EUROPEAN COMMISSION

* Kk

* %
*

*
gk

DIRECTORATEGENERAL FOR JUSTICE AND CONSUMERS

REFERENCE | MPLEMENTATI ON
Ser vi Doeec wnmenfTa Biahlevi dence

User Manu al

Commission européenne/Europese Commissie, 1049 Bruxelles/Brussel, BELGIQUE/BEL&IE32 22991111



Version:25

REFERENCE IMPLEMENTATION
Service of Documents & Taking of Evidence
User Manual

Date202511-03

Document Control Information

Document Title

REFERENCE IMPLEMENTATION
Service of Documents & Taking of Evidence
User Manual

Project Title:

Service of Documents & Taking of Evidence

DocumentAuthors:

Maciej Cichocki, Magdalena Wolanowsk&ara
Chilecka

Project Owner:

Daniele Bruni

Project Manager:

Tomasz Swarzynski

Approved by:

Daniele Bruni

Doc. Version: 25
Sensitivity: Commission use
Date: 202511-03

Document History

Tablel:

Document Control Information

26/04/2024 1.0 All Wolanowska | Creation
Magdalena
20/06/2024] 1.01 24, All Cichocki 2.4: Updated introduction text.
Maciej, All:  Naming  o©nvention
Chilecka Sara| (Reference Implementation).
17/09/2024| 1.02 All Piotr Goljan | Converted to Eurolook format
24/09/2024 1.03 2.3 Sara Chileckal User  roles: copy cas
Piotr Goljan | functionality update
13/12/2024| 2.0 All Sara Chileckal New chapters: Statistics,
Maciej SODX, TOEX,Optional
Cichocki signaturesAccess restrictions
for Assigner eTranslatios,
subf or ms 6 wor kf
Updated screenshoBswvitching
authority.

Page2/ 277



Version:25

REFERENCE IMPLEMENTATION
Service of Documents & Taking of Evidence

User Manual

Date202511-03

Table of Contents

28/02/2025 2.1 10.16.1.4 | Sara Chilecka| Suggestion mechanism
description
17/04/2025 2.2 10.21, Macie] Clarification about
10.21.2 Cichocki eTranslation service added
12/06/2025| 2.3 10.21 Sara Chilecka| Elaboration of accepted
languages and translation
section
01/08/2025| 2.4 10.21, point| Sara Chilecka| Definition of changing
2. application language before a
PDF generation
03/11/2025| 2.5 Document | Maciej New Product Owner
Control Cichocki
Information; Updated information about
2.27 bodyType
updatss,
10.97 Updated information about
update recommended max file size of
theattachments
Table2: Document History

N 01 1o To [ o £ o o ISR URUPPPPPUPRRT 29
1.1. Objective of the dOCUMENL...........uuuiiiiiiiiiiiieeeie e erere e e e e e e e aeeeeeeeseean 29
I [ 011=T g T [=To AN [ =Y o Vo =PRI 30
1.3, Applicable dOCUMENIS.........coiiiiiiiii e 30
1.4, DOCUMENLS CONVENTIOMS. ... .uueiiieeiiiiiiieieeameesasitteeeeeessntteeeessamee s s snntaeeeeessanseeneeseannees 30
2. Getting StArted.........uuuuiiiiiiiiiiiie e 31
2.1.  Accessing the appliCAtIQN...........ciiiiiiiiiiii et 31
N A U 1180 12 1Y o L= 33

2.2.1.  Creating a new request (the main form).........cccccoviiiiiecc e 34

2.2.2.  Selecting an executing authority at issuing Side..........ccccoevvvieeeieeeennnnns 34

2.2.3. Receiving a case forward...............oooiiiiiiiiceee e 34
R T U L Y g 0] =SOSR 35
2.4. Electronic communication with Authority in another Member State....................... 36
3.  Common Layout and Navigation...........ccccceeeeeeeeeeivieeeiiiiee e 37
1o 700 I I 0 T g 1= = Vo L= PSP PPPPPUPRR 37

3.1.1.  Select desired language of application...........ccoooevviviccciee e, 37

Page3/ 277




Version:2.5 Service of Documents & Taking of Evidence

REFERENCE IMPLEMENTATION Date202511-03

User Manual

3.2.

