
HCKL/4361/2026-IT-TC2-HC KERALA

n DCMS.

THE HIGH COURT OF KERALA

Kochi -682031

Date: 10-06-2026

NOTICE

Sub: Implementation of Advocate Clerk Module in DCMS – Intimation and

Circulation of Guidelines – Reg.

It is hereby informed that theAdvocate Clerk Module has been developed and

is now live in the District Court Case Management System (DCMS). The said module

has been introduced to enhance and streamline the functionalities relating to Advocate

Clerks within the DCMS platform.

The “Guidelines for Advocate Clerk Module Handling in DCMS” (in English

and Malayalam) is enclosed herewith for reference and necessary compliance.

All members of the Bar and Advocate Clerks are requested to familiarise

themselves with the above guidelines and utilise the Advocate Clerk Module in

DCMS.

All District Judges are requested to circulate this Notice among Bar

Associations, Advocate Clerk Associations, and other stakeholders, and to upload the

same on the District Court website, as well as display it on the Notice Boards of all

Courts under their jurisdiction.

(By Order)

JOSEPH RAJESH K A
REGISTRAR(COMPUTERISATION)-

CUM-DIRECTOR(IT)

Encl:-The guidelines for handling Advocate Clerk functionalities in DCMS (English

and Malayalam- if there is any inconsistency between the English and

Malayalam versions, the English version shall prevail).

To:- All District Judges.

All Nodal Officers.

All SSOs

The File/Stock File
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1.Clerk Management – Mapping of Clerk Profile and Advocate Profile 

➢​1.1 Introduction to Clerk Management 

The Clerk Management feature in the DCMS platform is designed to enable 
effective collaboration between advocates and registered clerks. Through this 
feature, clerks registered in DCMS can assist advocates in drafting main cases, 
petitions, and other documents during filing and defect curing. 

Advocate Clerks can register in DCMS using the Registration link available on the 
sign-in page by providing the required details. As part of the registration process, 
they must upload a valid Clerk ID Card issued by the Court along with a profile 
photograph. 

Once registered, a clerk must be mapped to an advocate’s profile through the 
Advocate Dashboard. After mapping, the clerk can be assigned to participate in 
and assist with the filing process. 

➢​1.2 Accessing Clerk Management 

To access this feature, navigate to the Advocate Dashboard and click on the 
‘Clerk Management’ button. 

 
 
 
 
 
 
 
 
 
 
 
 

 

 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

➢​1.3 Adding a Clerk 

 
To proceed, click on the ‘Add Clerk’ option.The system will display a list of available 
clerks. The advocate may select the appropriate clerk from the list as required. 

 
 
 
 
                                                                                                                                            
 
 
 
 
 
 



 
❖​ “Add” button corresponding to the desired clerk. The selected clerk will then be 

added to the advocate’s profile. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 

 

➢​1.4 Viewing Active Clerks 
❖​ All clerks successfully added to the advocate profile will be available for viewing 

under the ‘Active Clerks’ icon on the Advocate Dashboard 
 
 
 
 

 

 

 

 



2.Assigning a Clerk for Filing 

The advocate login to the dashboard to assign a clerk for filing. Initially, the 
advocate is required to enter only the basic details of the case. Upon providing 
these details, the advocate can assign a clerk. 

Once the clerk is assigned, all remaining details related to the filing process will be 
completed by the assigned clerk until final submission. 

 

➢​2.1 Assigning a Clerk for Case Filing 

 

2.1.1 Selection of Case Filing Option 

●​ The advocate shall select “Case Filing” from the dashboard. 
●​ The advocate shall click on “Start New Draft Filing” to initiate the process. 

 

 
 

 
 

 



2.1.2 Entry of Case Details 

●​ The advocate shall fill in the basic case details required for case filing. 

 

 

2.1.3 Assignment of Clerk 

●​ After completing the required details, the advocate shall select the “Assign 
to Clerk” option. 

●​ The advocate shall choose an active clerk from the list available in the Clerk 
Management System. 

●​ Upon selecting the clerk, the advocate shall click the “Submit” button. 
●​ The assigned clerk will then be able to access and proceed with the filing 

process from their dashboard. 



 

2.1.3.1. Assignment of Case to Clerk 

●​ Once a case is assigned by an advocate, it will be available on the clerk’s 
dashboard. 

●​ The clerk shall select the “Edit” option to proceed with the filing process. 
●​ The clerk may complete the filing up to the final submission stage or pause 

at any step prior to submission. 

 
 

 

 

■​ 2.1.4 Monitoring and Continuation by Advocate 
●​ The advocate may review the progress of the case filed by the clerk at any 

stage. 
●​ The advocate may resume and continue the filing process from the relevant 

step if required. 
■​ 2.1.5 Final Submission 

●​ If the clerk completes the filing process up to the final stage, OTP generation 
and final submission shall be performed only by the advocate through the 
advocate’s dashboard. 

 



➢​2.2 Assigning a Clerk for Petition Filing 

2.2.1. Selection of Petition Filing Option 

An advocate can assign a clerk to file a petition/IA. For this purpose, the advocate 
can select an active clerk through the Clerk Management option available on the 
advocate’s dashboard.The clerk may be assigned at the initial stage of the filing 
process. 

After assigning the clerk, the clerk can  continue and complete the remaining filing 
process through the clerk’s dashboard.The final submission of the filing can be 
performed only by the advocate. The OTP must be generated and submitted 
through the advocate’s dashboard. 

