Standard Operating Procedure (SOP)
for e-True Copy Module

APPILICANT:

1.

For logging in, the applicant shall visit the official website of the
Rajasthan High Court at www.hcraj.nic.in and select the Apply option
under the e-True Copy menu. On the official websites of the District
Courts, the e-True Copy option shall be available under Quick Links.

If the applicant is not previously registered on the portal, registration
shall be completed by using the User Registration button provided
below the login window.

e Advocates shall complete registration using their Bar Enrollment
Number.

e Litigants shall complete registration using their registered mobile
number.
These details shall serve as the User ID of the applicant.

Registration is subject to the prerequisite that the applicant’s Bar
Enrollment Number (in case of an advocate) or mobile number (in case
of a litigant) is recorded in the CIS entry of at least one case. If such
entry is not available, the applicant shall first submit an application to
update the CIS entries:

» before the Registrar (Judicial) in case of the High Court, and

* before the Presiding Officer of the concerned Court in case of
District Courts,

The information provided during registration shall be verified through
an OTP sent to the registered mobile number. During registration, the
applicant shall set a password as per the prescribed policy.

Advocates or litigants who are already registered on the Rajasthan High
Court website shall not be required to register again.

The applicant may log in using the User ID (Enrollment Number or
Mobile Number, as applicable) and the password set during registration.

After login, the Home Dashboard shall display the list and current status
of the applicant’s copying applications.

The applicant may apply for both e-True Copy and Physical Certified
Copy through the portal.

For submitting a copying application, the applicant shall first select the
concerned Court.

10.1In case of selection of the High Court, all cases related to the applicant’s

Enrollment Number / registered mobile number available in CIS shall
be displayed.



11.

12.

13.

14.

The applicant may apply for only one case at a time. For this purpose,
the Apply for Copy button available in the action column of the
concerned case shall be used.

If any document in the concerned case has been authenticated by the
Court and uploaded in DRMS, such document shall be separately
available for e-True Copy.

Upon selection of the required documents and number of copies, the
applicable prescribed fee shall be displayed.

After accepting the terms and clicking the Payment button, the applicant
shall be redirected to the e-GRAS portal for online payment and, upon
successful payment, redirected back to the e-True Copy portal.

15.Upon confirmation of payment, the applicant shall receive:

16.

17.

18.

19.

20.

21.

Application Acknowledgment
Authentication Certificate
e-True Copy

If any document is not available for e-True Copy, the applicant may
submit an application for physically certified copy by selecting the
nature of the application (Ordinary or Urgent) and specifying the
documents and number of copies. Payment of application court fee shall
be made online in the same manner.

For physically certified copies, the existing rules and procedures shall
continue to apply. However, information regarding objections, copying
fees, and readiness of copies shall be communicated to the applicant
through the portal and SMS notifications. The applicant may also track
the application through the portal.

Failure to remove objections or deposit the prescribed fee within the
stipulated time may result in rejection of the application by the Copying
Branch. The applicant shall therefore take timely action as per portal
and mobile notifications.

In case of Physical Copy, for removal of objections, payment of copy
fees, and receipt of certified copies, the applicant shall personally visit
the concerned Copying Branch along with the application receipt.

The applicant may, if desired, submit an application physically in the
Copying Branch as per the existing procedure. In such cases, the
Copying Branch shall enter the application details on the portal and
issue an immediate receipt. Physical certified copies shall be supplied
on the basis of this receipt as per rules.

An applicant shall be entitled to obtain e-True Copy only in his/her own
case. For obtaining certified copies in other cases as per rules,
application shall be made physically before the Copying Branch.



22.

23.

24.

25.

26.

27.

Each e-True Copy shall be accompanied by an Authentication
Certificate, containing application details, e-True Copy details, a
system-generated UDRN (Unique Document Reference Number), and
Hash Value. In case multiple e-True Copies are issued, each copy shall
have a separate UDRN.

The same Authentication Certificate may be used for multiple e-True
Copies; however, once a UDRN is defaced, the same UDRN shall not
be reused.

Any e-True Copy without an Authentication Certificate shall be treated
as invalid. The e-True Copy shall be submitted along with the
Authentication Certificate only after the declaration contained therein,
certifying that the e-True Copy has not been tampered with in any
manner, is duly signed.