3.3.

4.1.
4.2.

7.2

7.3.
7.4.
7.5.

3.1.2. User 0s.. PRI o ol 38
3.1.3.  SWItChiNG QUENOIIY.....cceiiiiiiiiiiie e iiieee e 39
3.1.4. Logout/Exit the appliCation.............ooouiiiiiiiiiice e 40
TRE TOP DAL ... 41
3.2.1. Display support information.............cevveiieeiiiiiceeiceeeeeeee e 41
3.2.2. NOLfICAtION DEIIL......uuiiiiiiiiiiiee e 42
3.2.2.1. E-mail NotifiCation..........ccccoviiviiieiiiieen e sreeee e A
The [efthand MENU.........oooi e eneeanaeeeee 46
3.3.1. Hide/unhide [eft MENLL..........uiiee e 46
3.3.2. SEAM NEW FEQUEST. ....euiiii et eeee et eree e e e e e e e e e eeeeenanas a7
3.3.3. DasShbO@rd.........ccovviiiiiiiiii e a7
3.3.4. CASES. .ttt A8
3.3.5. DOWNIOAAS ...ttt e e eenennnnes 50
SEAICH fOr @ CASE.....cie it 51
ViIEW CIOSEU CASES .. ..cii it i eiieiiteteees s s s e st eeeenss st e b e saeeeee e et e e e e e annsennneeeees 52
Clear All fIlLEIS......oe et e et e e e e enabsb b b e b e e e e e e 53
VIBW 8 CASE. .. ittt ettt e et e e et ab b e 54
Case OWNEISNIR......oouiii e 55
Service Of dOCUMENTS.......ooiiiiiiii e 56
11 0T [T 1o o 1RSSR 56
4% S S © 1V V1= PR 56
7.1.2. High Level ENd t0 ENd PrOCESS ......ccoiiiiiiiiiiie et 56
(O 1= (<3S Y0 I 56
7.2.1. Initiate a requUEeSst CreatioN.........ccc.uuurieiieiieieeee ittt e e e eeeee e eee e 56
7.2.1.1. Starting a New CaSESODA.........oooiiiii e 56
7.2.1.2. Choosing Executing AUthOrIty...........cccoiiiiiiiiieeer e 58
7.2.1.3. Starting a NeW CaSESODB...........coiiiiiiiiei e e 61
7.2.1.4. Choosing Executing AUthOrIty...........cccciiiviiiieeer e 63
7.2.1.5. Starting a New CageSODX......cooiiiiiiiiee e 65
7.2.1.6. Choosing Executing AULNOILY..........eeiiiiiiiiiiii e 66
7.2.1.7. Authority that accepts/does not accept electronic communication.......... 68
7.2.1.8. Mandatory fieldS...........oooiiiiiii e 68
7.2.1.9. Pushing a case to the next SteP........ccccciiiiiiiieeer e eeeseeeees 69
7.2.0.00. REVIEW....eeiiieeiieiit ettt emeee e e e e e e e e e e e e e nnne 70
7.2.1.11. SIGNALUIE STEPD....uueiiiieeiiitiiiiee e reee ettt e e sttt e e e s smee st e e e e s annnbb e e e e s smnnas 72
WIENATQW SODA. ... . ettt st e e smme e e et e e e e e e sbba e e e e smmme e e e nnsees 84
WIithAraw SODB.........uuiiiiiiiiiiiiei ettt e e e e e e e s st et e e e e e e e e e e e s e s s e s s ssamnneeeeaeeeeeas 85
EXECULE SOD..... e ettt eree e e e e e e e e e e e e 86
7.5.1.  Acknowledgement of Receipt SODA .......ccccoeiiiiiiiiiiieere e 86
7.5.2.  Acknowledgement of Receipt SODB.........cccccvvvieeiiiiiceeeeeeeeeeeeee e Q0
7.5.3. Provide DECISION........cciiiiiieiie et 91

Paged / 277




User Manual

7.6.