●​ Click the filing 
 
                                                                                
 
 
 
 

●​ From the next page,select the petition filing 
 

 



●​ After selecting Petition Filing, enter the required details on the page 
displayed and then click on ‘File Petition/IA. 

2.2.2 Entry of Case Details 

 

 

 
 
 
 
 

 

 

 

2.2.3. Assignment of Clerk 

 
 
 
 
 
 
 
 
 
 
 
 
 

●​ On the following page, an option will be provided to select the clerk 
to whom the advocate wishes to assign the filing. The clerk must be 



included in the advocate’s active clerk list before the draft can be 
assigned. 

2.2.3.1. Assignment of Petition  to Clerk 

 
●​ Once an advocate assigns a clerk for petition filing, the petition will be available on the 

clerk’s dashboard. 
●​ The clerk may continue the petition filing process by completing the required steps. 
●​ The clerk may proceed up to the final submission stage or pause at any step prior to 

submission. 
 
 

 

 

2.2.4. Monitoring and Continuation by Advocate 

●​ To proceed with the filing process, access the clerk’s dashboard. The 
clerk may complete the filing process up to the stage prior to final 
submission. Alternatively, the clerk may complete the process up to 
any required stage, after which the advocate can resume and continue 
the filing from that point. 

2.2.5. Final Submission 

●​ The final submission of the filing can be performed only by the 
advocate. The OTP must be generated and submitted through the 
advocate’s dashboard. 

 
 



2.3 Assigning a clerk for filing document/counter/memo or a written 
statement  
 

This application is used to allow an advocate to initiate a document file from their 
dashboard, and after the initial submission, enable the assigned clerk to continue 
processing the same case from their dashboard.Here the filing process is initiated 
from the Advocate Dashboard. Once an active clerk is assigned to the advocate, the 
filing can then be allocated to the selected clerk for further processing.       

 Then, move to the next stage by selecting the Filing option. 

➔​After selecting the Filing option, choose the type of filing on the page that 
appears. 

➔​Once the appropriate option is selected, the filing process begins. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



2.3.1. Selection of document,counter,memo or a written statement filing option 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

➔​Click the Written Statement/Counter /Document Filing  

 

 

  

 
 
 

 

 



➔​Click on New Document Filing 
➔​After selecting New Document Filing, the page that appears allows 

selection of the court district-wise. Subsequently, the case type, case 
number, and year can be entered, and the clerk can also be selected.  

 

2.3.2. Entry of Case Details 

 

 

 

 

 

 

 

 

 

 

 

2.3.3. Assignment of Clerk 

 

 

 

➔​From Clerk Management, any clerk who is active can be 
selected and the filing can be continued. After selecting the 



clerk and clicking Apply Document Filing, the case filing can 
then be continued from the clerk’s dashboard. 

 

 

2.3.3.1.Filing by Assigned Clerk 

●​ When a case filing is initiated from the advocate’s dashboard and assigned to 
a clerk for continuation, the clerk must first log in to the clerk’s dashboard. 
The case file initiated by the advocate can then be selected. 

●​ The details will be saved up to the stage completed by the advocate. From 
that point onward, the clerk can upload the remaining details. 

 

 

 

 

 

 

 

 

➔​Choose the edit option,then continue the filing. 
➔​ The filing can be completed here step by step. After completing each 

step, you can proceed to the next stage until the filing process is 
finished. 

 



2.3.4. Monitoring and Continuation by Advocate 

➔​The advocate can continue the filing up to the stage where a clerk is 
assigned. Once the clerk is assigned, the process can continue from that 
stage. However, the final stage of filing, including OTP verification and 
submission, will be handled by the advocate from their dashboard 

 

 

 

 

 

 

 

 

 

 

2.3.5. Final Submission 

●​ The final submission of the filing can be performed only by the 
advocate. The OTP must be generated and submitted through the 
advocate’s dashboard. 

 

 

 

 



 

2.4.Assigning a Clerk for Caveat Filing 

An advocate can assign a clerk to file a caveat. For this purpose, the advocate can 
select an active clerk through the Clerk Management option available on the 
advocate’s dashboard.The clerk may be assigned at the initial stage of the filing 
process. 

After assigning the clerk, the clerk can  continue and complete the remaining filing 
process through the clerk’s dashboard.The final submission of the filing can be 
performed only by the advocate. The OTP must be generated and submitted 
through the advocate’s dashboard. 

2.4.1. Selection of caveat filing option 

To begin, log in to the dashboard and navigate to Filing → Caveat Filing.. 

 

 

 

 

 

 

 

 

 

 



 

2.4.2.Add new Caveat 

 

 

 

 

 

 

2.4.3. Assignment of Clerk 

 

 

 

 

 

 

 

 

 

 

 

 



 

2.4.4. Monitoring and Continuation by Advocate 

At any stage of the filing process, the advocate may assign the task to a clerk.The 
assigned clerk can then continue and complete the remaining filing steps through 
the clerk’s dashboard.However, OTP generation and final submission must be 
carried out by the advocate through the advocate’s dashboard. 

2.4.5. Final Submission 

●​ The final submission of the filing can be performed only by the 
advocate. The OTP must be generated and submitted through the 
advocate’s dashboard. 

 

 

 

 

 

 

 

 

 

 

 

 

 



3. Filing by Advocate Clerk 

➢​3.1 Main Case Filing 

3.1.1. Filing of New Case by Clerk on Behalf of Advocate 

●​ A clerk assigned to an advocate may initiate and prepare a new case on behalf of that 
advocate. 

●​ The clerk shall click on “Start New Draft Efiling” to begin the process. 