Any Court or institution before which the e-True Copy is produced shall
verify its authenticity on the basis of the UDRN and Hash Value and
shall accept it as a certified copy only upon verification.

Courts shall have the facility to verify e-True Copies directly through
the RHC e-Portal.

Other institutions shall visit the official website of the Rajasthan High
Court, go to the Authenticate option under the e-True Copy menu, enter
the UDRN, and thereafter enter the OTP received on the registered
mobile number of the applicant to verify authenticity.

28. Authenticity of e-True Copy may be verified either:

29.

30.

31.

32.

by manual comparison of the hard copy with the original e-True Copy,
or

by auto comparison of the Hash Value of the uploaded soft copy with
the original e-True Copy.

A Court or institution may direct the applicant to present the e-True
Copy in hard copy or soft copy, as required, for verification.

Once an e-True Copy is verified using its UDRN, the UDRN shall
automatically stand cancelled/defaced.

Any subsequent attempt to verify an e-True Copy using a
cancelled/defaced UDRN shall be rejected by the portal. Therefore, the
same e-True Copy with the same UDRN cannot be presented at
multiple places. Applicants shall take due note of this fact.

For detailed information, the Help Manual is also available under the
“Download” tab of the e-True Copy Portal.
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COPYING BRANCH:

1.

Copying Branches shall use the e-True Copy portal through the RHC e-
Portal.

. e-True Copies shall be issued automatically through the portal, and

details of such applications shall be available in the respective Copying
Branch accounts.

. For physically certified copies, two situations may arise:

¢ Online application submitted by the applicant through the portal;
or

* Physical application submitted by the applicant.

In the first case, online applications shall appear in the Pending
Applications section of the Copying Branch dashboard.

. In the second case, the Copying Branch shall mandatory enter the

details of the physical application on the portal and issue the portal-
generated receipt to the applicant.

Upon receipt of an application, the Copying Branch shall first determine
whether the case record is available. With regular use of the portal,
availability of records shall be automatically indicated.

Where case record is available:
¢ The Copying Branch shall verify the eligibility of the applicant.

e [f objections exist, the same shall be entered on the portal and the
applicant shall be directed to remove them within the prescribed
time.

* On failure to comply, the application may be rejected.

e After removal of objections or situation of no objection, details of
documents and copy fees shall be entered.

e On payment of fees, certified copies shall be prepared
immediately and the date of readiness shall be recorded on the
portal.

e Certified copies shall be delivered upon production of the receipt
and status of the application shall be updated on the portal.

8. Where case record is not available:

e The application shall be forwarded online to the concerned Court
or Section.

e Upon receipt of the record, certified copies shall be prepared as
per the above procedure.

e If the record has been deposited in the Record Branch, the
application shall be forwarded accordingly by the Court/Section.



e If the record has been transferred to another Court, detailed
remarks shall be entered and the application returned by the
Court.

e If the transferred Court falls under the establishment of the
Copying Branch, the application shall be sent to the transferred
Court and the same procedure shall apply.

e [f the transferred Court does not fall under the establishment of
the Copying Branch, the application shall be rejected.

9. For detailed information, the Help Manual is also available under the
“Download” tab of the e-True Copy Portal.
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COURT / SECTION:

1. Courts/Sections shall use the e-True Copy portal through the RHC e-
Portal.

2. e-True Copies shall be issued automatically, while details shall remain
available in the Court account.

3. For availability of documents on DRMS, all Courts/Sections shall
follow this process:

e All computer-typed or system-generated documents (orders,
judgments, order sheets, etc.) shall be typed in Unicode font and
affixed with the CIS-generated QR code.

e Prior to upload, documents shall be verified with the original, and
a footnote stating “Authenticated Document” shall be typed on
each page.

o After conversion to PDF, the concerned clerk or stenographer
shall digitally sign using DSC. The procedure for digitally
signing a PDF is annexed as Annexure A and Annexure B.

e Documents shall be uploaded to CIS only after completion of this
process.

4. For physical certified copy applications, Courts shall verify record
availability and forward the case record to the Copying Branch or
Record Branch as applicable.