8.2.

8.3.
8.4.
8.5.

8.6.

7.5.3. 1. SODAT FOIMM Fonniii ettt e it n a1
7.5.3.2. SODAT FOMM Koottt ittt sttt et e e nnbeeeene 96
7.5.3.3. SODBT FOIM Gttt 101
7.5.4. FOrward SODA. ... ... treer e eenns e e e e e e e e e eeees 106
7.5.4.1. SODAT FOM Gu.ooriiiiiiieiieee et ettt esmee e 110
7.5.4.2. SODAT FOMM Huoooiiiiiiieit ettt eeme et 112
7.5.5. FOrward SODB.........ccooiiiiii e 114
7.5.6.  Terminate a process upon withdrawal of the request....................cccee.. 119
DeadliNeS EXECULIAN.........uueiiiei ittt ettt s bbb e e e s e e eeeree s 120
7.6.1. Deadlines execution SODAL..........cooiiiiiiiiiiieere e ese e 120
7.6.2. Deadlines execution SODB...........cccoiiiiiiiiiieane e eee e 120
7.6.3.  Viewing deadline information in the Dashboard.tah............................ 121
7.6.4.  Viewing deadline information in the Issuing Requests.tab.................... 121
7.6.5.  Viewing deadline information in the Received Requests.tab................. 122
7.6.6.  Viewing deadline information on case level via Overview.tab............... 123
7.6.7. Manual deadlines management SOD..........ccccoociiiiieeeee e, 123
Taking Of EVIOENCE.........ooooiiiiiiiiteeee e 125
1Yol ¥ ox 1o o FO PR PP 125
8.1.1. OVEBIVIBWL.....ceeeeeieee et ee e et seneeennas 125
8.1.2. High Level ENd t0 ENd PrOCESS .......coiiiiiiiiiiiie e 125
Create TOE .. ... 126
8.2.1. Initiate & reqUESE Creation.............eeiiiiiiiii e 126
8.2.1.1. Starting a NeW CaASETOEA..........coiiiiii e 126
8.2.1.2. Choosing Executing AULNOILY..........ceviiiiiiiiiii e 127
8.2.1.3. Starting a NeW CASETOEL.......ccccvvviiiieieiiii e eeeeee e 130
8.2.1.4. Choosing Executing AUthOIILY...........ooiiiiiiiiiiieeee e 132
8.2.1.5. Starting a New reqUEBITOEX .......ccoiiiiiiiieiiiiiiiieeeee e 134
8.2.1.6. Choosing Executing AUthOFILY...........ooiiiiiiiiiiieeee e 136
8.2.1.7. Mandatory fieldS...........ooviiiiiiiii e 137
8.2.1.8. Pushing a case to the next SteP.........ccocciiiiiieeer e e 139
B.2.1.9.  REBVIBW....iiiiiiiiiiiie ittt e e 139
8.2.1.10. SIGNALUIE STEP.....uueeieeeiiitiiieee e s ieee ettt e e e ettt e e e s smeee st e e e e e s s snbreeeeeeeanes 142
WItRArAW TOEA........eiie ettt e et e bt et eeeme s earee e 147
L7 o L= LY 1 SR 148
EXECULE TOE....oiiiiiiiiiiiiiie ettt ettt e e e e e e e e e e e nnn 150
8.5.1.  Acknowledgement of Receipt TOEA..........cccciiiiiiiiiieene e 150
8.5.2.  Acknowledgement of Receipt TOEL........ccccccoeiiiiiiiiceciiee e 153
8.5.3. Provide DECISIOM....cccciiiiiiiiieei it ireet ettt e e 154
8.5.3.1. TOEAT FOIMM Koo e e e e e ernne e e e e e e e e aeaane s 154
8.5.3.2. TOELT FOIM M...iiiiiiiiiiiieie ittt esmee e 159
8.5.4. FOrward TOEA ...t eee e eness et eeeeeeeeaeeas 166
8.5.5.  FOrWArd TOEL.....ccciiiiiiiiiie ittt 171
8.5.6.  Terminate a process upon withdrawal of the request....................ccce.. 175
DeadliNeS EXECULIQMN........cccreiiiiieie s rerere et sme e e erme e 175

