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1.0 Administrator Registration

1.1 How to Register as an Organization Administrator

»

NOTE:
Please install all the necessary software (listed under the “Getting Started”

tab in the e-Filing Portal) and ensure that you have the necessary USB
Token (Organization Certificate) before proceeding. It also recommended
that the law firm identifies one individual to be the Organisation
Administrator.
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a. Access the e-Filing Portal at http://efiling.kehakiman.gov.my

b. Click on the “Account Registration” tab. (1, Figure 1.1.1)

c. Key in IC No of the Organization Admin (2, Figure 1.1.1)

d. Key in the Full Name of the Organization Administrator. (3, Figure 1.1.1)
e. Click on “Confirm” to proceed for registration. (4, Figure 1.1.1)

f. Click on “Cancel” to cancel the registration. (5, Figure 1.1.1)

lneVahkamah  Malaysia

Language: Mala
Account Registration eCourt's Public Services g wl 4

-- SelectAvalue - ¥ | Welcome to e-Filing user registration section for lawyers! Lodin ID
By Group { For government agency, please send an email to efiling@fstech formis.net to register your ogin
account, EFS administrator will handle your registration )
Mot Available In order ta proceed far registration, you must have avalid Crganisation Cetificate. [fyou don't Password
hawe any, kindly fallows the instructions stated in 'Getting Started'.
r By Category . . . .
Ifyou have satisfied all our requirements and would like to proceed for e-Filing account
) registration, please fill in the registration form below. Login
Mot Available
e-Filing Online Administrator Account Registr’ Forgotten Your Pasaord?
r By Case Mo/l Hearing Date ———
N LI ER SRR -
(@) CGase Murmher About eFiling
(O Case Date Flegse fiil in the 1T No without - (Eg QE7E4329 © ‘wihat is the e-Filing Partal?
@ Full Name Doug\as Mah O wihy e-Filing?
0O Overview of e-Filing

Pizase fiilin the 1T No same as stated in your IC. o Huowy fast is your internet

Areyou alawyer? ®ves Opo

o Have you instzll Java Runtime
Environment 1.6%

@ @ Relaled snes

Figure 1.1.1
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g. Upon confirmation of the registration process, the screen Figure 1.1.2 will appear.

h. Fi

v

v

v

Il in the compulsory fields highlighted with an asterix “*”( Figure 1.1.2)
Login ID —login id for Organization Administrator e.g. barcouncill etc
Password — password to login as Organization Admin
Re-type Password — to confirm the Password

Email Address — email address of the Organization Administrator to which an activation link
shall be sent to activate the account

Contact No — contact number of the Organization Administrator

i. Click on the “Register” button to proceed with the registration. (1, Figure 1.1.2)

J.  Click on “Cancel” to cancel the registration. (2, Figure 1.1.2)

Organisation Administrator Registration

-~

Welcome to e-Filing user registration section for lawyers!
( For government agency, please send an email to efiling@fstech formis.net to register your
account, EFS administrator will handle your registration )

In arder to proceed for registration, you must have a valid Qvganisation Cerificate. Ifyou don't hawe
any, kindly follow the instructions stated in 'Getting Started'.

Ifyou have satisfied all our requirements and would like to proceed for e-Filing account registration,
please fill in the registration form below.

"Login D :

Check Availability

" Password :
' Re-type Password :
' Email Address :

" Contact No. :

Reqgister ][ Cancel

Figure 1.1.2
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k. Upon clicking on the “Register” button, the screen at Figure 1.1.3 will appear.

I.  Key in the “Token Pin Number” according to the Pin Mailer sent together with the USB Token
(Organization Certificate). (1, Figure 1.1.3)

Certificate Authentication

FPlease plug in the USB Token (obtained from the
successful application of the Organization
Certificate) before you proceed with registration.

Type Token

1
Token Pin[ sescesss p
Humber
OK Cancel
Figure 1.1.3
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m. Upon inserting the correct Token Pin Number Figure 1.1.4 will appear.
- Check on “Always trust content from this publisher.” (Figure 1.1.4)
- Click on the “Run” button.

Warning - Security

The application's digital signature cannot be verified.
Do you want to run the application?

Mame: net.scan. s3. crvplo. nongui. ecourt, ExtractCertificate Taken
Publisher: SCAN Associakes Bhd.

