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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 efiling portal.
Follow this step by step guide and Start E-filing your cases from the comfort of your Office
and 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 a registered Advocate in www.efiling.ecourts.gov.in

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

e To Watch the Help video [/ manual click on this hyperlink

https://efiling.ecourts.gov.in/help.
@ Unless you are a registered user you cannot efile a new case

® Keep you registered user name and Password ready. Lets start efiling a new case

@ Lets start e filing a new 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.

€200 0 & s

{99 High Courts & District Courts

ﬁ e-Filing Application
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e
e e-Filing Application

1.4. Select your< state>

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

1.5.Login

- captcha @ Type the login id and password

LOGIN

@ Enter the captcha

—your password 7
Forget your User-Id ?

@ Click on LOGIN button.

—

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

1.5.1 Forgot password :

If you forget your password or User-ld, you

Please enter your valid email id
registered with eFiling Portal.

can 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 | SEND MAIL

time of Registration and then rest your

Already Registered? Back to Login

password..

1.6. Dashboard :

My e-Filing States

Guide for e filing in High Courts & District Courts of India. (Page 2 of 14) Circulated by e-committee,Supreme Court of India.



3

Dash board is the most important page from where you can keep track of the e filed cases
digitally 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 Deficit Court Fee

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 are
defective. There is another wonderful option under Draft where you can store all your

drafts which are ready for e filing .

1.6.2 My e filed cases:

My e-filed Cases

E=_3 A A
— 0 E 0 K4 (0] . 0
e-Filed Cases e-Filed Documents pelicit Cournt Fee iry

4 0

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 |FESFE=iHE

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

VIDHATHA
Wiew Prafite  PANUGANTI

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

filing menu list on the left hand side . In the e filing menu list |l

Click on ‘New Case’ Option under the dash board which will take |8£s i

you to the form where to file the case .

Guide for e filing in High Courts & District Courts of India. (Page 3 of 14) Circulated by e-committee,Supreme Court of India.
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1.8. Where to file High court /[Lower court:
After Choosing the new case option in the

dash board page you need to select where {4 HIGH COURT LOWER COURT

you are 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 1o file

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 step is to 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 the form in use and Active

> Green colour for the form which is completed or Done .

> colour for the forms which are

> Red colour for the forms which are mandatory to be filled up.

Guide for e filing in High Courts & District Courts of India. (Page 4 of 14) Circulated by e-committee,Supreme Court of India.



I Filing Form
@ /cive @ Dore () Optional . Required

o Pelifloner o Responden Extra Information Extra Party Cage Detal o Art-Sectior Subordinate Court
o Sigh Methat 0'-|’-.-.'.L.'E.?.'lll".'l' @i' ay Courl Fee @,'.,‘: rmation @

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" .

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 all the details. For example the malil is given as optional .But only when you fill up email
you can get various alerts to your inbox from the ecourts services. Hence fill up all details
and click “SAVE” and then “NEXT” .

Complainant / Pelilicner Information

Qrganisaton: =) Email :
Complainant | Patitionsr * FLANTNDRS, KADH AN, ® O e
Atiress MADHAY TRANSPORT, BALLARI
Relatian of Complainant ! Father - @

Peiltoner with redative name *:

Relxtiee Mamea * @ RAMAKRISHMS, @

State *: RARMATAKA :I
Date of Birth ¢ = DOIMMYY Y'Y @ District* : BALLARI _-I
i Taluka : SELEGT TALUKA j
Age=;: 45 @
Towmn BELLARY :l
Gonder®: gy Malc (TyFemoie (T Ot
Ward : SELECT WARD _.I
Refglon: HIMOL j
willage | SELECT VILLAGE :I
Caste: HIMOW j
Fincode : PRICODE @
Palice Statlon Code Select Police Station -

e R

1.9.3.e filing number:

The Saved Form will generate an e

Filing Number at the Right Top. It can

be noted for your reference.

Guide for e filing in High Courts & District Courts of India. (Page 5 of 14) Circulated by e-committee,Supreme Court of India.



1.9.4. Respondent form:
The respondent form is similar to the petitioner form and hence fill up all the details
relating to the respondent and click “SAVE” and then “NEXT” ..

T -

Address =

............. iz Ea— 1
Diste of BiTh: ™ Dmtrict = B -I
Tahsha = —:
A
Formr =2 .l
st ¥ .
o wWeard == -
|
Retigion SELECT FEL NS -
d SELE e
Bag = |
e ASTE 4
4 Pincode F
Prew ot (e i

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

i
|
]
ol
A
1]
L. Li LU L L L

A rate A dcr e

e L ECT DES T -
s oo P Rasukca

Tervam s TR =
Oecugtion

W
i) P

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 all
particulars to be filled up as far as possible. After filling up the extra information, click on

Save button and; then Click on Next button. But If you do not want to fill the extra

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

on the Next button.