 
 
 
 

●​ Click Start New Draft Efiling 
 

 



●​ After selecting the relevant advocate, the clerk may proceed with entering all 
required details and preparing the case. 

3.1.2. Final Submission 

●​ OTP generation and final submission of the case shall be completed only by the advocate 
from their dashboard. 

 

3.2.Petition Assignment 

3.2.1.Initiation of Petition by Clerk on Behalf of Advocate 

●​ An active clerk associated with an advocate may initiate a petition on behalf of that 
advocate. 

●​ The clerk shall select “Petition Filing” from the dashboard. 
●​ The clerk shall enter the required details and proceed to the next step. 
●​ On the subsequent page, the clerk shall select the relevant advocate and continue the 

filing process. 

 

 

 
 

3.2.2.Final Submission 

●​ Final submission of the petition shall be performed only by the advocate from their 
dashboard. 



3.3.Document,Counter,Memo or a Written Statement Assignment 
 

3.3.1.clerk filing 

➔​ The clerk can complete the process up to the last stage of docket generation. After that, 
OTP generation and final submission will be done  by the respective advocate from their 
dashboard. 

 

 

 

 

 

 

 

3.3.2. Final Submission 

 The filing process can be completed by generating an OTP from the Advocate Dashboard and 
submitting the generated OTP for verification. 

 

 

 

 

 

 

 



3.4.Caveat filing by Assigned Clerk 

■​ 3.4.1 Filing by Assigned Clerk 

The clerk assigned by the advocate can log in to their dashboard and continue the filing 
process. For this, after logging in, the clerk should select the case file that was started by 
the advocate. 

 
 
 
 
 
 
 
 
 

 

■​ 3.4.2 Continuation and Return to Advocate 

 
The clerk can stop the filing at any stage, including up to docket generation, and return it to the 
advocate so that the advocate can continue the filing. 
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1.  കർ�� മ�ക ജ� മമ �#� -  കർ�� �മ#യ$�
അഡ�ക�റ� �മ#യ$� മ%��ഫഫല$കൾ തമ�ൽ
ബന�പ��ൽ

➢ 1.1 കർ�� മ�ക ജ� മമ �#�: ഒ�വത���ക
DCMS  പ�റ� നഫ�മ�മല 'കർക� മ�ന	ജ� മമ	���'  സ�വ�ധ�	�,  അഭ�ഭ�പകര��
രജ�സർ മ�യ@�ട�ള അഡ.നകറ� കർക�മ�ര�� തമ�ല�ള ഔനദD�ഗ�ക
ഏനക�പ	� സ�ഗമമ�ക�നത�	�യ� വ�ഭ�വ	� മ�യ@�ട�ളത�ണ�.  ഈ
സ�വ�ധ�	ത�ലGമട,  DCMS  നപ�ർടല�ൽ രജ�സർ മ�യ@�ട�ള കർക�മ�ർക�
കപധ�	 നകസ�കൾ,  ഹർജ�കൾ,  മറ� അ	�ബന നരഖകൾ എന�വയ�മട
കഡ�ഫ�റ��ഗ� ഘടങള�ല��,  ഫയല��ഗ� നവളയ�ല��,  പ�ഴവ�കൾ
പര�ഹര�ക�നത�ല�� അഭ�ഭ�പകമര സഹ�യ�ക�ൻ സ�ധ�ക��.

അഡ.നകറ� കർക�മ�ർക� നപ�ർടല�	�മ� സസൻ-ഇൻ നപജ�ൽ ലഭDമ�യ
'Registration'  ല�ങ� ഉപനയ�ഗ�ച� ആവശDമ�യ വ�വരങൾ 	ൽക� DCMS-ൽ
രജ�സർ മ�യ�വ�നത�ണ�. രജ�സ� നകടപൻ സമയത�, നക�ടത� 	ൽക�യ�ട�ള
സ�ധ�വ�യ കർക� ഐഡ	���റ� ക�ർഡ�� ഒ)� മകപ�സഫൽ നഫ�നട�യ��
നപ�ർടല�ൽ അപ� നല�ഡ� മ�നയണത�ണ�.

രജ�സ� നകടപൻ പGർത�യ�ക�നനത�മട,  ബനമ)ട അഭ�ഭ�പക	�മ�
ഡ�പ� നബ�ർഡ� വഴ� കർക�മ	 അഡ.നകറ�	�മ� മകപ�സഫല�നലക�  Map
മ�നയണത�ണ�.  ഈ മ�)��ഗ� കപകക�യയ�ക� നശപ� മ�കതനമ കർക�	�
ഫയല��ഗ� 	ടപട�കള�ൽ പങ�ള�യ�ക�	�� സഹ�യ�ക�	��
സ�ധ�ക�കയ�ളG.

➢ 1.2 കർ�� മ�ക ജ� മമ �#� ത$#�$ന വ�ധ�

ഈ ഫ�ചർ ഉപനയ�ഗ�ക�നത�	�യ�,  അഡ.നകറ�
ഡ�പ� നബ�ർഡ�ൽ കപനവശ�ച� 'Clerk  Management'  എന
ബടണ�ൽ ക�ക� മ�യ�ക.
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➢ 1.3 ഒ�$ കർ��മ  കചർ�$ന വ�ധ�
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ത�ടർ	ടപട�കൾക�യ� 'Add Clerk'  എന ഓപ�പ	�ൽ ക�ക� മ�യ�ക.
അന)�ൾ നപ�ർടല�ൽ ലഭDമ�യ കർക�മ�ര�മട നപര�വ�വരങൾ അടങ�യ
പട�ക സ�സ� ക�ണ�ക�നത�ണ�.  ഇത�ൽ 	�ന�� അഭ�ഭ�പക	� തങള�മട
ഓഫ�സ�മല കർക�മ	 ത�രമഞട�ക��.