From: htkps: [ iefiling. kebakiman, gov. my

[ ] Bways brust conkent From this publisher

Run H Cancel

Mare Information...

@ The digital signature cannat be verified by a trusted source, Only
-

run if you krosk the arigin of the application.

Figure 1.1.4
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n. Should the following warning message as shown in Figure 1.1.5 pop out, please select the “No”
button to ensure that the component is not blocked.

Warning - Security [z|

Java has discovered application components that could In .
indicate a security concern. l

Mame: net scan.s3.crypho,nongui, ecourt, ExkrackCertificateToken

Block potentially unsafe components From being run? (recommended)
Mare Information.,

[ res |[ Ma ]

(D The application contains bath sigred and unsigred code.
L]

Contact the application vendor ta ensure that it has not been tamperad with,

Figure 1.1.5
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0. After you have keyed in the correct USB Token Password, the e-Filing Account would be
successfully created. The following successful message at Figure 1.1.6 will appear.

e-Filing Registration Confirmation

Congratulations! Your registration in the e-Filing System has been successfull

A Mame : Tan A4 BB
P HRIC : TE08011035310
Roaming 1D
Serial No. - TI0TTI04637 3682655 B

Your Login ID useradmin has been created. An activation link has sentto your
email account yl.ng@fstech.formis.net. Click on the link provided in the email
in order to activate your account.

Close

Figure 1.1.6
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p. Anemail containing a link to activate the e-Filing account will be sent to the account holder’s
email provided in Figure 1.1.6.
- Click on the activation link provided in the email. The said link will direct you to the e-
Filing portal.
- This following message in Figure 1.1.7 will appear to inform you that your e-Filing
Account has been activated.

Your e-Filing Account/password has been successfully
activatedireset!
Please login with your new passwaord.

.......................

Figure 1.1.7
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2.0 User Role

2.1 How to create a new User Role

a. Login in as Organization Administrator.

b. The following screen will be appear (Figure 2.1.1).

&BySiste,

-
- My Tray Administration Helpdesk Chat Friday 08:54:05 A.M.
m’ In Tray
Advanced Filter [Prev | [ [ vex]
Message Type 5 -
I T T S N
All v
Mo record(s) found.
Read
Al »
Subject
Sender
Timestamp
(ddfimmiyyy)
Search Clear

Figure 2.1.1
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c. Move cursor to “Administration” (1, Figure 2.1.2)

d. Select User Role (2, Figure 2.1.2)

%% welcome to e-Filing

Administration Helpdesk Chat

User Role

User Profile

Advanced Search

User Activity Log lescription

Role Type
r |
| Please select a value v | Add

User Role

Figure 2.1.2
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e. Click on “Add” button (1, Figure 2.1.3) to add a new Role.

GySistemlaesl

- My Tray Administration Helpdesk Chat

Friday 08:54:42 A.M.
0O User Role

Advanced Search n User Role Description

No Record(s) Fo

Role Type
Please select a value v

User Role

Search Clear

Figure 2.1.3

f. The following pop up will appear. (Figure 2.1.4)

User Role Details

User Role

Role Twpe Please select a value

Cancel

Figure 2.1.4
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g. Key in user role [Eg: Lawyer (Lim & Associates) Clerk)] (1, Figure 2.1.5)

=

Select a role type. (2, Figure 2.1.5)

i. Check on what level of control you wish to create for that particular User Role. (3, Figure
2.1.5)

j. Click on “Save” button to save the role that has been created. (4, Figure 2.1.5)

~

Click on “Cancel” button to cancel the creation. (5, Figure 2.1.5)

User Role Details
User Rolel laweyer ',\ 1 )

Role Type | COMMOMN FILER (Lawyer or »

2

N
| My Profile | My Tray | Filing | Search | Document Verifier _
l My Profile ° I

~ [¥] Basic Detai

Edit

 [#] Laws Firm Details

Edit

O =m0 _

Figure 2.1.5
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I. After you have successfully added a new User Role, the following dialog box in Figure 2.1.6
will appear.

lawiyer {Lim & Associates) has been saved
successilly.

OK

Figure 2.1.6
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2.2 How to check that the User Role has been created

a. Login in as Organization Administrator.

b. The following screen will appear (Figure 2.2.1).

