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ACCESSING THE PORTAL

.. . . . Home About SCTS SCTS News Reports and Data Recruitment Hel Contact Us Cookie Polic
The new civil online portal is available to - ’ i '
users by clicking the button on the SCTS Scottish Courts

homepage or by accessing the following

U R L Courts & Tribunals Coming to Court Taking Action Current Business Search Judgments  Rules and Practice

https://www.scotcourts.gov.uk/taking-
action/civil-online-gateway/welcome?2

Courts and tribunals information and guidance

Court Locations

Aberdeen Civil Justice Centre anc v lﬂ

Tribunal Locations

Glasgow Tribunals Centre v ﬂ



https://www.scotcourts.gov.uk/taking-action/civil-online-gateway/welcome2
https://www.scotcourts.gov.uk/taking-action/civil-online-gateway/welcome2

FIRST TIME USER

When accessing the portal for the first time, users
are required to follow the sign up process.

1. Click on the hyperlink

2. Enter your email address

3. Enter the solicitor ID (formerly known as the
Company ID)

If your branch/firm is not registered for
access to Civil Online please contact
civilonlinelab@scotcourts.gov.uk to arrange
access.

If your branch/firm has previously been set-up
with access for Civil Online and you do not
know the Company ID please ask a colleague
in the first instance, if this is not possible
please contact the Civil Lab on the email
above.

If you have access to more than one branch
simply select one of the Company IDs for the
purpose of signing-up.

4. Click send verification code
5. Check your email for the verification code
6. Enter the verification code provided in the
email into the appropriate field
7. Click Verify Code
8. Users will be required to create a password
which must be between 9 and 64 characters
and it must have at least 3 of the following
character types:
e Lower case
e Upper case
e Numeric
e Symbol

SIGN-UP PROCESS

Scottish Courts %
and Tribunals Service

Please enter the email address that you used to register
your account.

Email Address

‘Ema | Address

Password

[ Password :]

Forgot your password?
Change your password?

New to Civil Online?
If you are a party in the case sign up here
If you are a solicitor in the (as

Scottish Courts
and Tribunals Service

Email Address

Solicitor Id

Scottish Courts
and Tribunals Service

Verification is

necessary. Please click "Send verification code’
button.

Email Address

‘ hlorimer@sctsdev.loca ‘

C— 84
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Verification code has been sent to your inbox. Please copy it
to the input box below.
Email Address

hierimer@sctsdev.local

Verification code
Verification code

Scottish Courts %%
and Tribunals Service %

New Password

‘N:x‘; Password Nﬂ]

Confirm New Password

Confirm New Password ®
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SIGN IN PROCESS
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Civil Online

1. Once successfully registered users can log into the portal Sign In
using their registered email address and password.

You'll need your User |D each time you log on, so make sure you keep it handy

SIGM IN WITH B2C

2. Users will also be required to pass multifactor
authentication (MFA) the first time they access the portal
each day. Users will not be able to access the portal
without successfully completing this step.

Scottish Courts %
and Tribunals Service

Please enter the email address that you used to register
Yo account.

Email Address

Passwaord

Mew to Civil Online?
If you are a party in the case sign up here
If you are a solicitor in the case sign up here




WELCOME PAGE
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On the welcome page users can:  sncoms Civil Online
Select an office
1. When users with access to more than Welcome to Civil Online
one branch are brought to the welcome Select an office

page they are required to select the
branch they wish to work with.
Once an office has been selected the

Please select an office

user is presented with more options on

screen. Users can switch the office o q@s Givil Online
they are accessing by using the drop T
Welcome to Civil Online |
down
User Ad m I n Plaase choosa an option fram the following list so we can direct you to the appropriate part of tha Givil Online portal m LOGOUT
Only V|S|b|e for admln users. Admln Which of these actions do you want to take?
users can use this functionality to s st e i i
manage the IlSt Of users for an Offlce | want to complete an unfinished / rejected simple procedure claim or response

| want to check case details or submit documents in support of an existing case.

This puts an office in control of their list
of users without the necessity to
contact the SCTS.