Pages/ 277

REFERENCE IMPLEMENTATION Date202511-03
Version:2.5 Service of Documents & Taking of Evidence




REFERENCE IMPLEMENTATION Date202511-03
Version:2.5 Service of Documents & Taking of Evidence
User Manual

8.6.1. Deadlines execution TOEA............uuuiiiiiiiiiiiieeeiiitieiei et eeeeeee e 175
8.6.2. Deadlines execution TOEL............oooiiiiiiiiiieenn e ees e 175
8.6.3.  Viewing deadline information in the Dashboard.tab............................. 176
8.6.4.  Viewing deadline information in the Issuing Requests.tab.................... 176
8.6.5.  Viewing deadline information in the Received Requests.tab................. 178
8.6.6.  Viewing deadline information on case level via Overview.tab............... 178
8.6.7. Manual deadlines management TQE...........cccccvevviieeeciiiiiiiiiieeeeeeeeee, 178
9 Statistics handliNg..............uuiiiiiiii e 180
S 1 @ | 5 SRS EPRR 180
L R I -1 ] 1 11 1o PP 180
9.1.2. RECEIVEA....ceiiiiiiiiie e 180
9.1.3.  Technical Error MESSAQES . ....cuiiii i iieeeiiiie ettt eme e 181
S O | U PRPRR 181
9.2.1.  TranSMItEd.....cceiiiie e ee e 181
9.2.2. RECEIVEU....oeiieeiiieie e 181
9.2.3.  Technical Error MESSAgES. .....ccoeiiiiiiiiei e 181
9.3.  Create StatiStiCS REPOLL.....ccciiiiiiiiiieeiiiieet et r e e e e e seie e 181
10. Basic funCtionalities...........ceevveeiiueiiiiiimeeeeeeerr e 184
10.1. Communication between AUthONLIES............ueiiiii e 184
10.1.1.  View iNCOMING MESSAGE ......cuuvuieeeeaiirtiieeeemte e e e et e e e e st e e e e e e ienees 184
10.1.2. SODA: Send a request for additional information (Form E)................... 185

10.1.3. SODA: Reply to a request for additional information (Form E Reply)...190
10.1.3.1. SODA: Send a request for information on service or-semice of documents

191
10.1.3.2. SODA: Send a reply request for information on service or-swmice of
JOCUMENTS. ...ttt ettt n e s eeene s 194
10.1.4. TOEA: Send a request for additional information (Form.D)................... 197
10.1.5. TOEA: Reply to request for additional information (Form D Reply)....... 202
10.1.6. TOEA: Acknowledgement of receipt of deposit or advance (Form.E)...203
10.1.7. TOEA/TOEL: Request for information on delay (FOrm.E).................... 206
10.1.8. TOEA/TOEL: Reply to request for information on delay (Form.G)......... 209
10.1.9. TOEA: Notification concerning the request for special procedures and/or for the
use of communications technologies (Form.H).............cccoooiiiicce . 212
10.1.10. TOEA: Notification of the date, time, place of the taking of evidence and the
conditions forparticipation (FOrM L).........ooiiiiiiiiiiiiiieeiieee e 217
10.1.11. TOEA: Notification of delay (FOrm J).........ccccovvriiiiriieenreienrreereeeeeen 220

10.1.12. TOEA/TOEL: Information on technical practicalites for holding a
videoconference or using other distance communications technology (Form N)

222
10.1.13. Send other information (ISSUIULNONILY) ......cvvveeeeeiiiiiieeee e 225
10.1.14. Send other information (Executing AUthority)........cccccvvevieeeiiiieeciiniienneee. 227
10.1.15. Reply to 6Send ot heur..i.nf.or.mat.i.o022% message
10.1.16. SOD FOrm L generation..........ccceeeeiiiiiii i ccccceeee e 232
10.1.17. DOCUMENL SIGNALUIES. .....ueeieeiieieiiiiiaieeeeetieeeieee e e e e e e e e e e e e e e s s amme e e e e e aaaaaaaaa s 233