 ബനമ)ട കകകകകകകകകകകക കകകകകകകകകക കകകകകകകകക  "Add"  ബടണ�ൽ
ക�ക� മ�യ�ക.  ഇനത�മട ത�രമഞട�കമ)ട കർക�,  അഭ�ഭ�പക	�മ�
ഔനദD�ഗ�ക മകപ�സഫല�	�മ� ഭ�ഗമ�യ� മ���നത�ണ�.
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➢ 1.4  �ലവ�ൽ സജ0വമ�യ കർ�$മ�മ� ക�ണ$ന വ�ധ�
 അഭ�ഭ�പക	�മ� മകപ�സഫല�നലക� വ�ജയകരമ�യ� ന�ർത എല�

കർക�മ�ര�മടയ�� വ�വരങൾ അഡ.നകറ� ഡ�പ� നബ�ർഡ�മല 'Active
Clerks' എന ഐകണ�	� ക�ഴ�ൽ പര�നശ�ധ�ക�വ�നത�ണ�.

2. ഫയല��ഗ� ച$മതല കർ�� � ഫകമ�#$ന �0ത� 
ഫയല��ഗ� ��മതലകൾ കർക�	� സകമ���നത�	�യ� അഭ�ഭ�പകൻ ആദD�
സ.ന� ഡ�പ� നബ�ർഡ�ൽ നല�ഗ�ൻ മ�നയണത�ണ�.  കപ�ര�ഭ ഘടത�ൽ
നകസ�	�മ� വളമര അട�സ�	പരമ�യ വ�വരങൾ മ�കത� അഭ�ഭ�പകൻ
നരഖമ)ട�ത�യ�ൽ മത�യ�ക��.  ഈ വ�വരങൾ 	ൽക�യ ഉടൻ തമന
അഡ.നകറ�	� ഫയല��ഗ� ��മതല കർക�	� സകമ����.

ഇതരത�ൽ ��മതല സകമ���കഴ�ഞ�ൽ,  നകസ�	�മ� ബ�ക� എല�
വ�വരങള�� അപ� നല�ഡ� മ�യ�നത�� ഫയല��ഗ� 	ടപട�കൾ
പGർത�യ�ക�നത�� അന�മ സമർ)ണ� വമരയ�ള ഘടങൾ സകക�രD�
മ�യ�നത�� ��മതല ലഭ�ച കർക�യ�ര�ക��.

➢ 2.1 കകസ� ഫയല��ഗ� ച$മതല ഫകമ�#ൽ

2.1.1 'Case Filing' ഓ��പൻ ത��മഞട$�ൽ
 അഭ�ഭ�പകൻ ത	�മ� ഡ�പ� നബ�ർഡ�ൽ 	�ന� "Case  Filing"  എന

ഓപ�പൻ ത�രമഞട�ക�ക.
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 ത�ടർന� 	ടപട�കൾ ആര�ഭ�ക�നത�	�യ� "Start  New Draft  Filing"
എന ബടണ�ൽ ക�ക� മ�യ�ക.

2.1.2 കകസ� �മ# അട�സ�  വ�വ�ങൾ ക�ഖമപട$തൽ
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 നകസ� ഫയൽ മ�യ�നത�	� ആവശDമ�യ കപ�ഥമ�ക വ�വരങൾ
അഭ�ഭ�പകൻ പGര�)�നകണത�ണ�.

2.1.3 കർ��മ  ച$മതലമപട$തൽ
● കപ�ഥമ�ക വ�വരങൾ നരഖമ)ട�ത�യ നശപ�,  അഡ.നകറ� "Assign to

Clerk" എന ഓപ�പൻ ത�രമഞട�ക�ക.
● കർക� മ�ന	ജ� മമ	��� സ�സത�ൽ 	�ലവ�ൽ സജ�വമ�യ�ട�ള

കർക�മ�ര�മട പട�കയ�ൽ 	�ന�� ആവശDമ�ള കർക�	�മ� നപര�
ത�രമഞട�ക�ക.

● കർക�മ	 ത�രമഞട�ത നശപ� "Submit" ബടണ ക�ക� മ�യ�ക.
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● ഇനത�മട,  ��മതല ലഭ�ച കർക�	� അവര�മട സ.ന� ഡ�പ� നബ�ർഡ�
വഴ� ഈ നകസ� ഫയല��ഗ� ഫയല�കൾ ക�ണ�	�� ബ�ക�
	ടപട�കള�നലക� കടക�	�� സ�ധ�ക��.

2.1.3.1 കർ�� �മ# കല�ഗ� �കല�� കകസ� അ $വദ��ൽ

● അഭ�ഭ�പകൻ ഒര� നകസ� അ	�വദ�ച�കഴ�ഞ�ൽ,  അത� കർക�	�മ�
ഡ�പ� നബ�ർഡ�ൽ ദUശDമ�ക��.

● കർക� ഫയല��ഗ� 	ടപട�കള�മ�യ� മ�നന�ട� നപ�ക�നത�	�യ� "Edit"
ഓപ�പൻ ത�രമഞട�നകണത�ണ�.