Submit a caveat Please choose an option from the following list so we can direct you to the appropriate par

Which of these actions do you want to take?
Submit a simple procedure claim
| want to create a caveat

Respond to a simple procedure claim | want to submit a simple procedure claim

Complete an unfinished/rejected simple | want to respond to a simple procedure claim

procedure claim or response (Drafts) | want to complete an unfinished / rejected simple procedure claim or response

. . . | want to check case details or submit documents in support of an existing case
Check case details or submit documents in

support of an existing case
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User Administration

Select an office *

| LK Test Solicitors Test Street, Testtown, AB42 3F

Current users

| Users of the email addresses listed in the table below can access all cases visible on the "My cases” list but cannot add (grant access to) new users.

Name Email address Action

Gary White gwhite@sctsdevlocal Remove
Grant access to a nhew user

| MNote: Access to the "My cases” list will be granted to the user of the email address provided, immeadiately after it is submitted

User's email address *

User's name and surname *

On this page admin users can:

1. See alist of current users for the office selected. (Admin users are not included within this list)

2. Grant access to a new user. Any users added in this way can log-into civil online and access all cases for the office
selected. The only thing they are unable to do is access this user admin functionality to add/remove users.

3. Remove a standard user’s access

NOTE: Should you require any modifications to the list of admin users please contact civilonlinelab@scotcourts.gov.uk. We
encourage organisations to utilise this functionality to enable them to manage their list of users without the necessity of contacting
SCTS. Users should not be routinely set up as admin users as a replacement for this functionality.
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SUBMITTING A NEW SIMPLE PROCEDURE CLAIM

COURT DETAILS

Court details
Plzase choose the court you wish to submit your claim to, after which you can enter your preferred
reference for this action

When “| want to submit a simple procedure claim” is
SeIeCted on the Welcome pagey users WI” be taken to the (This can be the same reference that is used in your infemal case management system.)
start of the claim journey. Choose a court -

Please select a court

1. Users are required to choose a court to submit the

claim to. Enter your reference (max 50 characters) *
2. Areference number must be entered. This is your ‘

own office reference number that will assist you in Why does this court have jurisdiction?

identifying the case in the future. []  The events took place in the sheriff courts district
3. The basis for jurisdiction has to be selected, more [] e respondent ives in the sherffcourt’s distic

i

than one option can be selected. If selecting “Other’
please complete the appropriate text-box

I:‘ The respondent agreed to make any claim in this sheriff court

D Other (please give details - max 2000 characters)

Once all required information has been entered users
should click “Next”.

P

* Required field
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SUBMITTING A NEW SIMPLE PROCEDURE CLAIM

Claimant details

C LAI MANT D ETAI LS Please complets the details of the first claimant using the form below.

You will then be able to add subsequent claimanis as necessary

Users are required to enter the details of the claimant
including name, postal address and email address.

First party

. Claimant identity
If the user types in the postcode then suggested

addresses will be listed for the user to choose from, to o stamete
make inputting the information quicker. ‘ ‘

@ Individual O Company or organisation

The claimant’s preferred method of contact must also Middle name(s)
be selected. “Civil Online” is selected by default. Users ‘ ‘

are encouraged to keep this preference as it gives Lestname * ‘
them instant automatic case updates and access.

[] acting in & representative capacity or trading as

Manual intimations can be selected however, this

requires court staff to manually issue case documents _ ‘
. . . Claimant address

by either post or email and there can be a delay in Posteode (optiona) County-

these being issued. | |

Scotland
Address *

If there is more than one claimant further claimants can ‘ ‘ Email address -
be added by clicking this button. ‘ ‘ |

Once all information has been entered users should ‘ ‘
click “Next”

City or town *

Claimant's preferred method of contact

@ Civil Online {Instant, automated emails, lodge, receive & view documents, view hearing dates)
O Manual intimations
by post (Receive documents by post

by email {(Receive documenis by emal

Add another claimant
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1 Claimant representation

CLAIMANT REPRESENTATION

Information on this screen is pre-populated into the
appropriate fields. It is designed to save users time by
not having to enter their details each time they raise a
claim.

Are you the solicitor submitting the claim? *
@ Yes
O No

Representative identity

First name (optional)

1. When “yes” is selected, the first name, last name
and email address fields cannot be amended.

‘ Hayley ‘

Last name *

Lorimer ‘

2. If the user submitting the claim is not the solicitor
(e.g. the claim is being submitted by a legal
secretary on behalf of a solicitor) they can select
the “No” radio button. The first name, last name
and email address fields become editable and the

Organisationfirm name *

‘ LK Test Solicitors ‘

Representative address

Postcode (optional)

AB42 3F5 ‘
user can enter the details of the appropriate Address *
SOlICItOI’ Test Street ‘

NOTE: The organisation/firm name and ‘ ‘
address fields are not editable. If the ‘ ‘
organisation/firm details are incorrect and
require to be updated you will need to contact
civilonlinelab@scotcourts.gov.uk

City or town *

‘ Testtown ‘

Country =

Scofland

Email address *

3. Users can amend the preferred method of contact,

hlorimeri@scisdev local ‘

again Civil Online is selected by default.

