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CHAPTER 1 

About this Guide 

This user manual explain the steps for submitting requests. 

This user guide will help you as follows: 

• Submit Request  

• Request Ref No. 

• Print the request 

 

User 

• Lawyer/Party 

Callouts 

There are two types of callouts: 

 A Tip provides good-to-know information that helps users complete a 

task or procedure. 

 

❕ Warning means an information that has an impact on the user or the 

data. 
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CHAPTER 2 

Submit Case Request 

Follow these steps to submit your request. 

 Click on Case Management - My Cases, the following page will be displayed. 

 

My Cases 

2. Click on  to view the details. 

 

My Cases 

3. Click on the Request tab. The details will be displayed. 

 

Request Details 

 

4. Click on Next. The following page will be displayed. 
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Request Details 

 

5. Enter the details then click on Next.  

 

 

• Select the request name from the dropdown menu or type in the box. 

• The request displayed varies based on the case type. 

• Some requests subject to payment. 

• The request will be routed for approval once submitted and paid. 

• Some requests may require approval by the court judge. 

 

4. Enter the entity then key in the details and click on Next. 

 

Upload documents 

5. Click on , the following popup will be displayed. 
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Select Document Type 

 

6. Enter the Remarks then click on  to select the file 

 

Select File 

7. Click on the file then press Open and click on Save. 

8. Repeat the steps above to upload more files then click on Submit 

9. Your request will be submitted successfully. 
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CHAPTER 3 

Submit Ad-hoc Request 

Follow these steps to submit your request. 

1. Click on the side menu Request Management then click on Submit Request. 

 

Submit Request 

 Enter the details then click on Next. 

 

Upload Document 

 Click on . 
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Select Document 

 Select the document and click on . 

 

Add File 

 Click to add the file. You can repeat the steps above to add more documents 

then click on Submit. 

 Your request will be submitted. 

 

 

• Make sure to check your dashboard regularly to know the status of 

your request. 

• The menu Request Submission List allows you to view your submitted 

requests. 

• The menu Draft Requests allows you to continue working/completing 

your unfinished requests. 
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Pay for the Request  

 

Follow these steps to search for the request ref no. 

 

 Click on the Dashboard then enter your ref number. 

 

Cases 

2. Click on , the following page will be opened. 

 

Search Results 

 Click on Continue, you will be routed to the payment page. 

 Follow the on-screen instructions to make the payment.  
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View/Print the request 

 

Follow these steps to print the request. 

 

1. Go to Case Management - My Cases then enter the search criteria. 

2. Click on this icon  to open the case tabs. 

3. Go to Documents Section. 

 

Documents 

4. Click on the file link to download the PDF to print it out. 