Page6/ 277



REFERENCE IMPLEMENTATION Date202511-03
Version:2.5 Service of Documents & Taking of Evidence
User Manual

10.2. TeChniCal EVIAENCE........cooiiiiiiie e eee et 234
L10.3. COPY CASE .. ciiieiieiieett ettt re et e eeees e e e e e ettt e et e e e ernr e e e e et e e e e e e e e e s 235
10.4. Download the COMPIELE CASE.....cuiiiiiiiieii e 236
10.4.1. Deleting files from DOWNLOADS..........ccooiiiiiiiiieiiee i 238
10.5. INterNal COMMENTS.....ciiiiiiiiiiieiiei e eser ettt rerer e s esn e s nre e e s snenrneeees 238
10.6. WOIKFIOW MEBNUL......iiiiiiiiiiiiie ettt et e e e e e e e e e e e e e e s s s e e aaaeaeens 240
L0.7. ClOSE CASE.....euiieiiiiieiitiie et reer ettt rme et e e st e e sn e e s n e remne s nn e e e anrr e e e e 240
10.7.1. Re0PEN ClOSEA CASE........cciiiiiiiiiiiiiieeee ittt eeeeeab bbb eeeeeeees 241
10.8. Download PDF and Prift........cccuviiiiiieeoii e rrmmme e 242
10.9. Attaching fileS 10 @ CASE......ooii ittt ee bbb e e e e e e 243
10.10. MaNatOry fIEIAS.........uviieeeiiiiie e e 243
10.11. ViruS CRECKING. .. .ueeeeiiiiiiiieei et e e e s nnnnes 244
10.12.SaAVE @ Arafl.....ccooiiiiiii e e e er b eeeeees 245
10.13. Toast Notifications: errors, warnings, and success confirmation.......................... 246
10.14. Change subject Of & draft CaSE.........uuuiiiiiiiiiiiieeeiiiiiei e 247
O T B =11 (== W o= 1 = 248
10.16. Cases and tabs CONTEML.........uviiiiieie e reres e e s eme 248
10.16.1.10VEIVIEW t8D......eiiiiiiiiiiieee e 248
10.16.1.2Change Of AUINOKILY.......ccuvviiiee it 249
10.16.1.3Selecting correct Executing AUthOFItY...........cc.uuvuiiiiiiiieeniiiiiieeeeeeeee, 250
10.16.1.4Suggestion mechanism during searching for executing authority......... 251
10.16.1.5Creating a link to anOther CASE...........uuvvriieiiiiiieeeiiiiieereeeee e 254
10.16.2. Event & Message TiMelNe. ..ot reee e 256
10.17. ASSIGNING USEIS t0 @ CASE.......ccieiiieiiiiiitieeee s e s s ee e sttt s s e eesssennrensessaeereeeeeeeen 257
10.17.1. DISPIAY FOIES....eieiiiiiiiiee e 259
10.17.2. Assign users to a draft/issued/received Case...........oocuvvveiieeaceeiiinineenn. 260
10.17.3. Assign users pepp from the Overview tah:..............oeeeeiiiiiiiieciiiiienene. 262
10.17.4. Assigns users from a different authority to a case (sharing the.case)...262
10.18. ReVOKING ACCESS 10 @ CASE......ccieiiieiiiititieeee s e e s e e s saaaaranbeeseseeesssssnnrensrssneereeeeeeeen 266
10.18.1. REVOKING BCCESS......uuuiieiieeiiiiiieiieete e e s ettt e e e s st teee e e e s e ainbr e e e e e e nnees 267
10.18.2. Revoking access to the case from the Overview.tab..................c..oeeeeee. 269
10.19. Access restriCtions fOr ASSIGNET.......cooi i 270
02 0 TR I = U 1] - = RSP 272
10.21. Language used for COMMUNICALION........uuiiiiiiiieeii e e e e 272
10.21.1. HUM@AN tranSIation...............uueeiiiiiiiieeceiiiiieeeeeeee e 273
10.21.2. €TraNSIALION.....coiiiee ittt e e 273
10.21.2.1Requesting for eTranslation..............ccoocuiiiiimmen e 274
11. Reference ImplementationSUPPOIt..........ccovvviiiiiiiiiiiiicce e 277