Claimant representative's preferred method of contact

Once all the required information has been input,
users should press “next”.

(®)  Civil Online (Instant. automated emails, lodge, receive & view documents, viey

O Manual intimations

) by post (Receive documents by post

Claimant representation

Are you the solicitor submitting the claim? *

O
@ Mo

Representative identity
Flret name {optonal)

Laet name *

*Required fald

Organleationfirm name *

K Test Soliciion

Representative address
Postoode (optional)

‘ AB4Z IFS

Address =

ClIty or town =

Country *

Emall addrass *

*Required fald
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RESPONDENT DETAILS .
Users are then required to enter details about Respondent details
the first respondent including name and postal
address.
If the email address of the respondent is -
known this can be entered too. ety Respondent address
If there are multiple respondents, users can Respondent identity Postcade (optional)
add additional respondents by clicking on “Add ® o
another respondent”. Users can add up to 20 - roaree-
claimants using this functionality. AL
Once all details have been completed users Midille mame{s)
should click “Next” at the bottom of the screen
Last name *
Clty or town “
I:l Country *
Emall address

Add another respondent

« Bask

10
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CLAIM DETAILS — ABOUT THE

CLAIM . .
Claim details

Users are then required to enter the details About the claim
of the claim, including steps already taken to
resolve the matter.

What is the background to the claim? *

If the claim relates to a consumer credit
agreement and the user selects “yes” a
further field will display where the user is
required to enter the details of the consumer
credit agreement.

Does this claim relate to a consumer credit agreement? *

Once this section has been completed the
user should select next. O Yes @ No

What steps has the claimant taken, if any, to try to settle the dispute with the respondent? *

NOTE: The “What is the background to the
claim?” and “What are the details of the
consumer credit agreement?” fields have a
5000 character limit. The “What steps has
the claimant taken, if any, to try and settle
the dispute with the respondent?” has a 4000
character limit.

< Back Next »

11
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CLAIM DETAILS - COURT ORDER(S)

The user is then required to enter details
about what orders they would like the court
to make if the claim is successful.

Users can select multiple options.

If the user selects the option for payment of
a sum of money this generates a new
option, to seek interest on that sum of
money. The interest rate is defaulted to
8.0% annually commencing on the last date
for service but can be amended as
appropriate, if applicable.

SUBMITTING A NEW SIMPLE PROCEDURE CLAIM

Claim details

About the claim
Court order(s)

If the claim iz successful, what orders would you like the court to make?

D To pay the following sum of money to the claimant:

2]

|:| To deliver the following items to the claimant

D To do the following things for the claimant:

|:| To pay expenses to the claimant

To pay the following sum of money to the claimant:

£

700

I:‘ To pay interest to the claimant on that sum of money:

Interest rate of

8.0% annually commencing on last date for service

12
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What type of document are you uploading?

IChoose document type. v
Upload supporting documents e ST
Case evidence
Please upload any documents which may support your claim. F:,;“"”

Abandonment Notice
Account of expenses
. . Additional Orders Application
Tou can I"Ipll}ad L.Ir:l o 5 leulJIT'E.‘I'I[S. Additional Orders Application - Consent to application
Additional Orders Application - Initial application
Additional Orders Application - Objection to application
Additional Respondent Application
Address inaccessible
Admit claim and ask for time to pay
Admit claim and settle
Altemative Decision Application
Amended Initial Writ

The format of selected file(s) must be POF, PHNG, JPG or JPEG.
Each file must be smaller than S0ME.

What type of document are you uploading? oo Reet

Application for a Child’s Property Administration Order
- N Application for 3 Decision
Choose document tj' PE... Application for Instructions about a Damages Management Order ¥

What type of document are you uploading?

no files uploaded yet

Evidence v

£ Back Next > | N
1 I, a
: [sa] nioad or drop a fie rignt nere JPG.IPEG PNG POF |

no files uploaded yet

UPLOAD SUPPORTING DOCUMENTS
The relevant document type should be selected from the drop down menu, upload functionality is disabled until the document
type is selected.

