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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 @ Fitps/Avnefing ecowtsgovin — STEP 1 vel@q npeo =

14 Hi Couts & DistritCour NIDG SupremeCout Hih Cot DistitCort

ﬂ ¢-Filing Application

e I
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1.4. Select your< state> et

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

1.5.Login

3,206 g Coprcha @ Type the login id and password

LOGIN

@ Enter the captcha

_your password ?
Forgot your User-Id ?

@ Click on LOGIN button.

—
iZelilell  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 Logi

password..

1.6. Dashboard :

+.) e-Filing = AR B Logo

i ot

A

Detertive

My e-Filing Stamnrs

My e-filed Cases

ENl = °
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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

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
3 B o [N ol ° 0
e-Filed Cases e-Filed Documents Deficit Court Fee A

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 |FESFESTHT
can keep track of the case digitally using dashboard option

Welcome,

without even visiting the court complex.

~ VIDHATHA
View Profile  PANUGANTI

1.7.New case option: Lot Logn
After you login, you will be welcome d by the dashboard with the |ESEE

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

Click on ‘New Case’ Option under the dash board which will take

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 ghlﬁ- 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.

B New Case : Where to file

Case Type *

Is MACT Mattar * :

Is choosen case type of MACT (Motor Accident Claim)|
o ed Before: SELECT -

Check all the particulars and if it is correct then click on submit button .If you want to

ourts.gow.in..

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
@ Aciive (@ Done () Optional . Required

0 Patitoner e Respondent Extra Informatior Extra Pary Case Detal o Acl-Section Subordinate Court
o Sign Method ol.|,-;.¢:[;;u'n-.-|: @F.t, Court Fee @:--"n atior @ View

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" . e

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 / Pelitioner Information
Qrganisaton: m Emall :
Complalinant | Petitioner *: FLANINIDRA, W ADHAWA, @ Mokl * FIBES53433
. Aldress = MADHAY TRANSPORT, SALLARI
Relation of Complainant ! Father - @
Pettioner with relative name *:
v - = RISHM
Relathee Mame ™ : ARAAKIRISHNA, @ [ AT ATARA :I
Dale of Birth: B DDIMMMY Y Y Y ()] District * : BALLARI j
Taluka : SELECT TALLKA :I
Age=: 45 @
Town : BELLARY :I
Gender*: O Male (T Femaie () Otiver =
= - Ward : SELECT WARD _.I
Relgion: HIMDW j
Village : SELECT VILLAGE :I
Caste: HIMO 4 — 3
Pincode : PINCODE L]
Palice Statkon Coda : Selact Police Siation =5

E3r s

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” ..

Ov gards ation Ermai @

Accumed !l Respondent * © FLARILIL FOUNMAR

Fredatbon of Complainarnt § -
Pebtscrer vith relative name:

Relamne Mame = SORLASHEKAR &

Dunte of Birth : ® District *:

[ erovous § save e ]

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

1.9.5. Extra information Form (optional):

i
I Iy Iy Iy Iy iy

i Li

i L L

Wta el

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.



information about the Complainant/Petitioner or Accused/Respondent then

on the Next button.

7

1.9.6. Extra Party Details :

directly

click

Organisaion :

Accused | FRespondant * &

Relation of Accused | Fatrvor
Fle 5 poncent with Felathes mams

P ligecen

Caste

Felative Namoe * : PSS H E AR

Type *

SELECT TA

LIk

(]

|y I Sy =y =

i

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. Cn

=

ce you submit this efile

can not modify extra party

e

2_ It is recommeended to fill in Extra Party details thowgh not mandatong

1.9.7 Case Details:

The Case Details Form

contain the particulars of
Cause of Action Details/
Date/ Dispute Place, the
claim

amount, Any

Important  Information/
the

Relief

Subject/ Reason,
Prayer,

Particulars.

Caise of Action ER Date of Cause of Action : 02/04/2020 2
Claim Amount ; 2
Imiportant inbormation or ®
Sublect of Reason Reliel Claim : HE PLAINTIFF PRAYS FOF
PERMANENT INJUR N AGAINST
Prayer Pormanent Injunctior EFENDANTNG. REST I
HEMMIM FROM
I 1
State SELE j Taluka j
Diswin  SELECTDISTRIC i Viltage : i 1

Guide for e filing in High Courts & District Courts of India.
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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 .

1.

Act*: | CODE OF CIVIL PROCEDURE ActSection*: | ORDER.Z1RULE1] @

Previous m Mext
9.9.Signing Method:

In the e-signing option, there are three options to sign

Add more. .

uploaded and later on e signing Using Aadhar
uploaded using digital signature digital token.

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) 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 &Sign using Aadhaar will be failed two times due to any technical reasons. e-Verfication using Mobile will be automatically displayed at the very same page to procesd
fint
urther.

NOTE : eFiling portal accepts digitally signed documents only. If you have digital token, you ¢an upload documents digitally signed by token. Otherwise later you have (o eSigr
those by providing your Aadhar no. Therefore it is suggested to choose the option carefully |'.I 1'will not be able to change this option later during fil

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 Document

File*:

Browse... Mo tile selected

flle size 20MB .

3 (2

Show 10 :I entries

# Document Name Uploaded Documents

PETITION 3 ECKABIFF000122020 F Lot
pETITIO{}COPY
669181080011 2000501 4a80c 161 33005181 7B900bATOMact 1 38acdBaT61e
2 VAKALATHANAMA ] ECKABIFFOO 020_VAKA THAMANA, et
VAKALATHNAMA
BIh0Be639M7h35a81A0h6A0428 15546 248436b5381 73097 T60046c 5a4109 103

Showing 1 1o 2 of 2 entries

MOTE : 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

Search:

Index Pages Remowve

1-1 1 o Delete
3 oD

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.