● കർക�	� അന�മ സമർ)ണത�	� മത�ട�മ�ൻപ�ള ഘട� വമര
ഫയല��ഗ� പGർത�യ�ക��,  അമലങ�ൽ ആവശDമമങ�ൽ ഇടയ�ക�ള
ഏമതങ�ല�� ഘടത�ൽ മവച� ത�ൽക�ല�കമ�യ� നസവ� മ�യ@�
	�ർത�	�� സ�ധ�ക��.
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2.1.4 അഡ�ക�റ� �മ# കമൽക �ടവ$� ഫയല��ഗ� ത$ട�ല$�
● കർക� ഫയൽ മ�യ�ന നകസ�	�മ� പ�നര�ഗത� അഭ�ഭ�പക	� ഏത�

ഘടത�ല�� 	�ര�ക�ക�വ�നത�ണ�.
● ആവശDമമന� ക�ണ�ന പക�,  ബനമ)ട ഘടത�ൽ 	�ന��

ഫയല��ഗ� 	ടപട�കൾ ഏമറട�ക�	�� അത� സ.യ� പGർത�യ�ക�	��
അഭ�ഭ�പക	� സ�ധ�ക��.

2.1.5 അന�മ സമർപണ� 
● കർക� ഫയല��ഗ�	�മ� എല� ഘടങള�� പGർത�യ�ക�യ�ല��, ഒ.ട�.പ�

ജ	ന�പ	�� അന�മ സമർ)ണവ�� അഡ.നകറ� ഡ�പ� നബ�ർഡ� വഴ�
അഭ�ഭ�പകൻ ന	ര�ട� മ�കതനമ 	�ർവഹ�ക�ൻ പ�ട�ളG.

➢ 2.2  ഹർജ�കൾ ഫയൽ മചയ$നത� $ള ച$മതല
ഫകമ�#ൽ

2.2.1 'Petition Filing' ഓ��പൻ ത��മഞട$�ൽ

ഒര� ഹർജ� /  ഐ.എ കകക  കകകകകകകകകകകകകക ക കകകകകകകക ക കകകകകകകകകക
��മതലമ)ട�ത��.  ഇത�	�യ�,  അഡ.നകറ� ഡ�പ� നബ�ർഡ�മല കർക�
മ�ന	ജ� മമ	��� ഓപ�പൻ വഴ� 	�ലവ�ല�ള ഒര� സജ�വ കർക�മ	
ത�രമഞട�ക�വ�നത�ണ�.  ഫയല��ഗ�	�മ� കപ�ര�ഭ ഘടത�ൽ തമന ഈ
��മതല സകമ���ൻ സ�ധ�ക��.

��മതല സകമ���യ നശപ� ബ�ക� 	ടപട�കൾ കർക�	� സ.ന�
ഡ�പ� നബ�ർഡ�ലGമട പGർത�യ�ക��.  എന�ൽ ഹർജ�യ�മട അന�മ
സമർ)ണ� അഭ�ഭ�പകൻ ന	ര�ട� മ�കതനമ മ�യ�വG.  ഇത�	�യ�ള OTP
ജ	ന�റ� മ�യ�നത�� സബY�റ� മ�യ�നത�� അഡ.നകറ� ഡ�പ� നബ�ർഡ�ലGമട
ആയ�ര�കണ�.

● ആദD� 'Filing' ക�ക� മ�യ�ക.
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● ത�ടർന� വര�ന നപജ�ൽ കകകകക കക 'Petition  Filing'  ഓപ�പൻ
ത�രമഞട�ക�ക. 

● ഹർജ� ഫയല��ഗ� ത�രമഞട�ത നശപ�,  സ�കക�	�ൽ ക�ണ�ന
വ�വരങൾ പGര�)�ച� 'File Petition/IA' എന ബടണ�ൽ ക�ക� മ�യ�ക.

2.2.2 കകസ� �മ# വ�വ�ങൾ ക�ഖമപട$തൽ

2.2.3 കർ��മ  ച$മതലമപട$തൽ
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● ഈ നപജ�ൽ,  ഫയല��ഗ� ��മതല ഏൽ)�ക�ൻ ഉനZശ�ക�ന കർക�മ	
ത�രമഞട�ക�	�ള ഓപ�പൻ ലഭDമ�യ�ര�ക��.  കഡ�ഫ�റ� ഫയൽ
കർക�	� സകമ���നത�	� മ�ൻപ�യ�,  ബനമ)ട കർക�	�മ� നപര�
അഡ.നകറ�	�മ� ആക\�വ� കർക� ല�സ�ൽ ഉണ�യ�ര�നകണത�
	�ർബനമ�ണ�.

2.2.3.1 കർ�� �മ# കല�ഗ� �കല�� ഹർജ� അ $വദ��ൽ
● അഭ�ഭ�പകൻ ഹർജ� ഫയല��ഗ� ��മതല സകമ���കഴ�ഞ�ൽ,  ആ

ഹർജ� കർക�	�മ� ഡ�പ� നബ�ർഡ�ൽ ലഭDമ�ക��. 
● കർക�	� ആവശDമ�യ 	ടപട�കൾ പGർത�യ�ക� കകക ക കകകകകകക

കപകക�യയ�ൽ കകകകകകകകകക കകകകക. 
● അന�മ സമർ)ണത�	� മത�ട�മ�ൻപ�ള ഘട� വമരനയ� അമലങ�ൽ

സ]കരDകപദമ�യ മറ� ഘടങൾ വമരനയ� വ�വരങൾ നരഖമ)ട�ത�
മവക�ൻ കർക�	� സ�ധ�ക��. 