Once a document type has been selected the user can either, click on the word “Upload” (see image 1) and this will open the
users file explorer and allow them to navigate to the document(s) saved on their device, or they can simply drag and drop the
required file(s) into the upload window (bordered in blue in image 1).

NOTE: If selecting or dragging and dropping multiple files at once, please ensure that they are all same type of document e.g.
evidence. If they are not, for example one document is evidence the other is a list of evidence, the user should upload select
them individually changing the document type as appropriate prior to the upload of the other files.

If the user does not wish to upload any supporting documentation with the claim form they can click “next”
13
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SUMMARY PAGE
Users will then be taken to the summary page where they
can check the details of the claim prior to submitting.

1. If any amendments to the claim are required users
should utilise the “Back” button to navigate to the
relevant screen.

NOTE: Please ensure that you use the “Back”
button indicated in the screenshot and not the
back button of your browser. If you use the
browser back button this will return you to the
welcome page. Claim forms are auto-saved to
drafts so if you do accidently exit to the
welcome page you will be able to resume
completion of the claim.

Once the user is content with the claim they should click
“Submit”

]

Summary

b oo cEum

Clalmant

s cldmam

L deralla

Comem mashed

Clalmeni repreceniation
SERLTTRES HERRTe PRL ]
Cgandemicn

SR TR

Comnor darslia

Cames pamh o
Recpondant

Firas reaganSan

Comnor darslia

Clalmn datallc

Wiy daan chil zzwre
hores |erisdlcden

L T R AT

CEpsnual rigaened

SIEDA TNENT I AAnTE

SCTE N T e TS

o

SUBMITTING A NEW SIMPLE PROCEDURE CLAIM
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PAY FOR YOUR DOCUMENT
The user is then prompted to pay for
their document.

If the office that the user has selected or
is logged in with holds an SCTS credit
account, they will be advised that the
credit account will be charged for the
lodging of the document unless the user
selects that the client is fee exempt.

If the user, selected an office that does
not have an SCTS credit account, they
will be presented with the WorldPay
card payment component instead.

If the client is fee exempt and the user
selects “Yes” then they will be
presented with functionality to upload
the required fee exemption form and
associated documentation.

SUBMITTING A NEW SIMPLE PROCEDURE CLAIM

Please pay for your document

There is a fee for uploading this document

File type My reference

Fee

Simple procedure claim form Interest rate check

£110

Is your client fee exempt?
O Yes @ Mo

We will charge your credit account for lodging this form

15
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SUBMISSION RECEIPT

This page confirms that the claim
has been submitted to the selected Submission receipt

COLII"t, Your simple procedure claim form has been submitted and will be reviewed by Aberdeen Sheriff Court.

If your claim is accepted, you will receive an email confirming that a new case has been registerad with the court.

1. The user is provided with their
submission ID (SID) number.

If your claim is rejected, you will receive an email containing the reason(s) why the claim has not been accepted.

The user can also download their

claim form and print or download Submission receipt

: This is to confirm that a simple procedure claim form : gitted to Aberdeen Sheriff Court at 14:22 on 27 April
the recelpt 2023 on behalf of H L. The submission reference way sid21953-23

Print receipt f=h Download receipt [ Download claim form [

16
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Simple Procedure response

When “I want to respond to a simple procedure
claim” is selected on the welcome page, users

. Pl ter it f the first clai tinthe c
will be taken to the start of the response ease enter the name of the first claimant in the case

journey.

] Enter exactly as it appears on the court document.
In Or_der to respond to a Cla"_n users are _ If an individual, enter their surname only.
required to enter some details about the claim. If a company or organisation, enter the full name.
Firstly, if the claimant is an individual the user is Claimant *

required to enter only the surname of the
claimant. If the claimant is a company or an
organisation, the user should enter the full
name of the claimant in the field, as shown on Please enter the court-allocated reference for the case.
the documents served on the respondent.

Case reference *

Users are also required to enter the case m

reference number of the case they are
responding too.

Once the user adds these details the page will
refresh. If there are more than 1 respondent
named in the claim the user will be asked to Claimant *
confirm which respondent they are
representing, otherwise users will be asked
whether the respondent is an individual or a Please enter the court-allocated reference for the case
Company/ organisation.