1.9.6. Extra Party Details :

Type s n 0 Rotuse e
Organisanon * Eman

Moo usad § R pondent = Ao =

Acceens — £ 5
<
= State LT -
Age ] D LLAR b
Tasaicn ELE U -
Gane e L -
. = Tomen ELE -1
R L SELE Ff i 1 o
| W € A e

Caste g . A=Ay |

iy -1
P oche B

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 also optional, it is highly recommended that it need to be filled

up because once this form is submitted it cannot be modified later .

Mote: 1. Onoe you susbimiit this efle. cas not maodithy extra party

2 11 is recomumiended 1o il in Extra Party details thowgh nol mandatony

B 155

1.9.7 Case Details:

The Case Details Form
contain the particulars of
Cause of Action Details/ S ' R o
Date/ Dispute Place, the | e R”: -
claim amount,  Any Prayer:  pumanen nrcto . ‘RESTRANN
Important  Information/ —— ' r 7
Subject/ Reason, the
Prayer, Relief . -
Particulars. Duiet  SELECTOSTRY ] age: | SEECTMLLA 1

0
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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 the
privacy 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 to

move to the next form .

Act* CODE OF CIVIL PROCEDURE ™ Act Secthon* ORDER. 21 RULE 11 k)

Ak meore. .

s § sue Lron

1.9.9.Signing Method:

@ In the e-signing option, there are three options to sign
@ uploaded and later on e signing Using Aadhar

@ uploaded using digital signature digital token.
o

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

Document(s) POF(s) will be * : Uploaded and later on eigned using my Aadhaar
uploaded digitally signed using Digital Token

Uploaded and later on eVenfied using moblle QTP

It eSign using Aadhaar will be failed two tmes due to any technical reasons, e-Verfication using Molile will be automatically displayed al the very same page 10 proceed
further

NOTE : eFiling portal accepts digitally signed documents only. If you have digital token, you can upload documents digitally signed by token, Ctherwise later you have to eSigr
thase by providing your Aathar no, Therefore It is suggested 1o choose the option carefully |-ﬁ will not be able 1o change this option |ater during Nling of this Case

Guide for e filing in High Courts & District Courts of India. (Page 8 of 14) Circulated by e-committee,Supreme Court of India.



1.9.10. Upload Document:

Documents * ; Documents Title * ;

Select Do ument

File*: Browse... | Noflie selected

e size 20MB

3 £

Show 10 jl entries

# Document Name Uploaded Documants

PETITION _"| ECKABIF 0
pemTiofycopy,

66916700 11 2d0dbSUl 4a50c 16133005181 TES0dDaTOMac! L 8838ac 080161

2 | VAKALATHANAMA [ ECKABIFFO00LZ2020. VAKALATHANAMA. pat

3d9776ddABc 5ad 09 1d3

owving 1 1o 2 of 2 enties

WOTE : Please uptoad pdf file only (PDF file name max. leagth can be 45 characters only. Only digits. characters

spaces, hyphens and underscores are allowed. ). Max. PDF

Search:
Index Pages Remowve
1-1 1 o Delete
a oo

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.

Lincument Information

Eacumwils * . Ducuimunte Title * .
Selzct Doz ment k4
o [y
2o | Drowss.. | Mofile selzcied
e
NCTE

files zc JOMIB .

Slww | 10 ‘|t’lllli¥b

# Document Hame Uploaded Jozuments

1 FETTION [ ECKABIFFO0L22020 PETITION. paf
PETITIONCENY
GEV11aW0d11 2 ddk 541 1alde 1bLI2Ub5H1 AUUdba /Ot act L JWdk acdi dtBLe

2 VAKALATHANAMA Lﬂ ECHABIFFOCTLIZ00C VAR ALNTHANAMA peit
VAKALATHMEMA,

20805307 LI L 1 (LBE04 22 LB B42013438LE3R 173017 T BUlHEGEL N0 U3

Sy 12 1f 2 #n e

Moavs uplead gdt hia any PO Hlo vame max longth ear bo 4k oharagiac orly Only digike, crarcstors, cpaces, hyphene avd uncoTcont are alessd ) Mar, NPF

<=

| putaviwTTn & |

Seal L,

Index Pages Remove
1-1 |1 BLleete
-] 2 Blslats

Guide for e filing in High Courts & District Courts of India. (Page 9 of 14)
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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.

Fea type *: o ’ Bank Name : EELECT .}
Chaliany Cheque! DD/ eChalian I ¥
Fee Amount * - ) ® Mo.*:
Challan/ Cheque! DD/ eChallan & HEOLE - @
Payment Mode * : SELECT o Date* :
- Select Party * ; SELECT -
1
Upload Recelpt * : Browse...  Nofile selecled
MNOTE : Please upload pdf fke only (PDF Me name max. lengih can bo 45 characters only. Only digils. characters. spaces. hyphens and underscores ane allowed.). Max. PDF Nia
size 20MB

Previous [§ Upioad

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

Next
)

ApplicantiComplainantiLitigant Affirmation

Applicant/ComplainantiLitigamt Affirmation @ ow Applicany Complanant/Litigant Affirmatio:
@ One Time Password (OTP) has been sent 10 your mobile =****+*56,

Mobile OTP* I )

@ Type the Name of the Applicant
@ Type the mobile number of the Applicant

@® Click on Send OTP button. Then, type the OTP received in the mobile number of
the applicant and then Click on Verify OTP button.