Linzument Information

Eocumwils * . Dugumunte Title * .
Selzct Cozment b
: Y
o | Orowsz.. | Mo file selzcted,
MCTE

files zc 2OME .

Slww | 17 ‘Ir:ulrir.::-

# Document Hame Uploaded Jozuments

1 FETTION [ ECKABIFFO00122020 PETITION.pdf
PETIMONCCRY
GEU11a0d1 10t ddkod1 Talde 1bL U5 /UUdba /Ot act L ddk acdi et BLe

2 WAHALATHANS WA Lﬂ ECHABIFFOCOL2I000_VAK SLNTHANAMA pet
VAKALATHMEME,

2080307 LIELEL S (LBE02E L6 5421134 28LE3R 1731177 BUlHEGBL 012

S 12 1 2 enes

Measa uplead rdt hla any MO Hlo vamz max length ear bo 4B sharagiac orly Only digike, crarcsters, cpacee, hyphone atd uncoTcont are alesed): Mar, NBF

] - B

IO IO TTLL @

Jew il
Index Pages Remove
2=-2 ||IL B Lelate
¢ 8 |2 BLclots

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.

Fee type *: . v Bank Name : SELECT :I

Challan/ Cheque! DD/ eChalian @
Fee Amount® @ Mo.*:

Challan/ Cheque/ DDI eChallan @
Payment Mode * : SELECT j Date * :

Select Party * : SELECT :I

Upload Receipt * : Browse... | Nofile selecled.

MNOTE : Please upload pdf file only (PDF file name max. length can be 45 characters only. Only digits. characters, spaces, hyphens and underscores ane allowed.). Max. PDF file

size 20MB

3 1 0

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

ApplicantiComplainantiLitigant Affirmation

.ﬁppllcﬁl"ﬂ‘.“:DmPIHIMHIfLNIHHM Affirmation B W W i | Lt | 1 smplainant I|'_.'I" AITIrmatihos
& One Time Password (OTP) has been sent (o your mobile ****5G
Mobile OTP * : 1 I ® Verity OTP

@ 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 everified by Mobile OTP "
O Deade = O2-05-2020 21 -ZFa-165 PhA
l.l:‘!—ll'lg MR e ; TR GG
By Litigent = FASSSTRIDERLS PO W

[ Wieww eWerification

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 ldentification and Verification

&
Advocate Identification and Verification : View Applicant/Complainant/Uitigant Identfication and Venfication
Mame * : &3
Mabihe ® : ®

® 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 everified by Mobile OTP "
On Date @ O2-05-2020 212953 PR
Usirmng Molyile @ st =S
By Adwvocate = SURUPRASAD B P2

& W iewsr everiilcalion

® 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 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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Active Done Optional Required
@ @ ptional @ Req

o Petitioner o Respondent Extra Information o Extra Party Add LRS o Case Detail o Act-Section a Sign Method
@) Upioad Document Pay Court Fee (R Ammaton (B view

eFiling Details +
Complainant ! Petitioner +
Accused | Respandent +
Extra Information +
Extra Party +
LR's Detalls +
Case Detail +
Act-Section L
Sign Method +

1.11. Submitted for approval of e filing admin :

E-filing number EC-KABIFF-00012-2020 submitted successfully 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-Filling Status

- =)

Mol Accepted

A

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 :I eritries

- eFilbng R, Type
| EC-HARIFF- Mew Case
9012z

—
AR LATARKA,

=z EC-HABIFF Plows Caso
0O0L1-Z02H

- ] EC-HABIFF Few Case
OOORO-TOTR

Search
Case Dwtalis Babamied On
FANTRDRS RLADHLANGS, W FLARILL WLINAFE OB PR
O3 30 33 PR
FRAMAKFISHNA Wi REMUKESH OO 2020
06558 a2 PR
PRAGATHI KREISHMNA GRAMING BANK Ws. ABC [ere i

Ol 1443 P

Then Click on the e Filing Acknowledgment button

Now, the e filing acknowledgment gets downloaded

eFiling Acknowledgement

automatically in PDF form as shown below.

EFILING TEST, BALLARI, KARNATAKA

Acknowled gement
e-Filing No EC-KABIFF-00012-2020 e-Filed Date/Time :  02-05-2020 09:30:33 PM
Petiioner RAVINDRA MADHAVA
Raospondent RAHUL KUMAR
14(s) i)
Advocate Guru Prasad (KAR/M1000:2019) Matter Nature : Ordinary
Efiling Admin IV ADDL DISTRICT AND

Payment Delails

SESSIONS JUDGE BALLARI

COMMERCIAL GOURT

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 :
Mature

Case Typs :

Matter Mafure : Cwvdinary which is: Microsoft word Docurment (1.7 KE)
From: https:ffefiling.ecourts.gow.in
‘what should Firefox do with this File?
e-Flled By : GURU PRAS) P
D open with | LibreOffice wWriter (default) -
Save File
Complalinant I Petitonar Do this automatically For Files like this From now on. o
Accused | Respondent +
Extra Infoomation Cancel ' *
Extra Pasty =

. cog e

efiling_ECKABIFFOO01ZZ020.docx
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Ravindra Madhava W/o RAMAKRISHNA, Aged about 45 years,
Resident of Madhay Transport, Ballari, Bellary, Ballari, Kamataka, 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.

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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