5. For verification of e-True Copies produced before the Court:

e No e-True Copy shall be accepted without an Authentication
Certificate; however, if the Court deems it fit, it may proceed
further upon mere production of the UDRN of the e-True Copy.

e The Court may also direct the applicant to present the e-True
Copy in hard copy or soft copy, or both, as required.

e The Court may verify authenticity using UDRN, hard copy
comparison, or Hash Value verification of the soft copy.

e Only after verification shall the e-True Copy be taken on record
as Certified Copy and acted upon.

6. For detailed information, the Help Manual is also available under the
“Download” tab of the e-True Copy Portal.
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RECORD BRANCH:

1.

Record Branches shall use the e-True Copy portal through the RHC e-
Portal.

. Where case records are deposited in the Record Branch and copy

applications are received, the concerned Court shall forward such
applications to the Record Branch.

. Applications shall appear on the Record Branch dashboard.
. The Record Branch shall physically send the case record to the Copying

Branch for preparation of certified copies and update the portal
accordingly.

. If the case record is not available, appropriate remarks shall be entered

and the application shall be returned to the Copying Branch.

. For detailed information, the Help Manual is also available under the

“Download” tab of the e-True Copy Portal.
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HOW TO SIGN PDF FILE USING DIGITAL SIGNER TOOL (Annexure-A)

STEP 1

OPEN DIGITAL
SIGNER TOOL

Ubuntu Desktop

STEP 2

SELECT FILE >>
OPEN >> FILE

hgoen@m

STEP 3

FIND YOUR PDF
FILE

Insert Text | [l Insert image] [ & Validate Signatures

Open File

| NewFolder | Delete File | Rename File |

l/hnme/ubunm/DeskmpJL‘

|Folders | |Eiles
/ = CryptolD.desktop

-

Digital Signatures Files/
Documents/ | graphis-key~
Downloads/ tipp10.desktop~
java-8-10022020/

Selection: fhome/ubuntu/Desktop
|Doc-1.pdf |

Filter:
RAllFiles 2}

| & Cancel | M

STEP 4

OPEN THE PDF
FILE

Digisigner - [/home/ubuntu/Desktop/Doc-1.pdf]
File Signature nt Window Help

YRA&AQ D of 1 5 e BDD 2% UnAaq
[ @ signDocument| | 75 Insert Text | [ & insert mage | |2 Validate Signatures|

Hon'ble Rajasthan High Court

District & Sessions Court, Sirohi

Thank You

(1)



STEP 5

CLICK ON "SIGN
DOCUMENT" TO
SIGN THE PDF
FILE

DRAG CURSOR
IN AREA WHERE
YOU WANT TO
PLACE YOUR
SIGNATURE

i @ s OON B8 S84 s | [Bisman

STEP 6

CLICK ON "ADD
EXISTING KEY
STORE"

e BhhD AG OBAQ
|E Sign Document \ 7,:2 Insert Text ‘ ‘ = Insert \mage‘ &2 validate S\gnatures‘

Apply your signature

[Common| Advanced | Batchsigning

=

o John Doe

"T attest to the accuracy
and authenticity of this
document."

2020.02.10 02:45:08 +0530

| 4 Generate my own certificate.. ‘< (5 Add existing key store, >

Key store Smartcard

(5] Issued For | Issuedby | validtit[%]
Y

Appearance | My signature appearance 1 v/ (#)(2)(R]

Certification |No certification [+

Reason | J

Location |ie accuracy and authenticity of this document |

Contact | J

| Restore defaults| | Sign |~ || cancel)

Page1/1
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STEP 7

CLICK ON
"SMART CARD or
USB KEY STORE
(PKCS#11)"

Common | Advanced | Batch signing

John Doe

"I attest to the accuracy
and authenticity of this
Add key store

Choose key store type:

@ FFile key store|
Prnartcard or USE stick key store (PKCS#11)
) Demo key store

I_,E'del | lCanceLJ

STEP 8

CLICK ON "FILE"
TO FIND PKCS
TOKEN LIBRARY
FILE

STEP 9
SELECT FILE

FOR MTOKEN:
/opt/CryptolID>>

x64>> lib>>
libcryptoID_pkcs11.
S0

H | Common | Advanced| Batchsigning
o John Doe
"I attest to the accuracy
2 and authenticity of this
e

docum
Add key store
Please enterkey store name and choose library file
vbrayfle [ [y

oK/ [cancel

Certification [No certification

Reason [ |

Lla e i IS KT BRI |

A

{7/

Location  |ie accuracy and authenticity of this document |

Contact | |

|Restore defaults| ( Sign

|~ || Cancel |

AR Lo

Page1 /1 [OHm HH‘V

fp g @ OB =)