Pager / 277




Version:25

REFERENCE IMPLEMENTATION Date202511-03
Service of Documents & Taking of Evidence
User Manual

Table of Figures

Figure 1.

Home Page of the Reference Implementation without having roles assigned to

TN USEE .. 29
Figure 2: Keycloak authentiCation SCreEN.............ccoiiririmemieeeeee e eeeeaees 32
Figure 3: Select AUtNOIItY SCrEEN.........coiiiiiiiiii e 33
Figure 4: USer roleB MatliX........oouiiiiiiiiiiiitirees st eeesssee e e e e e eeeeas 35

Figure 5:

A visual representation of an authority that is unable to receive electronic

communication via theference Implementation..............cccceeeeiieeeere e evieiiiie e, 36
Figure 6: Common Layout and NavigatiQn..............cccoeeeeiiieemeeieiiiinee e eeeen 37
Figure 7: Language SWItCh ICONM...........oooiiiiiiii e 37
Figure 8: SeleCt laNQUAGE ........cooieiiiii e eeee e eeeee e 38
Figure 9: USer's Profile....... oo eeeee e 39
Figure 10: USer detailS........cooviuiiiii et eeme e e et e s aenee s 39
Figure 11: Switch authority SEleCtiON................uuiiiiiiee e 39
Figure 12: SeleCt AUtNOILY SCIEEN..........uvuiiiiie et rerer e 40
Figure 13: Logout/Exit the appliCation.............cooeeiiiiiiieeeie e 40
Figure 14: Support information..............cccoeeeeeivieeeiiiiee e AL
Figure 15: CoNtacCt SUPPQLL...........ovvururiiiis it e e e e e e emnmaa e s e e e e e eaaaaeeees 42
Figure 16: Notification Dell.............ooviinei e 42
Figure 17: NOUfICAtIONS........ccce e e e e e e 43
Figure 18: NOtificatioNs SEHINGS.......cooviiiiiiiieeeeme e 44
Figure 19: Adding emnail address in KeycloakK..............ooouviiiiiiiccriiiieceee 45
Figure 20: Hide/unhide [eft MEeNU...........coooiiiiiiiiiceee e 46
Figure 21: Hide Ieft MENU.........oooiii et e e e e e e eeaad 47

Page8/ 277




REFERENCE IMPLEMENTATION Date202511-03
Version:2.5 Service of Documents & Taking of Evidence

User Manual
Figure 22: Us.e.r.0.s...d.as.h.b.oa.r.d...................... 48
FIgure 23: ISSUBA FEQUESES.......uuii i ceeer e e e e e e e enaaaaad 48
Figure 24: DeadlineS tah...........oii i 49
Figure 25: RECEIVEA rEQUESIS.......ccoiiieiiiiie e eeeee et eeees e e e eeeeanes 49
FIQUIE 26: Draft CaSES......ccvuuiiiiieiiiitiiis et e et e e e e e et e e e e e essmmmeees 50
Figure 27: SearCh for @ CaSe.........oouvuiiii i 51
Figure 28: 6Se.adtr.c.h. . . fil.t.er.sd..but.t.o.n..51
Figure 29: Searchriteria fields...........cooiiiiiiiiii e e 52
Figure 30: Searching for CloSed CasSes..........covvvviiiiiieeer e ereer e 52
Figure 31: Applying filters to search for closed cases..............ccoevvviiciieieieeeeennnn, 53
Figure 32: O6CI eaur..al.l.. f..l.t.er.sd..but. t.B5n
Figure 33: Viewing case detallS.........coooviiiiiiiiii e e 54
Figure 34: Viewing case details: Overview.tal.............ccoooiiiiieeciiii i 54

