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ONE TIME CONFIGURATION STEPS

1) A No Initialization

Copying Section — Configuration — A No Initialization.

Configurations

A No initialization - : o
Filing Number will start from 1. Only A No can be set from this initialization.
Court Details
Document Mapping Current Year A No: =
(A No will start with this number)
Certified Copy Master
Certified Copy Ferms You can't initialize A No: again because copy applications are already filed with your initialized A No.

Free Copy Forms
Documents Upload

Search

2) Court Details

Copying Section — Configuration — Court Details



Home

Copying Section

Configurations
A No initialization
Court Details
Document Mapping
Certified Copy Master
Certified Copy Forms

Free Copy Forms

Narnmante Hnlaad

3) Document Mapping

Copying Section — Configuration — Document Mapping

Home
Copying Section e

Configurations

Court Details

Document Mapping

Certified

Certified

Copy Master

Copy Forms

Free Copy Forms

Documents Upload

Search
Seal
Register
Notices

Copying

Reparts

F.Annliratinne l

Court Short Name
(Special characters not allowed)

Document Mapping

Court Short Name

Note:- ONE TIME SUBMISSION. All documents should be mapped to any document / Nane.

#  Document Name Mapped to
1 AWARD Judgement
2 DECREE DECREE
3 JUDGEMENT Judgement
4  ORDER Order

4) Section Master
Copying Section — Certified Copy Master — Section Master.— Add

“Record Section” and “Bench Section”

Mapping Status

BEEE



Home ‘

Copying Section (-] Section Code 7

Configurations ;
Section Name

Certified Copy Master

Certified Copy Forms

Free Copy Forms
Documents Upload Sections List
Search
Seal Section Code Section Name Actions
Regist: ;

i 1 Record Section 8 i
Notices

2 BENCH SECTION Addl District and Sessions Court | Pathanamthitta 8 a

Copying Reports

5 ) Court Calender

Court calender @ Sunday , second Saturday ag)omlcu @) @cea
BOEUE SO W SEMRISHQSS . @ROIMITB 6360 RITVEODQo @AW
BlAUTVEBRUW HEIMBOIT GOELON]FEDOMENZ@IEIM . @SAHE GaTLAS

amcgjoe: ebD Process nf)&hd month ©o select amc% 6)21Q)61o.

ONLINE COPY APPLICATION STEPS
(Staff Only )

) E-Application ( Daily Work

WIAHEENDAW GalEKlOM @IOY SHSO®AUCE MIAN HAD EUIGIMIWS]
6TUSENITB Kl H636.21Q)b.

i) Consume New Application



Home — E-Application — Consume New Application.

Home

Copying Section

+]
I |
E-Applicati +) icati
pplications 4] ﬁ/, Consume New Applications

Consume New Petitions

Consume Payment Details

Consume New Application =» Receive Online Application (Left Top Yellow
lcon )

] Accept All

Search:

Sl. no E-Filing No Applicant's Name Nature of Application Applied On Action

1 EC0397120000192020 Jayashree Suresh Certified Copy 18-12-2020 Accept

2 EC0397120000842020 sruthy Certified Copy 11-12-2020 Accept

&) EC0397120000822020 sruthy Certified Copy 11-12-2020 Accept

4 EC0397120000882020 sruthy Certified Copy 11-12-2020 Accept

5 EC0397120000052020 sruthy Certified Copy 09-12-2020 Accept

6 EC0380120000242020 sruthy Certified Copy 09-12-2020 Accept



" Receive Online Application " button @ 1@ ©.21Q1@3 B36eMee el
@RQIIGHOHMDIY ag)eldo allqy’ 6.21Q B$6Mlasto .  a1e\mDlmmm Copy

Applications cvlledlesanmd alei@aiwnonss ESHNSHNNNEEERE ¢ s o
&0 021Q)b .

ii) Consume New Petition

Home

Home — E-Application — Consume New Petition

Copy application em@ &es Affidavit , Sanction  Petition ag)0mlau

@Raicana’ ©.21Q)M MIA0LIYEI@  , @RAJIeHeum Consume
eolgempnu@en  Affidavit , Sanction  Petition ag)0mlcy  Consume
02lQ6alSe . af)mMmad  Dlaallgss  GHIa]l  BRaJlesnum @3

@waoe;éamc@m” D@0 @RAIGRINAL s)_aJ@dcsm_DU% @l E-application  eel
Consume New Petition 9ale@ivila Consume 6.21QPQJaN@I6N.