Hi | Common
Di
|NewFolder | DeleteFile | Rename File|
T |/opt/CryptoiD/xs 4/l | + |

[Folders | |Eiles
J =, [lbQtsCore.s0.5
3 libQt5DBuUSs.50.5

| —
Lo

libQt5Gui.s0.5
libQtsWidgets.s0.5
libQt5XcbQpa.s0.5

Lla e i IS KT BRI |

Keys
©l lbicudata.s0.54
i = libicui18n.s0.54
Selection: /opt/CryptolD/x64/lib
Appeal
|liberyptoid_pkest1.so
Certifie iz
Reason| ALFies
&" Locati | @ cancel | K
:'5 Cont actm— N——
—
== |Restore defaults| Sign |~ || Cancel |
[-23 |~
b m Paget/1 [0 H ooH
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SELECT FILE

FOR PROXKEY:

/usr/lib/WatchData/
ProxKey/lib>>

libwdpkcs_Signatur
ePl11.so

Digisigner - [fhomefubuntu/Documents/RJSR020009502020_11_draft(signed).pdf]

File Edit View Signature Document Window Help

dRaE D 1 of1 e e B0 D& OBHAQ

If Sign Document | l_i Insert Text | |ﬁ Insert Imagel | @ validate Signatures|

Folders

4
o

WDProxkeyDaermon
libUsbKeyStatus.so
libpkcs11wrapper.so

libsrvsocket.so
li naturep
» libwduiapi.so w‘

Selection: fusr/lib/WatchData/ProxKey/lib

libwdpkcs_SignatureP11.s0

Filter:
AllFiles =

& Cancel & ok

1 Restore defaults | Sign |+ | [ Cancel

STEP 10
CLICK ON OK

John Doe

"I attest to the accuracy
and autherﬁticity of this
en

docum
Add key store
1 Please enterkeystore name and choose lbrary file:

Key store name |Smartcard |

Library file

Certification |No certification

Reason | |

\

(el e e S LTS Ol T |

Location  |ie accuracy and authenticity of this document |

b

Contact | |

| Restore defaults | 1 Sign |~ || Cancel]

Page /1 |0 H moHH
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nt Window Help

of 1 <] e BhD DG UHAQAQ

[& SianDocument | 3. Insert Text | [ insert image| |2 Validate Signatures|

Hi | Common |Advanced | Batchsigning

STEP 11
ENTER TOKEN
PASSWORD

[DEFAULT
PASSWORD:-
12345678]

o John Doe

"I attest to the accuracy

and authenticity of this

document."
020 0 [AWA

TH

X
=
Appearance |My signature appearance 1 [~ #)(2)(R])
Certification [No certification B3}
Reason [ J
Location |ie accuracy and authenticity of this document |
Contact | |
|Restore defaults| Sign |~ | | cancel |

-
[0 H ooHY

g O < B = ) I

STEP 12

SIGNATURE
VISIBLE IN KEY
STORE
SMARTCARD

el © RDD £G UHRAQ

[@ SianDocument | 3. Insert Text | [ & insert image| |2 Validate Signatures|

Apply your signature

H| | Common |Advanced| Batchsigning

ol Pulkit Sharma

"I attest to the accuracy

and authenticity of this
document."

[ 2020.02.10 02:46:38 +0530

| 4 Generate my own certificats L5 Add existing key store.