Friday 08:54:05 A.M.

M. In Tray

(e W ]
Message Type

All v

Mo record(s) found.
Read

Al v

Subject
Sender

Timestamp

(ddimmiyyyy)

Search Clear

Figure 2.2.1

a. Move cursor to “Administration” (1, Figure 2.2.2)

b. Select User Role (2, Figure 2.2.2)
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%% Welcome to e-Filing \ |

()8 SisteiLl

. My Tray Administration Helpdesk Chat

User Role

User Profile

Advanced Search User Activity Log lescription

Role Type
F
| Please select a value v Add

User Role
Figure 2.2.2
c. Select “Common Filer (Lawyer or Government)” for Role Type (1, Figure 2.2.3)

d. Click on “Search” button (2, Figure 2.2.3)

e. The result of your search will be shown on the panel to your right. (3, Figure 2.2.3)

. My Tray Administration Helpdesk Chat

Tuesday 05:59:56 P.M.

88 User Role

Advanced Search # User Role Description System Role Desciption
[ testing COMMON FILER (Lawyer or Government)
T
| COMMON FILER (Lawyer o v | Add Edit Delete

User Role

2
Search l Clear

Figure 2.2.3
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2.3 How to edit the User Role that has been created

a. Login in as Organization Administrator.

b. The following screen will appear (Figure 2.3.1).

m’ In Tray

Advanced Filter

Message Type
All v

No record(s) found.

Read
Al
Subject
Sender
Timestamp

(ddimmivyyy)

Search Clear

Figure 2.3.1
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c. Move cursor to “Administration” (1, Figure 2.3.2)

d. Select User Role (2, Figure 2.3.2)

%% Welcome to e-Filing -

Ry !
. My Tray Administration Helpdesk Chat

I User Role

User Profile

Advanced Search User Activity Log Jescription

Role Type
- AR |
| Please select a value v Add

User Role

Figure 2.3.2
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e. Select “Common Filer (Lawyer or Government)” for Role Type (1, Figure 2.3.3)
f. Click on “Search” button (2, Figure 2.3.3)
g. The result of your search will be shown on the panel to your right. (3, Figure 2.3.3)

h. Check on the box in front of the User Role that you would like to edit. (4, Figure 2.3.3)

@*‘35’(

-

. My Tray Administration Helpdesk Chat Tuesday 05:59:56 P.M.

88 User Role

testing COMMON FILER (Lawyer or Government)
OMMON FILER (Lawyer o v | Add “ Dolete
User Role °

@ I
Search Clear

Figure 2.3.3
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i. Check or uncheck the necessary setting(s). (1, Figure 2.3.4)
j. Click on the “Save” button to save the User Role you have just edited. (2, Figure 2.3.4)

k. Click on “Cancel” button to cancel the edit. (3, Figure 2.3.4)

User Role Details

User Role  [awyer

Role Type  COMMOMN FILER {(Laweyer or w

>
‘ My Profile

~ [¥] Basic Details

Edit

 [#] Lawr Firm Details

Edit

|«

Ve
2) R
Save l Cancel

Figure 2.3.4
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2.4 How to delete the User Role that has been created

a. Login in as Organization Administrator.

b. The following screen will appear (Figure 2.4.1).

o

:@:*S\iste.m.e.—&i'lim Méh%’a‘mah Ma@ysia g

~

- My Tray Administration Helpdesk Chat Friday 08:54:05 A.M.
”. In Tray
Advanced Filter ‘ Pres ‘ | Next ‘
Message Type = s
I T T S N
All v
Mo record(s) found.
Read
Al
Subject
Sender
Timestamp
(ddimmiyyy)
Search Clear

Figure 2.4.1

Release No : 1.0
Release Date : 24/04/2011 Page 21



e-Fling System User Manual for Lawyer ‘ ORM’S

FORMIS NETWORK SERVICES

c. Move cursor to “Administration” (1, Figure 2.4.2)

d. Select User Role (2, Figure 2.4.2)

%% Welcome to e-Filing -

Ry !
. My Tray Administration Helpdesk Chat

I User Role

User Profile

Advanced Search User Activity Log Jescription

Role Type
- AR |
| Please select a value v Add

User Role

Figure 2.4.2
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e. Select “Common Filer (Lawyer or Government)” for Role Type (1, Figure 2.4.3)
f. Click on “Search” button (2, Figure 2.4.3)
g. The result of your search will be shown on the panel to your right. (3, Figure 2.4.3)

h. Check on the box in front of the User Role that you would like to delete. (4, Figure 2.4.3)

o

@%hs\isem.e- filing 'hwg@yga Q

N =
. My Tray Administration Helpdesk Chat Tuesday 05:59:56 P.M.