Consume New Petition = Receive Online Petition (Left Top Yellow Icon )
-» Accept

‘ Processing of Petition Filed via Online

Copying Section 4]

E-Applications -} Accept Al
Search:

Consume New Applications
To Be Consumed List

To Be Verified List
Consume New Petitions

Consume Payment Details

Sl.no E-Filing No Applicant's Name Nature of Petition Applied On Action

No data available in table

Show Showing 0 fo 0 of 0 entries
0 v Previous | Next

entries

iii) Consume Payment details

Home — E-Application — Consume Payment details.



Payment Details of Applications via Online

Search:

Sl.no E-Filing No Applicant's Name Mode of Payment Amount Status
No data available in table

Show Showing 0 to 0 of 0 entrigs
10 v Previous = Next
entries

1) Copying Section

@Il BRAJCBHUM entry ms@® Certified Copy Forms & Free Copy
Forms a)Sludflad agomeslajo 9alewiuflenemo. @ISO, litigant
osesloudss Certified Copy Forms 9ale@iulleaamudud public prosecutors
Free Copy Forms @alc@iuilead:.

E-Application eamall@ mlawo Accept 6.a1q Copy Applications aflarils’
SI6md Scrutiny @ @rerm’. @sd@mo Scrutiny @ ailamed:)ens’ enddssl aaldaomy’
6-21QPOJIM@IE.

physically 218400®@ @]l @Rqflesanummy’” Copy Application Entry
ag)aM option Dal@Iila] entry MSOHHHQo BUOaHo Scrutiny 0.21Q 660

BTV O2IYIQYMN@AIETY



1) Copy Application Entry

Copying Section — Certified Copy Forms / Free Copy Forms — Copy
Application Entry

Application Date 15.09-2023 Case @ Caveat O
IN Case No Select v Select Year o
Arised From Case No
Advocate/Party Name Advocate v
Filing Nature Urgent Application Fee
Application Type (®Certified Copy (OCarbon Copy
For Whom PETITIONER ~

* Select IN Case No ( Select Case Type , Enter Case Number , Select Year ), ( case

Number , case 66Sq], @r@eL@sl3 CIS @ DePED CHMUDHU , HODo MTUAQ

M@0 OBB csoeacg%oe;u% ©S6EEIQAUDIT o]l @RAJIGHH MM o_rucggmcoﬂmx@’]

AINVALID'CASETYPE/OLDICASE! oo 1c@)ufleoemo )



For example , In the case of Crime stage click “INVALID CASE TYPE / OLD CASE"

IA No Select w 2023 ~
IN Case No FIR 253 2023 w
Eans LiEs Das e SHO PATHANAMTHITTA

* Select and search advocate (search only with name , not initial )
* Select Filing Nature , Application Type , for whom.

* Click DOGHIMENES (DOCUMENTS ag snugerd click 6.2 asleanges’
@R\ SS csamoeaé@mc@cm“ select ©.2IQd. af)@© copy GQUEMORMo
OBIFERD:. |A @RYNUUIA]SEMIDUD csw)oe;éamc@cm"@ascg "PETITION" exrvals,
omgoea . BU0aYo aJOOOEBS "PETITION" Button @é]c%)u@_ru% Type, IA No, Year,

No of Copies ag)lol M@ B:bs.

ORDER @mQltoiea]S6MIdu GIE0a@M 66Sqe] "ORDER" mveis; 6.01Q)d: .
GUDAHo nJOOEB8 "ORDER" Button %Qé]o%)u@_ru% Order Date , No of Copies ag)amlau

M@ bs.

* click SAVE Button



2 ) Petition Filing

Case ® Caveat O

Search By eFiling No v Online Appl NO*
INVALID CASETYPE
1A No Select v
IN Case No* ER v 217
Arised From Case No
Petition Type Sanction Petition ! CNot Applicable
For Whom Petitioner v
Advocate/ Party Name Advocate v SUNITHA KK
Moaobile & Email 9061809053
Application Type  Certified Copy
Presented On 07-09-2023
Online Application No  EC0101090012542023
Petltlon Lists
SL Petition Type Presented on Ordered on
1 Sanction Petition 07-09-2023
2 Affidavit 07-09-2023

PETITION FILING

EC0101090012542023

Petition Ordered On

2022

sunithagopakumar0@gmail.com

B Verify

B Verify

Actions

i}
i}

View Document

View Document



File £21Q a8Iq]l @R JleH0aHM@eM &6S submit a1Qldlesm Affidavit |
sanction Petition ag)olal verify 021Q)d af) MDIEM BRSO “LlSo.