—mard
CLICK ON SIGN im

BWal JYme

BUTTON TO SIGN Ccerticaton o ceeheston B
Reason [ ]
THE PDF Location |ie accuracy and authenticity of this document |
Contact | |

|Restore defaults| Sign |~ || cancel|

-
Page1 /1 [0 H ooH

EDIT SIGNATURE ——

OR ADD EXTRA Common | Advanced | Batch signing
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document."
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NAME, REASON, |a " .
LOCATION, Y e Pr—
DATE, LABELS,
FRAME AND

Pulkit Sharma

"I attest to the accuracy
and authenticity of this

ocument."
2020.02.10 02:46:38 +0530
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@ Signer name O Signer name
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OPTION.
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FILE
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PROCEDURE TO APPLY BULK DIGITAL SIGNATURE

STEP 1 \ N N\

YOU CAN SIGN }Q }a }Q

MULTIPLE PDF PDF PDF PDF

FILES SAVE IN A

FOLDER BY N AN N\

USING BULK }3 }D }3

DIGITAL

SIGNATURE PDF PDF PDF

FACILITY \ \ \
PDF PDF PDF

STEP 2 : :
OPEN THE ;{e Edit View Signature Document Window Help .
FOLDER

NewFolder| DeleteFile RenameFile
/home/ubuntu/Desktop/sir_dcc_cjm_26-07-202: cr =

Folders

FILE>> OPEN

Selection: /nome/ubuntu/Desktop/sir_dcc_cjm_26-07-2024_3_Cr
Untitled 1.pdf

Filter:
AllFiles

QCancel | QK
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STEP 3

SELECT THE
FOLDER AND
OPEN ANY PDF
FILE

Digisigner

ile Edit View Signature Document Window Help

£ Sign Document]

Open File

Mew Folder| Delete File Rename File
/home/ubuntu/Desktop/sir_dcc_cjm_26-07-2024_3_Cr

Folders Files

7] M. SR E S Wehii-1340-2019 RJISR
[k} FrafE_anowifee wewm-249-2020_RISRO2(
Fefa_soRige_wemor-249-2020_RJSR02
g snowifEe wem-428-2020 RJSROZ(
Fafd_soRifae_wew0-428-2020_RJSR02|
Frafie_amowifee_memm-428-2020_RISRO2(

Selection: /fhome/ubuntu/Desktop/sir_dcc_cjm_26-07-2024_3_Cr
Frafig_amoeriie Wem-1340-2019_RISR020027842019_493_2024.pdF

Filcer:
AllLFiles s

@ Cancel QoK

0 H 0oHH
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CLICK ON "SIGN
DOCUMENT" TO
SIGN PDF FILE.
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SIGNATURE
VISIBLE IN KEY
STORE
SMARTCARD

STEP 5
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SIGNING TAB
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OUTPUT
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STEP 6

CLICK ON BATCH
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(Annexure-B)

DIGITAL SIGNATURE PROXKEY PDF SIGN TOOL IN WINDOWS

Step (1) Open the WD Proxey Key Software and Click on Help option.

13 Prox¥ey Token Tool--WD PROXKey - x

Ex WD PROXKey
. E: Change User PIN

- E Change Token Name | Support | [| PDF Sign Tool | ]

........ 3 Device Information | Bemote Access |

Step (2) Then click on PDF Sign Tool. When the ProxKey Signer appears, click on PDF
Signer.

" ProxKey Signer = >

/ PDF Signer \ Office Signer File Signer

—

Digitally sign PDF Digitally sign Digitally sign any kind
\ documents / Microsoft Office files of files




Step (3) Then select the source PDF which is required to be digitally signed page-wise.
= X

~{ PDF Signer - Registered version
File  Tools Help

Select the Digital Certificate. ..

Digitally sign:
© Asingle PDF document () Afolder with PDF documents Current certficate was issued to: RUPA GUPTA, Valid
e urtil: 1/16/2027, Certificate Service Provider: PROXKey
5 C5P India V3.0, Location: Microsoft Store.
[ ] c/\Users\ECOURT\Desktop“\RJSRO20003102018_1_2025-12-09.pcf
[_| Password to open encrypted documents: Signing reason: o |
e R BT ST ey Signing location:
Destination:
CUsers\ECOURTDesktop " RJSROZ0005102018_1_2025-12-05[signed] ¢ Advanced Options. ..
Restore Defaults Apply Digital Signature Exit
hSeIected document: RISRO20009102018_1_2025-12-09.pdf Version: 1.0 .:
Step (4) Then Click on Advanced Option & then click on Signature Appearance.
o r - Regis! Advanced Options X - X
File  Tools Help
Digitally sign: Digital signature hash aigorithm: | SHAT b Select the Digital Certificate...
© Asingle PDF docy (] Include revocation information (LTV signature) Cument certficate was issusd to: RUPA GUPTA, Valid
Frrwe urtil: 1/16/2027, Certificate Service Provider: PROXHKey
£ . CSP India V3.0, Location: Microsoft Store.
A\ Users\EC( (] Certify PDF document
() Password to of No changes allowed Signing reason: w~
Drag & Drop £ @ Visible signature box [[ Signature Appearance... l] B location:
Destination: [ Time stamp document [ime £ ning Se ;
.. | CAUsers\EC( [ Advanced Options... ]
[ Encrypt document Fi ] Settings
Restore Defaultz . 0K Cancel Apply Digital Signature Exit
Selected document: RJSI i i -12- Version: 1.0 .