S

88 User Role

testing COMMON FILER {Lawyer or Government)
L o 3l
:r}_ OMMON FILER (Lawyer o i =

User Role

@ I
Search Clear

Figure 2.4.3
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i. Upon successful deletion of the relevant User Role, the following message will appear. (Figure
2.4.4)

Role "Clerk (Lim & Associates) has been
successfully deleted.

Ok

Figure 2.4.4
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3.0 User Profile

3.1 How to create a new user Profile

a. Login in as Organization Administrator.

b. The following screen will appear (Figure 3.1.1).

- My Tray Administration Helpdesk Chat

Friday 08:54:05 A.M.
m' In Tray
(e M ]
Message Type

I T T S
All v

No record(s) found.
Read

Al »
Subject
Sender
Timestamp

(ddimmivyy)

Search Clear

Figure 3.1.1
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c. Move cursor to “Administration” (1, Figure 3.1.2)

d. Select User Profile (2, Figure 3.1.2)

%% welcome to e-Filing

Advanced Search

User Activity Log lescription

Role Type
r |
| Please select a value v | Add

User Role

Figure 3.1.2
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e. Click on “New” Button (2, Figure 3.1.3)

&5ySistemlaeak

. My Tray Administration Helpdesk Chat Tuesday 06:01:17 P.M.

1QIQV User Profile

Advanced Search °‘-me IC No.Reg. No. User Role Type
User Name m

Login ID
IC No.Reg. No.
User Role Type
Please select a value v
Search Clear

Figure 3.1.3
f.  The following pop up will appear. (Figure 3.1.4)

g. Keyintheuser IC No (1,Figure 3.1.4)

h. Click on # to search for the user profile. (Figure 3.1.4)

Register New User Profile Details
IC No.Reg Mo. 8831111121111 E

Cancel

Figure 3.1.4
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i. The following pop up will appear (Figure 3.1.5)

j. Click on the “Yes” button to proceed with the creation of the new User Profile. (1,Figure
3.1.5)

k. Click on the “No” button to cancel the creation of the User Profile. (2,Figure 3.1.5)

Register New User Profile Details

The user has not registered before. Would you like to create a

new Lser Profile?
1 2
Yes " Ho

Figure 3.1.5

I. If you click on the “Yes” button, the following pop up at Figure 3.1.6 will appear.
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m. You must fill in all the fields marked with an asterix “*”. (Figure 3.1.6)
v" Name

v User Id

v' Password

v

Re-type Password

\

User Role Type
v User Role
n. Click on “Register” button to register the user to the e-Filing System. (1,Figure 3.1.6)

0. Click on “Cancel” button to cancel the registration of the new User Profile. (2,Figure 3.1.6)

‘IC No.Reg No, 881111121111
‘Name

Telephone No.
Mobile No.

Email Address

‘User ID
[Check Availability]

‘Password

‘Re-type Password

‘User Role Type |PIeaseSeIectaVaIue v|

‘User Role | |

® z
I Register I I Cancel

Figure 3.1.6
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p. Upon successful registration, you will get the following pop up message. (Figure 3.1.7)

The Login account with Login 1D 'user! 23 has been
successfully created.

Ok

Figure 3.1.7
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3.2 How to search for user Profile

a. Login in as Organization Administrator.

b. The following screen will appear (Figure 3.2.1).

Friday 08:54:05 A.M.

m’ In Tray

Message Type

T ——
All v
No record(s) found.