Test

Case reference ™

PHD-SG1-23 Add

Is your client a person or a company (or other organisation)? *

@ Individual O Company or organisation

17
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RESPONDING TO A SIMPLE PROCEDURE CLAIM

Response
How does your client wish to respond to the claim? *
O Admit the claim and settle it before the last date for response

O Admit the claim and seek time to pay the money

O Dispute the claim or part of the clam

Back Next
<

How does your client wish to respond to the claim?

The user will then be asked to select how the client wishes to respond to the claim. The next pages in the response journey will
differ, depending on the selection made.

This guide covers each response option. Users can skip to the one that is required.

18
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ADMIT THE CLAIM AND SETTLE

Respondent Details

If users select “| want to admit the claim
and settle before the last date for response”
they will firstly be brought to this screen
where they are required to enter details
about the respondent.

Any mandatory fields are marked with *

Should the user wish to add an additional
respondent or respondents there is a button
at the bottom of the page which will then
open a further section.

RESPONDING TO A SIMPLE PROCEDURE CLAIM

Respondent details

Flease complete the details of the first respondent using the form below

You will then be able to add additional respondents a5 necessary

First respondent Respondent address

Postcods (optional)

Respondent identity

First name(s) * Acdress =

Middle name(s) | |

C|:|’ or town *
Last name * | |
Country *
|.': atland
D Acting in & representative capacity or tradingas

Respondent's preferred method of contact

(@ CIvIl Online {Insiant, automated emais, ledge, receive & view documents. view hearing dates

() Manual intimations

Add an additional reepondent

19
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Additional Respondent

If a user has clicked the button to add an
additional respondent this section populates
on screen where the user can enter the Additional respondent 1 Remave
required or relevant details for that
respondent, including the reason for adding
an additional respondent to the claim. @ indvdus () Companyor organisate

First respondent

Additional respondent identity

Firet nama{a) *

Users can add up to 20 respondents | |

Users can also remove any additional Middie name(e)
respondents entered should they need to do | |
so by clicking remove (indicated by figure 1) Last nam -

Respondent address

Pastcode [optional)

Agdress *

Clty or town =

Country*

|l.::: i

Emall address

FReason for adding respondent *

ZU
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Respondent Representation
Information on this screen is pre-populated into
the appropriate fields. It is designed to save
users time by not having to enter their details
each time they respond to a claim.

1. When “yes” is selected, the first name, last
name and email address fields cannot be
amended.

2. If the user responding to the claim is not the
solicitor (e.g. the response is being
submitted by a legal secretary on behalf of
a solicitor) they can select the “No” radio
button. The first name, last name and email
address fields become editable and the
user can enter the details of the appropriate
solicitor.

NOTE: The organisation/firm name and
address fields are not editable. If the
organisation/firm details are incorrect
and require to be updated you will need
to contact
civilonlinelab@scotcourts.gov.uk

3. Users can amend the preferred method of
contact, Civil Online is selected by default.

Once all the required information has been
input, users should press “next”.

RESPONDING TO A SIMPLE PROCEDURE CLAIM

Respondent representation

Are you the solicitor submitting the respopesd
@ Yes

l::) Mo
Representative identity

Firat name {optional)

Surname =

Organisationiirm name *

P ‘

Representative address

Poetcode (optonal)

| " - ‘

Address *

Clty or town *

Country

|

Emall address *

| Horimeri@scisdes locas

What Is the represantative s Iocal referanca for this cass? =

“Requirad fiskd

{:} Manual intimations

Respondent repressntative’s preferred method of contact

@ Clwll Onllng {Insiant, automated emais, lodge, receine

Are you the solicitor submitting the response? *

Representative identity

First name (optional;

*Required feld

OrganisationNirm name *

Representative address

E |
| |
| |

City or town *
Country *

E - E

Emall aadrees *

| |

*Required fela

What Is the representative’s local reference for this case? *

21
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RESPONDING TO A SIMPLE PROCEDURE CLAIM

UPLOAD SUPPORTING
DOCUMENTATION (Response)

Users can choose to upload any supporting documents if
they wish.

1. The upload functionality is disabled and the box
appears grey in colour until the document type has
been selected from the drop-down menu.

2. Once the document type has been selected, the
upload functionality component changes to a blue
border.

Once a document type has been selected the user can
either, click on the word “Upload” and this will open the
users file explorer and allow them to navigate to the
document(s) saved on their device, or they can simply
drag and drop the required file(s) into the upload
window (bordered in blue in image 2).