2.2.4 അഡ�ക�റ� �മ# കമൽക �ടവ$�  ട�ട�കള$�
● ഫയല�ങ� ത�ടർ	ടപട�കൾക�യ� കർക�	�മ� ഡ�പ� നബ�ർഡ�

ഉപനയ�ഗ�ക�ക.  കർക�	� ഫയല��ഗ� കപകക�യ അന�മ സമർ)ണത�	�
മത�ട�മ�ൻപ�ള ഘട� വമരനയ�, അമലങ�ൽ ആവശDമ�യ ഏമതങ�ല��
ഒര� ഘട� വമരനയ� പGർത�യ�ക��.  അത�	�നശപ� അഭ�ഭ�പക	�
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സ.ന� നല�ഗ�ൻ വഴ� ആ ഘടത�ൽ 	�ന�� ഫയല��ഗ�
പ�	ര�ര�ഭ�ക�ൻ സ�ധ�ക�നത�ണ�.

2.2.5 അന�മ സമർപണ�
● ഹർജ�യ�മട അന�മ സമർ)ണ� അഭ�ഭ�പക	� മ�കതനമ മ�യ�ൻ

സ�ധ�ക�കയ�ളG.  OTP  ജ	ന�റ� മ�നയണത�� അത� സബY�റ�
മ�നയണത�� അഡ.നകറ� ഡ�പ� നബ�ർഡ� വഴ� മ�കതമ�യ�ര�ക��.

2.3  %�മ�ണങൾ /  ആക6�� /  മമകമ� /  �%ത�ക
ഫയല��ഗ� ച$മതല ഫകമ�#ൽ

ഒര� അഭ�ഭ�പക	� ത	�മ� ഡ�പ� നബ�ർഡ�ൽ 	�ന� ഒര� നഡ�കD�മമ	���
ഫയല��ഗ� 	ടപട� ആര�ഭ�ക�	��,  കപ�ര�ഭ സമർ)ണത�	� നശപ�
��മതലമ)ട�ത�യ കർക�	� അവര�മട നല�ഗ�ൻ വഴ� അനത നകസ�	�മ�
ബ�ക� ക�രDങൾ സകക�രD� മ�യ�	�� ഈ സ�വ�ധ�	� ഉപനയ�ഗ�ക��.
ഇവ�മട ഫയല��ഗ� 	ടപട�കൾ ആര�ഭ�ക�നത� അഡ.നകറ� ഡ�പ� നബ�ർഡ�ൽ
	�ന�ണ�.  സജ�വമ�യ ഒര� കർക�മ	 അഡ.നകറ�ന	�ട� Mapping   മ�യ@�
കഴ�ഞ�ൽ കപസ@�ത ഫയല��ഗ� കർക�	�മ� നല�ഗ�	�നലക� അ	�വദ�ക�ൻ
സ�ധ�ക��.

ത�ടർന� 'Filing' ഓപ�പൻ ത�രമഞട�ക�ക.
➔ 'Filing'  ഓപ�പൻ ത�രമഞട�ത നശപ�,  ലഭDമ�ക�ന നപജ�ൽ 	�ന��

ഏത� തരത�ല�ള ഫയല��ഗ� ആമണന� ത�രമഞട�ക�ക.
➔ കUതDമ�യ ഓപ�പൻ ത�രമഞട�ത� കഴ�ഞ�ൽ ഫയല��ഗ�

	ടപട�കൾ ആര�ഭ�ക�നത�ണ�.
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2.3.1  %�മ�ണങൾ /  ആക6�� /  മമകമ� /  �%ത�ക ഫയല��ഗ�
ഓ��പൻ ത��മഞട$�ൽ
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➔ 'New Document Filing' ക�ക� മ�യ�ക.
➔ 'New Document Filing' ക�ക� മ�യ@ നശപ� വര�ന നപജ�ൽ 	�ന�� ജ�ല

അട�സ�	ത�ൽ ബനമ)ട കകകക ക കകകകകകകകകകകകകകകകകകകകകക.
ത�ടർന� നകസ�	�മ� കകക, നകസ� 	മർ, വർപ� എന�വ നരഖമ)ട�ത�,
��മതലമ)ട�നതണ കർക�മ	യ�� ത�രമഞട�ക��.

2.3.2 കകസ� �മ# വ�വ�ങൾ ക�ഖമപട$തൽ

2.3.3 കർ��മ  ച$മതലമപട$തൽ
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➔ കർക� മ�ന	ജ� മമ	���ൽ ലഭDമ�യ സജ�വമ�യ കർക�മ�ര�ൽ 	�ന��
ആവശDമ�യ കർക�മ	 ത�രമഞട�ത� ഫയല��ഗ� 	ടപട�കൾ മ�നന�ട�
മക�ണ�നപ�ക��. കർക�മ	 ത�രമഞട�ത� "Apply Document Filing"
ക�ക� മ�യ�നനത�മട ഈ നകസ� ഫയല��ഗ� ഫയല�കൾ കർക�	�മ�
ഡ�പ� നബ�ർഡ�നലക� മ���നത�ണ�.

2.3.3.1 ച$മതല ലഭ�ച കർ�� �മ# ഫയല��ഗ�  ട�ട�കൾ

● അഡ.നകറ� ഡ�പ� നബ�ർഡ�ൽ 	�ന� ത�ടങ� കർക�	� സകമ���യ
ഫയല�കൾ സകക�രD� മ�യ�നത�	�യ� കർക� ആദD� സ.ന� കർക�
ഡ�പ� നബ�ർഡ�ൽ നല�ഗ�ൻ മ�നയണത�ണ�.  അത�	�നശപ�
അഡ.നകറ� സകമ���യ നകസ� ഫയൽ ത�രമഞട�ക�ക.

