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Disclaimer 

 
 
 

 

 
 

This document is the sole property of e-Committee and NIC, and is protected  

by Copyright Act. Prior permission of Chairman e-committee and Director  

General, NIC, is required to do any modifications, alterations, usage etc. of  

this document.  

References made to the rules of procedure are indicative and may not be used  

for any official or judicial reference. 
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1 Checking of the Undated Cases Report after Logging in 

Introduction: As soon as the court user logs in, the status regarding the Undated 
Cases is shown on the first screen. Any case for which the next date of hearing is 
not assigned is called an Undated Case. Either ñYou Have Total: XYZ Undated 
Casesò or ñCongratulations No Undated Cases!ò message, is flashed on the 
screen.  

ñYou Have Total: XYZ Undated Casesò ï This means that there exists a total of 
ñxyzò undated cases in the court that is currently logged in. 

ñCongratulations, No Undated Cases!ò ï This means that there are no undated 
cases in the court that is currently logged in. 

Click on the ñUndated casesò link, to generate a list of such undated cases. 

The list of cases which are transferred to the court that is currently logged in, in last 
15 days is also displayed. 

 
Note: In order that correct information is displayed through the e-court India 

portal and on the website, it is important that the cases are updated on a daily 
basis. The Undated Cases alert is very useful as it helps in notifying the status 
of the case.  
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2 Fees  
 

Introduction: hen the Plaint is presented at the Filing Counter along with the 
necessary Court Fee, this option is used for entering the value of the Court Fee, 
affixed with the Plaint. 

Not only can the Court Fee, various types of Fees as Process Fee, Search Fee 
and Other Types of Fee can be added through this option. 

Type of the matter:  User has to select status of the Case as Case No (If the 
matter is registered), Filing No. (If the matter is not Registered) or Caveat (If the 
matter is a Caveat). 

Entering the Number: The Case No or Filing No. or Caveat No is accordingly 
entered. 

Select Petitioner/Respondent: The party paying the Court Fee is to be selected. 

Other Name: If the fees is paid by the party other than the plaintiff or respondent, 
the name of that other party is entered here. 

Amount: The amount of Court Fee is to be entered. 

Fees Type: The type of fees, whether it is Court Fee, Process Fee, Search Fee or 
any other fee is to be selected. 

Mode of Payment: Fees may be paid in cash, Stamps, DD, Cheque, Challan or 
as per the rules of the respective state. Accordingly mode of payment by which 
the fees is being paid is to be selected. 

Add: On clicking add, the fees paid is added in the grid as shown on the screen. 
Multiple type of fee entries may be made by the same party at the same instance 
and all those can be added using this option. 

Finish: On clicking the button, Court Fee is saved in the software and Court Fee 
Receipt is generated. 
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2.1.1 Receipt Fee (Add) 
 

 

 

This form provides facility to add fees submitted with  the case.  

SN Field Data to be Entered 

1 Case No. Select this radio button if you want to 
add/modify the Fees Case no/Year wise. 

2 Filing No. Select this radio button if you want to 
add/modify the Fees F.R. No./Year wise. 

3 Caveat No. Select this radio button if you want to 
add/modify the Fees Caveat No./Year wise. 

4 Civil Select this radio button if the case is Civil. 
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5 Criminal Select this radio button if the case is 
Criminal. 

6 Case No. Enter the Case No., Filing No. or Caveat 
No. according to the radio buttons Case 
No., Filing No. or Caveat No.(Mentioned in 
SN 1,2,3 of this table) respectively. 

7 Year Enter valid Year and Press Go button 

8 Select 
Petitioner/Respondent 
Name 

Petitioner/Respondent of the case will be 
displayed in this select box. Select 
Petitioner/Respondent Name for whom fees 
is to be added 

9 Other Name If other than petitioner/Respondent name, 
then enter name here 

10 Amount Enter the Fees Amount. 

11 Fees Type Select the Type of Fees For eg. Court 
Fee, Process Fee etc. from the list box  

12 Mode of Payment Select the appropriate mode of payment 
like Cash/Stamp/D.D/Cheque/Challan 

13 Bank Details  In case D.D or Cheque is selected as 
mode of payment then the Bank Details 
need to be entered. 
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14 D.D. No./Cheque 
No. 

Enter D.D. No. or Cheque No. according 
to the mode of payment selected. 

15 D.D. date/Cheque 
date 

Enter D.D .date or Cheque date according 
to the mode of payment selected. 

16 Add The Add button provides provision to add 
more than one fees record for the same 
case. 

17 Finish Once the addition process is complete 
click on the finish button to save the 
changes 

18 Reset The Reset button will Reset the changes 
made 

On entering the information, and clicking finish, the data is saved and the receipt 
number is generated. The receipt is generated in following format and may be 
printed. 
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2.1.2 Receipt Fee (Modify) 

This form provides the facility to modify the fees entry already added in the 
software. 

 

1. The Receipt Number to be modified is entered. 
2. The existing information is displayed on the screen. 
3. Select the Fee entry to be modified from the grid, the data will 

be fetched and edited. 
4. On clicking ñUpdateò the edited fee entry will be updated in the 

grid. 
5. On clicking ñFinishò the updated entries will be saved. 
6. The option ñCancel Receiptò is used to cancel the receipt. Once 

the receipt is cancelled, the entries of that receipt will not be 
further accounted. 
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2.2 Receipt Fee (Query) 

 This option helps to query details of fees in the case. On giving the case 
number or Filing number or Caveat Number, the party wise fees paid is 
displayed. The total fee paid in the case and party wise subtotal assists the 
court in further calculating the bill of costs. 
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2.3 Acknowledgement Re-Print  

 This feature provides the facility to re-generate and re-print the 
acknowledgement. Once the data is entered, Acknowledgement is generated 
in the format as mentioned above. The receipt number for which the 
acknowledgement is to be generated is to be given. 

 

 

 

 

 

 

 

 

 

 



 
 

Court, Plead Guilty, Legacy (Backlog-Entry) Manual Page 16 
 

3 Case Proceedings 
  
3.1 Select Date 
 
 

One has to select the date to view the cases for which the proceedings will be 
held. The list of cases will be accordingly displayed in the subsequent options. 
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3.2 Case at a Glance 

Introduction: It lists the cases as shown on the daily board. It also provides a 
hyperlink to view the entire history of the case, if required. In case the court 
directs, certain cases to be registered with objections, then such cases are 
marked with an ñ*ò symbol. It serves as a reminder to the court that the 
objections in these cases are yet to be complied with.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. T
h 

1. B 

 

 

 

 

1. This option displays all the cases listed today in the court. 
2. Click on the Civil or Criminal radio button according to the type 

of cases that needs to be viewed.. 
3. In case the court directs, certain cases to be registered with 

objections, then such cases are marked with an ñ*ò symbol. 

One can get the entire Case History of the Case, by clicking on the 
hyperlink provided. 
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3.3 Framing of Issue 
 

Introduction: Framing of the issues in a case is done through this option. The 
issues can be selected through the select box provided.  

 
 
 
 

 
 

 
 
 
 

 
 
 
 
 
 
 
 
 
 

 




















































































































































































































