NOTE: If selecting or dragging and dropping multiple
files at once, please ensure that they are all same
type of document e.g. evidence. If they are not, for
example one document is evidence the other is a list
of evidence, the user should upload select them
individually changing the document type as
appropriate prior to the upload of the other files.

Upload supporting documents

Please upload any documents which may support your response.

You can upload up to 5 documents.
The format of selected file(s) must be PDF, PNG, JPG or JPEG.

Each file must be smaller than 50MB.

What type of document are you uploading?

Choose document type...

1
A+uplcad disabled JPG,JPEG,PNG,PDF |
1

_________________________________________________________

no files uploaded yet

What type of document are you uploading?

Evidence v

no files uploaded yet

22
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Respondent Summary Page

Users will then be taken to the summary page where
they can check the details of the response prior to
submitting.

1. If any amendments to the response are
required users should utilise the “Back”
button to navigate to the relevant screen.

NOTE: Please ensure that you use the
“Back” button indicated in the screenshot
and not the back button of your browser.
If you use the browser back button this
will return you to the welcome page.
Response forms are auto-saved to drafts
so if you do accidently exit to the
welcome page you will be able to resume
completion of the response.

Once the user is content with the claim they should
click “Submit”

Summary

Rezpondent

Firzt respongsnt

Contact detalls

Contact msthod

Rezpondent Representation

Representation Status
Organlaation
Representativa

Contact detalle

Contact mathod

Rafarancs Number

Rezponse details

Response to the claim

RESPONDING TO A SIMPLE PROCEDURE CLAIM

23
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Submission receipt

Your simple procedure response form has been submitted and will be reviewed by Peterhead Sheriff Court.
If your response is accepted. you will receive an email confirming that it has been lodged with the court.
If your response is rejected, you will receive an email containing the reason(s) why.

IF CONTACTING THE COURT, PLEASE USE THE CASE REFERENCE NUMBER: phd-5G1-23

Submission receipt

This i= to confirm that a simple procedure response form has been submitted to Peterhead Sheriff Court at 16:36 on 11 May 2023 on behalf of Test Test.

Print receipt B Download receipt = Download regponse form :

SUBMISSION RECEIPT

This page confirms that the claim has been submitted to the selected Court.

The user can also download their claim form and print or download the receipt.
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ADMIT THE CLAIM AND SEEK TIME
TO PAY THE MONEY

If the user selects this radio button option. An
upload component will populate on screen.

Users must upload a completed copy of the
Form 5A — Time to Pay Application.

These forms are available for download on the
website. Simple Procedure Forms
(scotcourts.gov.uk)

Users can either, click on “Upload” and this will
open the user’s file explorer and allow them to
navigate to the document(s) saved on their
device, or they can simply drag and drop the
required file(s) into the upload window (bordered
in blue)

Users are only able to upload one file at this
stage.

Once this is completed, users can select “Next”.

They will then be brought to the Upload
Supporting Documents Screen (see page 22),
followed by the Summary page (see page 23),
followed by the Submission Receipt page (see
page 24).

These sections work in the same way regardless
of the response selected so please refer to the
earlier guidance pages on these for information.

Response

How does your client wish to respond to the claim? *

O Admit the claim and settle it before the last date for response
@ Admit the claim and seek time to pay the money
(O Dispute the ciaim or part of the ciaim

You must uplead a copy of Form 5A - Time to Pay Application.

no files uploaded yet

(®)  Admittne c

laim and seek time to pay the money

() Dispute the claim o part of the claim

You must upload a copy of Form 54 - Time fo Pay Application

JPG.JPEGPNGFDF |

Eli_:'p.:;: diszbled
s form-5a-—time-to-pay-application. pdf X
( Back
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DISPUTE THE CLAIM OR
PART OF THE CLAIM

If the user selects “Dispute a claim or
part of the claim” then the user will be
required to complete the fields
shown.

“What is the background to the
claim?” has a 4000 character limit
and the “What steps has the claimant
taken, if any, to try and settle the
dispute with the claimant?” has a
4000 character limit.

Once users have completed this page
and click next, they will then be
brought to the following screens,
Respondent & Respondents
Representatives Details (see pages
19-21), Upload Supporting
Documents Screen (see page 22),
followed by the Summary page (see
page 23), followed by the Submission
Receipt page (see page 24).

These sections work in the same way
regardless of the response selected
so please refer to the earlier guidance
pages on these for information.