Petition Filing on Offline Mode

Physically aiamldlesam alq]l @oolesnaron &es aigiaalaan
Affidavit , Sanction Petition ag)amlidieal llooeErud cﬁa(T)_Iég(ﬂ('O'a
GOEUO]SEOMENBOEM , @RMIMIW| Petition Filing @ ilawo Filing Number
@meloeg”a_ru@goea . Petition Type , Presented On , Petition Ordered On ag)avlql
M@] save 6.21Q)d.

Petition Filing on Online Mode
"PETITION FILING " click ©21Q)# . Search By. " eFiling No" , Select " Online

Appl NO", Click " view Document "( Bottom of the page).

(BQDJceaéOm(@(mucorrect @63 "verify " ag)aM 6TUSEM £5166) 6).21Qd>.
@REOIG&S! "Presented On" ag)M @dalaUM@I@ GUIBOABN verify O2IQ

ONQ®) BI6MH0.

3 ) Scrutiny
Copying Section — Certified Copy Forms / Free Copy Forms — Scrutiny

SCRUTINY

Filing NO* 7/2021(EC0399060000022021) |~ Year* 2021 Defective O Non Defective @

NAME OF APPLICANT - SRUTHY CASE NO - 05-15/2019
APPLICATION DATE - 02-06-2021 SCRUTINY DATE - NIL
MODE OF APPLICATION - ONLINE ONLINE NO - EC0399060000022021

DOCUMENTS



Copy Applications Verify e.a1gaiad go option DaleWIUILRMD.

E-Application eamail@d ailamo. Accept a1 Copy Applications @
defect oeemeeslcd milaqye automatically @R @rqjleensuem Defect @Rl
HEMBIBBTD . @REOOSIojo SMS / E-Mail aigl user &m @rdldflesao .
Ao o  addsessglad  Defect  aldlandloflogi@lad oD

@RaJleenum automatically reject @@mM@6M.

user @hluoien]s Documents n@@@)@cﬂ@@)@ﬂ“ﬂ(mu MM HBQIIM

_ ag)am erugem Click a1

o) Alndss’ Defect poenean codarilwi@d Defective enigend gﬂceo”s)_fu%

reject 61O @Ie’

Defects at the time of Scrutiny
Not Related to this Bench
Wrong Bench
No Vakalath
Insufficient Stamp
Sanction Petition Not Filed
Section8 Petition Not Filed
Judgment not available
Order not available
Invalid mobile number
Invalid email id
Incorrect Sanction Petition Format
Incorrect Section8 Petition Format
Incorrect Affidavit
Affidavit Not filed
Not eligible for free copy apply for certified copy
Incorrect restoration petition
Not GP
Invalid order date



Document not available

Invalid CaseNo
Invalid IA No
Invalid Order Date
Name of Petitioners/Accused is not tallying
Date of Order/Judgement Not Mentioned
Name of Parties Not mentioned
Year of Case number Not Mentioned
Third Party Petition not filed
Party in Person copy of ID Card not attached
Copy Applications @ defect g ag@l@d Save enuged los

6-21QPQIIMN@IE .

aflel Applications Scrutiny £.21QaM @rolmvooml@d Affidavit , Sanction

Petition goenwal Verify e.21Qpa@ Save ©.21@pm qudwlssle) .

@R @AUILOOMIM MGIMI@ " Sanction Petition and Affidavit Filed but Not Yet

verified “ ag)am HAGMR’ HIremleaa

@RODMOo @RAIMVEOMIT Scrutiny &6’ O3 aHsless " Petition Filing "
option ®aleiUil.g) Verify 621910JMm©o , @o@IM GLUoaHo Scrutiny e Save
£.21QPOJINE@ET . GUaHo Petititon Filing &alaum@ paiewduiloy Approval
msomOJam@em’  .Scrutiny oJ@olI® Gwauo, " Generate A Number "

eamail@d alan’A number Generate 621Q)b>.

4) Generate A Number

Select Filing Number — (Application details automatically displayed ) —

Save.



Generate Copy Application No

Filing NO* 7/2021(EC0392060000022021) |~ Year® 2021

APPLICATION DETAILS
NAME OF APPLICANT - SRUTHY
CASE NO - 05-15/2019
APPLICATION DATE - 02-06-2021
SCRUTINY DATE - 02062021
MODE OF APPLICATION - ONLINE

OMNLINE NO - EC0399060000022021

@REMISES] A- MMUB RIBYAISo.