Document eZverified by Mobile OTFP
Onm Date 1 O2-0S-2020 212016 PM
Lkming Molkrile z Seerrrimgg
By Lidgemnt @ FASATREESRS P ST EHEL

[ Wriiewwr = Wiesi i cationm

Guide for e filing in High Courts & District Courts of India. (Page 10 of 14) Circulated by e-committee,Supreme Court of India.
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1.9.13. Advocate Identification and Verification:

Advocate Identification and Verification
Advocate identification and Verification : @ View ApplicantComplainant/Litigant |dentfication and Ventication
Name * ; &
Mol * &
end OTP

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

Document evVerified by Maobile QTP "

-2 27 - Facns PR

:
n

o Dsate - O -0
Ubssreey Mokl le = N EG

By Addvocate - GLIRUIPRASS S0 & 2

I = W e T il incEERon

® 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 the details against each category.

1.10. Final submit: — ]
After checking all the details click the option “FINAL F“'H'I El..l'hﬂ'm
SUBMIT”

Guide for e filing in High Courts & District Courts of India. (Page 11 of 14) Circulated by e-committee,Supreme Court of India.
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Fsr'.E.'h'Suhmlt
I Case Filing Form e-Filing No : EC-KABIFF-00012-2020 eFiing History [ 0
@ ~cive @ oore (@ Optional () Required
o Patitinnet o Res poindernt '_ Extra Infommation ° Extra Party \ Add L RS G Casze Detail o Act-Section a Sign Method
@ Upivad Document [T Pay Coun Fee  (@§E)) Ammation  EEY) view
eFiling Details +
Complainant ! Petithoner +
Accused | Respondent +*
Exira Information +
Extra Party +
LR's Dotails +
Case Detail +
Act-Section -
Sign Method +

1.11. Submitted for approval of e filing 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 XXXX

submitted successfully for approval of e filing admin.

1.12.Generate acknowledgment:
You can also generate acknowledgment for filing by clicking on Pending Acceptance

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

My e-Fiing Stalus

A

Mol Accepted Pelici Courl Fee

LY

- Punding Scrainy Defective

out case by looking into the e filing no, case details, date and time of submission.
and click on the e filing number of the concerned case as shown below.

Guide for e filing in High Courts & District Courts of India. (Page 12 of 14) Circulated by e-committee,Supreme Court of India.
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Pending Acceptance

Show 10 j eearie Search
- wFbngG Ro. Type Can Detaiis Subeamaed Gn
1 EC-HARIFE- B Cane FRANTRDHRLA, READHANS W FLAHILL ¥ LIMAF DS RO
Eoea e Ce 3023 P

Péowe Camo FAMAKFISHIA Ve FEMUKESH O 2020
02 5e 47 P

B Case PRAGATH KRISHMNA GRAMINS SANK Va. ARC ORS00
O 1 AT PR

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

Acknowiledgement
e-Filing No EC-KABFF-00012-2020 e-Flied Dale/Time :  02-05-2020 09:30:33 PM
Petiioner RAVINDRA MADHAWA
Rospondant : RAHUL KUMAR
145 o
Advocate :  Gum Prasad (KAR000/2019) Matter Nature ¢ Ordinary
Efiling Admin ;. WADDL DISTRICT AND

SESSIONS JUDGE BALLARI

COMMERCIAL GOURT

Payment Detalls

Generated Dale: 02-05-2020

1.13. Generate Case party details:

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

& oriing Acknowtedgement l & cage parues Il Expana a1 |
wFillg Dethils =
o Filed tor Ething Tear, Bpllan. Kanmasasn
iy vl Opening efiling_  ECKABIFFODD122020.docx
Case Type comisx.goa  You have chosen to open:
CASES) efiling_ECKABIFFOOO0T22020.docx
Martor Mature Crminary which is: Microsoft Word Docurment (1.7 KB)
from: https:ffefiling. ecourts.gow.in
|
‘what should Firefox do with this file? i
e-Filed By ©:  GURL PRAS) [t
D open with | LibreQrfice wWriter (default) - |
Save File r
Complainant I Founoner Do this automatically For files like this from now on *
Accused | Respandent +
Extra Lsfosmation Cancel i +
Extra Pasty +
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HIGH COURT OF JUDICATURE FOR EFILING TEST,,

Ravindra Madhava W/o RAMAKRISHNA, Aged about 45 years,
Resident of Madhay Transport, Ballari, Bellary, Ballari, Karnataka , India

Versus
Rahul Kumar W/o SOMASHEKAR

----Petitioners

1.14. Logout:

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

and then click on the log out icon on the right side top of the screen.

™ | T

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”.

Start e filing new cases in www.efiling.ecourts.gov.in
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