RESPONDING TO A SIMPLE PROCEDURE CLAIM

Response

How does your client wish to respond to the claim? *

O Admit the claim and settle it before the last date for response
O Admit the claim and seek time to pay the money

@ Dispute the claim or part of the claim

What is the background to the claim? *

*Required field

What steps, if any, has your client taken to try to settle the dispute with the claimant? *

*Required field

( Back

Next »
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Simple Procedure submission drafts

The forms in the table below have not been submitted and may be incomplete.

Type My reference Drafted by Expires S U B M ISS I O N D RAFTS
Claim dsfs hlorimer@sctsdev local 18 April 2024 Delata
Response PHD-5G1-23 hlorimer@sctsdev local 11 April 2024 Delste
Claim test hlorimer@sctsdev.local 2 April 2024 Delete
Response PHD-3G1-23 hlorimer@sctsdev.local 2 Mar 2024 Delete
Response EDI-5G&0-22 hlorimer@sctsdev.local 3 Feb 2024 Delete
Response EDI-SGT0-23 hlerimer@sctsdevlocal 25 Jan 2024 Delete
Response EDI-SG4-21 hlerimer@sctsdevlocal 17 Jan 2024 Delete
Response EDI-SG1-21 hlerimer@sctsdevlocal 6 Jan 2024 Delete
Claim 4567 hlerimer@sctsdevlocal 4 Jan 2024 Delete
Claim Lor01 hlerimer@sctsdevlocal 4 Jan 2024 Delete
Claim HP2 hlerimer@sctsdevlocal 11 Nov 2023 Delete

Showing 1to 11 of 11 entries

When the user selects “I want to complete an unfinished / rejected simple procedure claim or response” users will be brought
to this screen where they can see any claim or response that has not been fully completed and submitted and any rejected
claims that the user has started reviewing but not submitted to court.

Drafts are arranged with the newest created draft appearing at the top of the list.
Users can resume drafting their claim or response by clicking on the reference number of the item they wish to continue.

NOTE:

1. Drafts are retained for 1 year from the date of creation if not submitted after this time they expire and will be automatically
deleted. .

2 A user can also delete a draft should they wish to do so. After clicking delete the user will be prompted to confirm they wish
to delete the draft
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My cases
Status | All
Reference Case name
g EDI-5G35-21 Test + others v Testing others
2 PHD-5G1-21 Hayley Test v Joe Bloggs
Q ABE-5GTE-21 Hayley Test v Perzon Tast
g ABE-5G24-21 John Smith v Joe Bloggs
g CAM-5G12-22 Taylor Swift v Monty Python
g ABE-5G44-22 Hayley Lorimer v Jo BEloggs
g AYR-53GT-22 Albus Dumbledore v Lord Voldemort
Q ALD-5G1-23 Albus Dumbledore v Rob Hardie
sidB709-23 Joel Test v Joel Test
5id22135-23 Hayley Lorimer v Jo BEloggs
g AIR-3MB2-23 Ewents Management + others v Jennie Munro + others
EDI-A2-19 Matt Emulation Ltd v Jon Doe
EDI-A16-19 Matt Emulation & Sonsva a
EDI-F132-13 53 33 v 33 33

0\ Clear

Search
Category Status Action
Simple Procedure Registered Submit documents
Simple Procedure Registered Submit documents
Simple Frocedure Registered Submit documents

Simple Procedure

Simple Frocedurs

Simple Procadure

Delivery of Child

Submit documents

Submit documents

Submit documents

Submit documents

Submit documents

Submit documents

Submit documents

Submit documents

Submit documents

MY CASES

If a user selects “I want to check case details or submit supporting documents in an existing case” they are brought to this
screen. Here the user can view all of the current live cases for the selected office.

There is search functionality and a status filter available to assist with locating a case quickly.

Case references which are highlighted in blue are hyperlinked, meaning that case tracker functionality is available. Case
tracker is only available for simple procedure actions at present. Any case reference numbers that appear in black mean

the case cannot be tracked, and these cases are available on the portal for document submission only.

If a claim has been rejected by a court, then the case will be listed here, displaying a status of rejected. Users can click on
the blue hyperlink reference and they will see the rejection reason(s) within the case tracker and there will be an option to
begin reviewing the rejected claim.

Users can also submit documentation for cases, including ordinary actions with the exception of initiating documents such

as Initial Writs and Notices of Intention to Defend (NIDSs).
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