5)_Send to Section/ Made over to other Court

GUIHRPAF  @RalEenW  eoIQMGIMT]  @RGAISH  UTWE]S
allexnedlo’ (emvesdiealss /| ag eISTloElealss) H6H@Q: af)MMIET’
@RSO *QIG0.
@D COOIBHWR eHMleM@ mlalailoal caigo @GRMAVAEly alleiea]>ud
60660/ allaIte HAVH UM ERWIDIHE0 B:IEMLH . GRDIMIT @RGAIHH
BROI® OTVHUDICRIHH @RWa] @YAUNRAS COEUHW OOEEQEMo. GHTY
DEQOOBEJo EHISTIHE Made Over 6.21QISOEEEITd GdhIa]l @RaeHeM @R

CHISDN B OOHHMIN6Mo.

Send to Section / Made over to other Court = Select A NO = Select
Section ( Record / Bench /, Other Court -» Save



Send to Section/Madeover to other Court

] Return from Section

A NO* ‘ 6/2021 ~ Year 2021

NAME OF APPLICANT - SRUTHY
Application sentto :
CASE NO - 051572019
O Section O Other Court
APPLICATION DATE - 02062021
SCRUTINY DATE - D206-2021
A NO - B2021 | |
MODE OF APPLICATION - ONLINE
ONLINE NO - EC0399060000022021

@RE®IS &SI @RGAIHH NITWHA]S OTVHHUTIGRISS 66BN

@RGAIcHUHM SMS / Profile audl  @rdlainm avidslese

6 )NOT READY REASONS

Not Ready Reason Defects
Decree Not Ready
No decree in the file Hence CA returned

7 ) Documents Upload

Click Upload Documents Button

List of Applications for Documents Upload

Search:

Sino Reg No Online Application No Date of Application Type Action

1 712021 EC0399050000042021 2021-05-31 Certified Copy

Showing 1 to 1 of 1 entries




©@SAMM @YUNOA]S GOEUBUW aBODIOBNOQAD MGG BIemIM
mIWlese. Mlalniled WIKIQ cad’ @RGIal GRENC@IMIG ALOE G
OMVRIE O21Qd . )Ml srugemlad glasealgs. " Collect From  the
Coping Section " ag)am encaRER’ eIy . Mleerwd Digital Mode ®@myerm’
select @mgma@e&’l@% document upload amcggm@’lcro@@ 6nIS6M
automatically enable @&:mMoIe.  oleialled  Digital Mode  active

@RePEM@IM@ direct Mode 9a16@IUfleeM oAl B6H:

of delivery of D 1ts
SL.No Documents
Digitally Direct Mot Available
1 FIR (- (@] o]
2 OTHER1 @ ) o
3 CASE O o @
OTHER1 of
4 OS2132017 O @ )
Second Addl. Sub Court Ernakulam
F.ILR of
s OS213r2017 O @ ®
Addl. Sub Court Ernakulam
PROCEED
Si.No Documents Attachment Action
1 CASE File not available.
2 OTHER1 File Uploaded Successfully Proview (4 Pages)
3 F..R Browse... | No file selected. Upload
OTHER1 of
4 0S/213/2017 Collect File from copying section.
Second Addl. Sub Court Ernakulam
F.I.R of
5 O S/213/2017 Collect File from copying section.
Second Addl. Sub Court Ernakulam

>

BaVIaG @]l E@IMdo Upload e.a1Qlgeenees|o?, @rra@”@’]mé £.21QDM BHYlQo.

g0 pISEIM Uoato, Send to Section/ Made over to other Court eam

ameloeg”om% "Return From Section" éloees)”amcgdoea . Ol save 621Q)

8 ) Return From Section

SNIMDOG]S OMVLUMITB Moo EUILPARIY HISIQGIM cUdatto User
“Return From Section “ ag)m 6.2186GeND&HMI@ &loae.210@ Alegem @l

MO@dHH6Mo.