Step (5) Select All Pages from the Signature Page drop-down and check the options
mentioned below in the Configure Signature box.

Configure Signature Appearance x
Signature Page: | All Pages B8 Include Adobe signature status images (e.g. question mark, green tick)
Position E:tt 'Izaagz Fonts Corfigure Signature Box
Bottom Right ] Fort size: (10 2 ] Right to Left text B Name from digital certificate  [_] Entire certfficate subject
[C] Large signature bax @ Reason B Location
Standard forts: | Helvetica ~
@ Signing Date  Date format: |dd.MM.m')' HH:mm -

[C] Custom position

[ Use a custom fort [ Labels [[] Custom text

Signed By:
[C] Place animage on the signature box s = Focan
Reason:

Signing Date:

Restore Defaults QK Cancel




Step (6) Then Click on Apply Digital Signature.

- PDF Signer - Registered version = =
File Teools Help

Digitally sign: Select the Digital Certificate ...
© Asingle PDF document (O Afolder with PDF documents Cumrert certificate was issued to: RUPA GUPTA, Valid
Frrme until: 1/16/2027, Certificate Service Provider: PROXKey
= CSP India V3.0, Location: Microsoft Store.
C:\Users\ECOURT \Desktop RJSROZ0009102018_1_2025-12-09 pdf
[_] Password to open encrypted documents: Signing reason: r |
DOrag & Orop fo Sign the RilesFolder ST
Destination:
ClUsers\ECOUR T \Desktop\RJSRO20005102018_1_2025-12-09[signed] p [ Advanced Options.... ]
Restore Defaults [ Apply Digital Signature ] Eit
Selected document: RJSRO20009102018_1_2025-12-09.pdf Version: 1.0 .:

Step (7) Then enter the DSC Key PIN & Click on OK button.

- PDF Signer - Registered version = Pt

File  Tools Help

Digitally sign: Select the Digital Certificate...

© Asingle PDF document () Afolder with PDF documents Curent certficate was issusd to: RUPA GUPTA, Valid

B until: 1/16/2027, Certificate Service Provider: PROXKey
; CSP India V3.0, Location: Microscft Store.
C:alUsers\ECOURTDesktop"RJSRO200059102018_1_2025-12-09 pdf

| [ Password to onen encrvoted documents: Signing reason: e |
Enter User PIN >
Signing location:
UsecPIN: — [SEEEE 120009102018_1_2025-12-09[signed]. Advanced Options...
Note: Length should be between 632 characters
| oK I Cancel ] SoftiKeyboard | [ Apply Digital Signaturs Est

Version: 1.0 _.

Step (8) Then showing digitally signed successfully. After that, the signed PDF will be
stored at the target path with all pages digitally signed. The signed PDF is shown below.

a7, = Fmrei Eey b S st W e S eaei s
w Frnet s art A gt ya S S it AR o T e ary o
b Lo ]

e ik SfaPrs 1881 # wrr 139 & srEr - wos hog §
TR T e B e w1 e i e o Ieeon & ol
s i mon & we ey evo 138 7 Pffe fird o e o e fe v
e e iy iy e e

0 B R i o e o e e e
ettt dtortifn At s ranind




	​ Standard Operating Procedure (SOP)
	​ for e-True Copy Module
	​ APPLICANT:

	​ COPYING BRANCH:
	​ COURT / SECTION:
	​ RECORD BRANCH:

