobile OTP «
Omn Date - O2-05-2020 212916 PM
Using Mobille @ v s v s o5
By Litigent : RAVINDRAS MADHANY

[ View aeVerification
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1.9.13. Advocate Identification and Verification:

Advocate Identification and Verification

-
Advocate Identification and Verification : m ew Applicany Complainant/Litigant Identification and Venficatio

Name*:

Mobile * ;

PNC .u‘

@ 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 : Y G606
By Advocate - GURUPRASAD B &

[ 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 all the details, the filled up form details can be

viewed using the ‘EXPAND ALL” option or click on + to view ol

the details against each category.

1.10. Final submit:
After checking al the details click the option “FINAL

SUBMIT”
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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

o =

B Not Accepted Deficit Court Fee

A

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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Pending Acceptance

Show 10 j entries
- eFiltng No. Type
1 ECHKARIFF New Case
Horz-aoao

O TEST

New Case

Case Detalis

FRAVINDIRA MADHAVA Vs RAMUL KUMAR

FAMAKFISHNA Vi RENUKESH

PRAGATHI KRISHNA GRAMINA BANK Vs, ABC

Search

Submited On

O2OSI2020
09,30 33 PM

0202020
0ca S5t a2 PM

O 2020
08 14 .43 P

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

Acknowledgement

IA(s)

Petitioner

Advocate

e-Filing No

Respondent

Efiling Admin

EC-KABIFF-00012-2020
RAVINDRA MADHAVA
RAHUL KUMAR

V]

Guru Prasad (KAR/1000/2019)

IVADDL DISTRICT AND

SESSIONS JUDGE BALLARI

COMMERCIAL COURT

Payment Details .

e-Filed Date/Time

Matter Nature

02-05-2020 09:30:33 PM

Ordinary

Generated Date: 02-05-2020

1.13. Generate Case party details:

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

eFiling Details

e-Filed for
Nature :  Cwvil

Case Type

Matter Nature

e-Filed By :

Complainant / Petitioner

Accused ! Respondeont

Extra Information

Extra Pasty

Efiling Tes:

Ballan_Ka a0
D Opening efiling_ECKABIFFO000122020.docx

You have chosen to open:
efiling_ECKABIFFO00122020.docx

which is:
from: https://efiling.ecourts.gov.in

What should Firefox do with this File?

GURU PRASK

© Open with

Save File

Do this automatically for files like this from now on.

Microsoft Word Document (1.7 KB)

LibreOfTice Writer (default) ™

Cancel

[ It D1 B
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Ravindra Madhava W/o RAMAKRISHNA, Aged about 45 years,

----Petitioners

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.

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”.







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
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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







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
Appellate side matter)

3) Add e-court fee

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

HIGH COURT OF DELHI
e-Filing Management System

v/ Diary No. E-435022/2020

Confirmation E-mail Message has been sent.

Please Click here
and fill detailsif
matter isurgent




CAVEAT INBOX

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

1.) Click on the Caveat

Inbox sub menu under b —
Search By: Diary No Vv ALL V] Go
Inbox menu
PROFILE DEFECTIVE (0)
v Inbox
6. Man Case inoax Court | Reference
* 7 Appiication Ingo, SINo | Diary No. |CaseType | Case No. aveator Vs Respondent Date of Filing Status
»8 Document Fee No
0. Previousy Filed Cases | | T Memo of Party |20-05-2020 | SCRUTINY "
2.) under Caveat | nbox 1. Dl oo S ¢
. +12. Caveat Malching -
there aretwo tabs b T Memo of Party | 10-05-2020 | SCRUTINY 8
CHANGE PASSWORD
. _ RAKESH Vs ANAND Memo of Party | 08-05-2020 | SCRUTINY ﬁ
SCRUTINY--- Liststhe LOGOL

caseswhich arein scrutiny
stage

DEFECTIVE--- Liststhe
caseswhich arein
defective stage



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.

BY ORDER OF THE COURT
Sd/-
(MANOJ JAIN)
REGISTRAR GENERAL

Notification stands published in Delhi Gazette Extraordinary, Part |1, Section |, No. 6 (NCTD No. 476) dated 25.02.2022