Copying Section — Certified Copy Forms / Free Copy Forms — Send to
Section / Made over to other Court — Tick “ Return From Section > — Select A NO

— Select “ Return Date “ — Save

Send to Section/Madeover to other Court

Return from Section

A NO* 1/2023 v Year” 2023

SEEECATE DAL S DOCUMENTS REQUESTED

NAME OF APPLICANT - SUMESHS
Section - Record Section Sent Date - 17-03-2023
CASE NO - SC-13/2018
Return Date 15-09-2023
APPLICATION DATE - 15-03-2023
SCRUTINY DATE - 16-03-2023
ANO - 12023
MODE OF APPLICATION - ONLINE

9) Issuance of Certified Copies

Select ANO, Year —» Go (Details displayed automatically )

ISSUE COPY APPLICATION

A NO= Year®
(= 2021

& STJAMES CHURCH Vs & K.C.ANTONY

APPLICATION SENT TO RECORD SECTION ON 02-06-2021 AND RETURNED O

© NAME OF APPLICANT - SRUTHY & CASE NO -0S 1572019
B3 APPLICATION DATE - 02-06-2021 & ARISED FROM -
&% MODE OF APPLICATION - ONLINE B2 ONLINE NO - EC0393060000022021

DOCUMENTS

Defective )] Non Defective (O]

Mode of Payment Offline Online



Click STAMP CALCULATION — Enter “ No of Pages “ = ( gad=’ maud
mczs&e;m«sﬂm“mcromcél%d Stamp amount automatically calculate @@®:aM0)

oilal @rgsHwd OTHERS ag)am option  9a1c@ddilapem’ age@dedss
csamoe;é@mogm” CUMORMN  AlOQMM®. @ d(VIa02IE\ODIEd  stamp
CALCULATION m emdg onevqss OTHER DOCUMENTS (Same Court )

a)0M &dalauml@d mlmoealemoe stamp amount calculate a_oJ@go_m%

Stamp Amount 10.50

Calling Date 28052021

Producing Date 28.05-2021
Ready Date 28-05-2021

SIS e Eare 01-06-2021 LOWER COURT DOCUME

ISSuc bate 28-05-2021 OTHER DOCUMENTS(lower g

The next step is consume, the payment conformation. Only offline mode is

available now. @REAIBHUHM OOM  @OHODENEI@ Mlam’ stamp amount form
WDEMEENA  6al@do.  Bqjo  Copying  sectioneelss  qmuadqflesd.

@RMIMEUdHo NI@BCD GOEUBUD MTILs.

10 ) Consume Payment Details

dleiallad offine mode @rem’ payment m GQIMEl DalcIWEBM@ .
@R@IMIT BRAWIEHOQMY /| Al BRAUMOS 6(@))anW@ H@A payment
mode offline @R®Hs)l M@dsemo . Online payment msqflensamm goss’ @ee
alo@m Ao @ale@ullemo .Click on Receive online payment button to
display the payment response received from the applicant. Accept each row.

Then continue with issuance process.



Payment Details of Applications via Online

Search:
Sl.no E-Filing No Applicant's Name Mode of Payment Amount Status
1 EC0399060000022021 sruthy Offine 77.00
Show . Showing 1 to 1 of 1 entries
19 ‘:! Previous n Next
entries

M adly’ @RSEREMNU @RAIG @RAUDIRAS CGOEUBUD MTIB:d:

Producing date, ready date, issuance date ag)amlau M@BLd, Doy
N ORHIQ CUdaHo, Gwaoeaée)mc@m% WlHlgendl eqflgmalm’ allelgd

MIlEUN 2J@ ag)M QOIS 6TUZEMD MVI(GIMIGE ZUoyMIB:0

3.00 STAMP CALCULATION

Stamp Amount
Calling Date 01-06-2021
Producing Date 01-06-2021
Ready Date 01-06-2021
Appearance Date 04-06-2021
eue Date S o DIGITAL SIGNATURE

Data saved successfully.

TECHNICAL TEAM
PATHANAMTHITTA



	User Login
	ഡാഷ് ബോർഡ്
	5 ) Court Calender
	Consume New Application → Receive Online Application (Left Top Yellow Icon )
	ii) Consume New Petition
	Home → E-Application → Consume New Petition

	Consume New Petition → Receive Online Petition (Left Top Yellow Icon ) → Accept
	II) Copying Section
	3 ) Scrutiny
	4) Generate A Number
	5) Send to Section/ Made over to other Court
	ഡോക്യുമെന്റ് അപ്‌ലോഡ് ചെയ്യുന്നതിനായി അപേക്ഷ ബന്ധപ്പെട്ട വിഭാഗത്തിന് (സെക്ഷനിലേക്ക് / മറ്റ് കോടതികളിലേക്ക്) കൈമാറുക എന്നതാണ് അടുത്ത ഘട്ടം.

	6 )NOT READY REASONS
	7 ) Documents Upload
	9) Issuance of Certified Copies
	10 ) Consume Payment Details