● അഭ�ഭ�പകൻ അത�വമര പGർത�യ�ക� നസവ� മ�യ@ വ�വരങൾ
അവ�മട ലഭDമ�യ�ര�ക��. അവ�ട�ന� അനങ�ട�ള ബ�ക� വ�വരങൾ
കർക�	� അപ� നല�ഡ� മ�യ��.

➔ ഇത�മല "Edit"  ഓപ�പൻ ത�രമഞട�ത� ഫയല��ഗ� 	ടപട�കൾ
ത�ടര�ക.

➔ ഇവ�മട ഓനര� ഘടവ�� പGർത�യ�ക� നസവ� മ�യ@�,  ഫയല��ഗ� കപകക�യ
അവസ�	�ക�നത� വമര അട�ത ഘടങള�നലക� നപ�ക�വ�നത�ണ�.

2.3.4 അഡ�ക�റ� �മ# കമൽക �ടവ$� ത$ടർചയ$�
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➔ കർക�മ	 ��മതലമ)ട�ത�നത� വമരയ�ള ഭ�ഗ� അഭ�ഭ�പക	�
ന	ര�ട� മ�യ��.  അത�	�നശപ� കർക�	� ബ�ക� ക�രDങൾ മ�യ��.

എങ�ല�� ഒ.ട�.�� മവ��ഫ�ക�പ $� ഫയൽ സബF�റ�
മചയല$� ഉൾമപട$ന അന�മ ഘട� അഭ�ഭ�പകൻ
സ�ന� ഡ�പ� കബ�ർഡ� വഴ� തമന മചകയണത�ണ�.

2.3.5 അന�മ സമർപണ�
● ഫയല��ഗ�	�മ� അന�മ സമർ)ണ� അഭ�ഭ�പക	� മ�കതനമ മ�യ�ൻ

സ�ധ�ക�കയ�ളG. OTP ജ	ന�റ� മ�നയണത�� അത� സമർ)�നകണത��
അഡ.നകറ� ഡ�പ� നബ�ർഡ� വഴ�യ�ണ�.

2.4 Caveat ഫയല��ഗ� ച$മതല ഫകമ�#ൽ

ഒര� Caveat ഹർജ� ഫയൽ മ�യ�നത�	�യ� അഭ�ഭ�പക	� കർക�മ	
��മതലമ)ട�ത��.  ഇത�	�യ� അഡ.നകറ� ഡ�പ� നബ�ർഡ�മല കർ��
മ�ക ജ� മമ �#� ഓപ�പൻ വഴ� സജ�വമ�യ കർക�മ	 കപ�ര�ഭ ഘടത�ൽ
തമന ത�രമഞട�ക�വ�നത�ണ�.

��മതല സകമ���യ നശപ� കർക�	� സ.ന� ഡ�പ� നബ�ർഡ� വഴ� ബ�ക�
	ടപട�കൾ പGർത�യ�ക��.  എന�ൽ അന�മ സമർ)ണ� അഭ�ഭ�പകൻ
തമന മ�യണ�. ഇത�	�യ�ള OTP ജ	ന�റ� മ�യ�നത�� സബY�റ� മ�യ�നത��
അഡ.നകറ� ഡ�പ� നബ�ർഡ� വഴ� ആയ�ര�കണ�.

2.4.1 'Caveat Filing' ഓ��പൻ ത��മഞട$�ൽ
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ആദD� ഡ�പ� നബ�ർഡ�ൽ നല�ഗ�ൻ മ�യ@� Filing  →  Caveat  Filing  എന
കകമത�ൽ വ�ൻനഡ� ഓ)ണ മ�യ�ക.

2.4.2 Add New Caveat ക��� മചയ$ക. 

2.4.3 കർ��മ  ച$മതലമപട$തൽ
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2.4.4 അഡ�ക�റ� �മ# കമൽക �ടവ$� ത$ടർചയ$�

ഫയല��ഗ�	�മ� ഏത� ഘടത�ല�� അഭ�ഭ�പക	� ഈ ��മതല കർക�	�
സകമ���ൻ സ�ധ�ക��. ��മതല ലഭ�ക�ന കർക�	� സ.ന� ഡ�പ� നബ�ർഡ�
വഴ� ബ�ക� 	ടപട�കൾ പGർത�യ�ക��.  എങ�ല�� OTP  ജ ക#പ $�
അന�മ സമർപണവ$� അഭ�ഭ�പകൻ സ�യ�
 �ർവഹ�ക�ണത�ണ�.

2.4.5 അന�മ സമർപണ�
ഫയല�ങ�	�മ� Final  Submission അഭ�ഭ�പക	� മ�കതനമ മ�യ�ൻ
സ�ധ�ക�കയ�ളG.  OTP  ജ	ന�റ� മ�നയണത�� അത� സബY�റ� മ�നയണത��
അഡ.നകറ� ഡ�പ� നബ�ർഡ� വഴ� മ�കതമ�യ�ര�ക��.
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3.  അഡ�ക�റ� കർ�� ക ��ട�  ടത$ന ഫയല��ഗ�
 ട�ട�കൾ

➢ 3.1 %�ധ�  കകസ� ഫയല��ഗ� 
3.1.1  അഡ�ക�റ� � കവണ� കർ�� �$ത�യ കകസ�

ഫയൽ മചയൽ
● ഒര� അഭ�ഭ�പക	� ക�ഴ�ൽ മ�)� മ�യമ)ട�ട�ള കർക�	� ആ

അഭ�ഭ�പക	� നവണ� ന	ര�ട� ഒര� പ�ത�യ നകസ�	�മ� ഫയല��ഗ�
വ�വരങൾ തയ���ക� 	ടപട�കൾ ആര�ഭ�ക�വ�നത�ണ�. 