Read

Al
Subject
Sender
Timestamp
(ddimmivyyy)

Search Clear

Figure 3.2.1
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c. Move cursor to “Administration” (1, Figure 3.2.2)

d. Select User Profile (2, Figure 3.2.2)

%% welcome to e-Filing . T

Administration Helpdesk Chat

User Role

| User Profile

Advanced Search User Activity Log Jescription

Role Type
- AR |
| Please select a value v Add

User Role

Figure 3.2.2
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e. The following page will appear (Figure 3.2.3)

| £ . Mgy W
& 3Sistemlaeal

- My Tray Administration Helpdesk Chat Saturday 11:05:14 P.M.

‘Q'Q, User Profile
Advanced Search IC Ho.Reg. Ho.

New

User Name
Login ID
IC No./Reg. No.

User Role Type
Please select avalue B

Search Clear

Figure 3.2.3
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f. Select “Common Filer (Lawyer or Government)”(1,Figure 3.2.4)
g. Click on “Search” button. (1, Figure 3.2.4)
h. The search result will appear on the panel to your right. (2, Figure 3.2.4)

Giysist Kamah Malaysia i

- My Tray Administration Helpdesk Chat Saturday 10:41:19 P.N

iR Ve

SYAAPEHR

'lQIQ! User Profile

User Name Lawyer 1 Lawyer1 1234575757 goovhgr::\cr)r':eiy)_ER (Lawyer or
Login ID New
IC No./Reg. No.

[COMMON FILER (Lawyer {=] u

Figure 3.2.4
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3.3 How to edit User Profile

a. Login in as Organization Administrator.

b. The following screen will appear (Figure 3.3.1).

:@:*S\iste.

-
- My Tray Administration Helpdesk Chat Friday 08:54:05 A.M.
m’ In Tray
Advanced Filter [Prev] [l [vex]
Message Type = .
I T T S R
All v
No record(s) found.
Read
Al
Subject
Sender
Timestamp
(ddimmiyyy)
Search Clear

Figure 3.2.1

Release No : 1.0
Release Date : 24/04/2011 Page 35



e-Fling System User Manual for Lawyer ‘ ORM’S

FORMIS NETWORK SERVICES

c. Move cursor to “Administration” (1, Figure 3.3.2)

d. Select User Profile (2, Figure 3.3.2)

%% welcome to e-Filing

User Role

| User Profile

Advanced Search User Activity Log lescription

Role Type
I
| Please select a value v Add

User Role
Figure 3.2.2

e. The following page will appear (Figure 3.3.3)

~

-

| Giysis e QU] Kamah Malaysia- ¢

- My Tray Administration Helpdesk Chat Saturday 11:05:14 P.M.

P,Q, User Profile

Advanced Search “ Login ID IC No./Reg. No. User Role Type

User Name New
Login ID
IC No./Reg. No.

User Role Type
Please selectavalue B

Search Clear

Figure 2.3.3
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f.  Select “Common Filer (Lawyer or Government)” (1,Figure 3.3.4)
g. Click on “Search” button. (2, Figure 3.3.4)
h. The search result will appear on the panel to your right. (3, Figure 3.3.4)

i. Click on the profile that you would like to edit. (3, Figure 3.3.4)

&3S istemaeshl

- My Tray Administration Helpdesk Chat Saturday 10:41:19 P.N

QRQ User Profile

Advanced Search User Name Login ID IC No.Reg. No. User Role Type
User Name Lawyer 1 Lawyer1 1234575757 goovl\grrv’l_ltzri]\le E:I)-ER (Lawyer or
Login ID New

IC No./Reg. No.

[COMMON FILER (Lawyer {=] °

Figure 3.3.4
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j. The following screen will appear. ( Figure 3.3.5)
- “Edit” to edit the details of the User Profile

- “Deactive Account” to de-active the account that is no longer needed (Eg: account of staff
who has left or who is leaving)

- “Reset Password” to reset password of the account, a new auto generated password will be
given.

- “Delete Profile” to delete the User Profile which has been created wrongly.

- “Cancel” to close the pop up message.

User Profile Details

UserlD Lawyerl Edit
Full Hame Lawyer 1
IC NoJReqg No. 1234575757

Deactivate
Telephone No. Account
Mobile No.
Reset
Email Address Password

User Role Type COMMOMN FILER (Lawyer ar

Government)
Delete Profile

User Role lawyer (Yen & Associates)

Last Login Date Cancel
Time

Login Fail Count 0

EFS Account

Status Active

Figure 3.2.5
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