● ഇത�	�യ� കർക� ത	�മ� നല�ഗ�	�ൽ 	�ന�� "Start New Draft Efiling"
എന ഓപ�പൻ ക�ക� മ�നയണത�ണ�.
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● ത�ടർന� ബനമ)ട അഭ�ഭ�പക	�മ� നപര� ത�രമഞട�ത� നകസ�	�മ�
ബ�ക� വ�വരങൾ നരഖമ)ട�ത� ഫയൽ തയ���ക�വ�നത�ണ�.

3.1.2 അന�മ സമർപണ�
● നകസ�	�മ� ഒ.ട�.പ� ജ	ന�പ	�� അന�മ സമർ)ണവ�� അഭ�ഭ�പകൻ

ത	�മ� സ.ന� ഡ�പ� നബ�ർഡ�ൽ 	�ന� മ�കതനമ പGർത�യ�ക�ൻ
പ�ട�ളG.

3.2 ഹർജ� ഫയല��ഗ�
3.2.1 ഹർജ� ഫയല�ങ� ച$മതലമപട$ത�യ കർ�� മ$ഖ�ന���

● ഒര� അഭ�ഭ�പക	�മ�യ� ബനമ)ട കകകകകകക  കകകകകകകകക ക ക
അഡ.നകറ�	� നവണ� ഹർജ� 	ടപട�കൾ ആര�ഭ�ക�ൻ സ�ധ�ക��.

● കർക� ത	�മ� ഡ�പ� നബ�ർഡ�ൽ 	�ന�� "Petition  Filing" എന
ഓപ�പൻ ത�രമഞട�ക�ക.

● ആവശDമ�യ കപ�ഥമ�ക വ�വരങൾ 	ൽക� അട�ത ഘടത�നലക�
കടക�ക.
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● ത�ടർന�ള നപജ�ൽ,  ബനമ)ട അഭ�ഭ�പക	�മ� നപര� ത�രമഞട�ത�
ഫയല��ഗ� കപകക�യ ത�ടര�വ�നത�ണ�.

3.2.2 അന�മ സമർപണ�
● ഹർജ�യ�മട അന�മ സമർ)ണ� അഭ�ഭ�പകൻ ത	�മ� സ.ന�

ഡ�പ� നബ�ർഡ� വഴ� മ�കതനമ 	�ർവഹ�ക�ൻ പ�ട�ളG.

3.3  %�മ�ണങൾ /  ആക6�� /  മമകമ� /  �%ത�ക
ഫയല��ഗ�

3.3.1 കർ�� ഫയല��ഗ�
➔ നഡ�കറ� ജ	ന�പൻ വമരയ�ള അവസ�	 ഘടങൾ വമര കർക�	�

പGർത�യ�ക�ൻ സ�ധ�ക��.  അത�	�നശപമ�ള ഒ.ട�.പ� ജ	ന�പ	��
അന�മ സമർ)ണവ�� ബനമ)ട അഭ�ഭ�പകൻ സ.ന� ഡ�പ� നബ�ർഡ�
വഴ� തമന മ�നയണത�ണ�.
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3.3.2 അന�മ സമർപണ�
അഡ.നകറ� ഡ�പ� നബ�ർഡ�ൽ 	�ന�� OTP  ജ	ന�റ� മ�യ@� അകപക�ര� ലഭ�ച
OTP ഒത�ന	�ക� സബY�റ� മ�യ�നനത�മട ഫയല��ഗ� കപകക�യ വ�ജയകരമ�യ�
പGർത�യ�ക�ന�.

3.4  ച$മതലമപട$ത�യ കർ�� മ$ഖ�ന��മ$ള Caveat
ഫയല�ങ�

 3.4.1 ച$മതലമപട$ത�യ കർ�� മ$ഖ�ന��മ$ള ഫയല�ങ�

അഭ�ഭ�പകൻ ��മതലമ)ട�ത�യ കർക�	� സ.ന� നല�ഗ�ൻ ഉപനയ�ഗ�ച�
ഡ�പ� നബ�ർഡ�ൽ കപനവശ�ച� ഫയല��ഗ� 	ടപട�കൾ ത�ടര�വ�നത�ണ�.
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നല�ഗ�ൻ മ�യ@ നശപ�,  അഭ�ഭ�പകൻ ആര�ഭ�ച കപസ@�ത ക�വ�യറ� നകസ�
ഫയൽ കർക� ത�രമഞട�നകണത�ണ�.

3.4.2 ഫയല��ഗ� ത$ട�ല$� ഒഒഒഒഒഒഒഒഒഒഒഒഒഒ #�കടണ മചയല$�

കർക�	� നഡ�കറ� ജ	ന�പൻ വമരയ�ള ഏത� ഘടത�ല�� ഫയല��ഗ�
	ടപട�കൾ ത�ൽക�ല�കമ�യ� 	�ർത�	��,  ബ�ക� ക�രDങൾ
അഡ.നകറ�	� തമന ന	ര�ട� സകക�രD� മ�യ�ൻ പ�കത�ൽ ഫയൽ
അഡ.നകറ�നലക� ത�ര�മക Return മ�യ�	�� സ�ധ�ക�നത�ണ�.