Figure 35: SoD6 St art new .r.e.g.ue.s.t.O..bu.t.t.o.n...57
Figure 36: SoD Selecting the request type and entering the request subject......57
Figure 37: SOD FOImM A SECHONS........ooiiiieeeiieiemme e e 58
Figure 38: SoD Form A section 2. RECEIVING AGENCY.............vvvvviiiiimmeeennnns 58
Figure 39: SoD Form A: Selecting an Executing Autharity..............ccooeeeiieeeeeennn. 59

Figure 40:SoD Form A: Searching for a receiving agency: business parameters59
Figure 41: SoD Form A: Searching for a receiving agénegarch results................
Figure 42: SoD Form A section 2. RECEIVING AGENCY autocompletion.......... 61
Figure 43: SoD Form A: Executing authority name displayed in the Overview.tab1
Figure 44: SoD 6 St ar t

new .r.e.g.ue.s.t.o..but.t.o.n...61l

Paged/ 277



REFERENCE IMPLEMENTATION Date202511-03
Version:2.5 Service of Documents & Taking of Evidence
User Manual

Figure 45: SoD Selecting the request type and entering the request subject......62
Figure 46: SOD FOrm B SECHONS..........uiiiiiiiiiiii e 62
Figure 47: SoD Form B section 2. REQUESTED AUTHORITY..........ccooeeevvivvinee. 63
Figure 48: SoD Form B: Selecting an Executing Autharity............ccoooevvivimemennnnnn! 63

Figure 49: SoD Form B: Searching for a requested authority (business parameté4s)

Figure 50: SoD Form B: Searching for a requested authiosgarch results............. 65
Figure 51: New request CreatiQil..........ccovuuruiiieieeeeeeeeeiiii e eeeeais e ereen e e s e eenann e e e 65
Figure 52: Create New SODX reqUESL........cccovviiiiiiiiiceeeie et veeen e aenn ) 65
Figure 53: SODX draft reqUEST..........cuuiiiiiieii e e 66
Figure 54: SODX selecting executing Stale.............evieiiiiieemeeieiiiin e eeee 66
Figure 55: SODX searching for axecuting authority.............cccccceeiiiiiieeee i, 67
Figure 56: A visual representation of an authority that is unable to receive electronic
communication via th&eference Implementation............ccccceviiiiieeeiiiiiiiieeeeee, 68
Figure 57: SoD Form B validation...............ooooiiiimmm e 69
Figure 58: SoD Form B mandatory fieldsS.............ooviiiieeniiiie 69
Figure 59: SOD FOrm A Send tO reVIEM.........cccuuuiiiiiiiimeeeiiiiiieieeeee e e e eeereeeeees 70
Figure 60: SOD FOrm A: ACCEPLING MEVIEW........uveeiiiiiiiiiiieieeeeeeeeee e e emeeas 71

Figure 61: SoD Form A:..d4.PRos..t..vel.y..7leviewed

Figure 62: SoOForm A preparation for SIQNature.............cooeeeiiiiiiiccceee e 12
Figure 63: SOD FOIrmM A SIgNING.....coiiiiiiiaeeaaeie e e 73
Figure 64: SOD Form A download............oooiiiiiiiiee e 73
Figure 65: Opening SoD Form A in a PDF farm............ccccciiiiimmmn e 74
Figure 66: Signing SoD..For.m..A.i.n..a.PIDF: 06To

Pagel0/ 277



Version:25

REFERENCE IMPLEMENTATION Date202511-03
Service of Documents & Taking of Evidence
User Manual

Figure 68

Figure 69

Figure 67: Signing SoD For.m..A..l.n..a.PBDF:
: Signing SoD Form A in a PDF: Digital signature instructions.............. 75
: Signing SoD Form A in a PDF: Choosing appropriate.area................ 16
: Signing SoD Form A in a PDF: Selecting Digital.lD.....................oueee. 76

Figure 70

Figure 71: Signing SoD For m..A..i.n..a..PDF:

Figure 72

Figure 75
Figure 76
Figure 77
Figure 78
Figure 79
Figure 80
Figure 81
Figure 82
Figure 83

Figure 85

Figure 87
Figure 88

Figure 89

: Signing SoD Form A in a PDF: Choosing a location to save the signed document
............................................................................................................... 77
: Signing SoD Form A in a PDF: Entering your PIN number.................718
: Uploading Signed SoD FOrmMLA ... 78
: Browsing for @ signed PDE..........uuiiiiiiiiiiiieeiiiieeeeeeee e 79
: SUbMItEiNG SOD FOrMLA. ... e 79
: Error message during the wrong PDF upload................ccovieeviivinnnnee. 80
: SeNdiNg SOD FOMMUA. .. .uuiiiiiiiiiie e 81
: Sending SoD Form A: Confirmation message.............coocecieeeneenenene 81
: SODA Workflow State: ISSUED (OP&IN)........uuuuiiimiiiiiiiieeeiiiiiieeeeeeeeed 82
: SODBNorkflow State: ISSUED (OPEM)........uuurirririeiiiiiiieeeieieeeeeeeeeaeeesd 83
: SODA Workflow State: CLOSED............ooooiiiiiieee e 83
Figure 84: SODB Workflow State: CLOSED............cccccooviiimemiiieeeees 83
D WIRAraw SODAL ... .. eeer e e e e e e e e eeaeas 84
: Steps to withdraw SODA CASE........coooeiiiiiiiiiiiee e 84
SODA: Send Withdrawal confirmation................cevviiiieemiiiiiiieiiiiieeeeenn. 85
D WIthAraw SODB.........cociiiiiiiiii i ieee e eeere e e e e e e e e e 85
: Steps to withdraw SODB CASE.........ccooviiiiiiiiiicme e 86

Pagell/ 277

Sel



Version:25

REFERENCE IMPLEMENTATION Date202511-03
Service of Documents & Taking of Evidence
User Manual

Figure 90:
Figure 91:
Figure 92:
Figure 93:
Figure 94:
Figure 95:
Figure 96:
Figure 97:
Figure 98:
Figure 99:

Figure 100

Figure 101:
Figure 102:
Figure 103:
Figure 104:
Figure 105:
Figure 106:
Figure 107:
Figure 108:
Figure 109:
Figure 110:
Figure 111:

Figure 112:

SODB: Send Withdrawal confirmation.............cccoocvivieeeiiieeeniiieeeenn 86
Creating SoD Form D: Acknowledgement of receipt..............cceevvueee. 87
SoD Form D draft version displayed.............ccoovviiiiceeiiiiieecceiiee e 87
SoD Form D: Acknowledgement of recéigend button......................... 88
Sending SOD FOrMD.......oiiiii e 88
Signature SOD FOrmM.D..........uiiiiiiiiic e 89
Signed SoD Form D uploaded...........ccooovviiiiiieeeni e 89
SOD FOrmM D: SENG.....cuiiiiiiiiiiiiiiiee e 90
SOD FOIrm D: CaASE SEML.......uuuiiiiiiiii e 90
SoD Form Bchecking delivery status..........coooovvviiiiiiicceeieeeccciiiee e 91
- SODA: Create FOrM.E..........coooiiiiiiiiiiee e 92

SODA: Form F draft Versian............ccccuvveeirimmmeiiiiiiiiiieieeeeeeee e 92
SoD Form F: send to review OpLiQn..........ccoooevieiviiiccciiee e eeeeeiiie e e eeenns Q3
SoD Form F: accept review Option...........ooeevvvivviiemmeeeeeeeeeeeeiviin, 93
SoD Form F: preparation for Signature..........cccceeeeei v ieccevvvniiiiieee e 94
Signing SOD FOrMLE.......oooiieeee e 94
SoD Form F: upload document............ccooeeeiiiieeeiiiii e 95
Signature SOD FOIMLE.......ooooiiiiic e 95
SoD Form F confirmation PAP ...........cvvvviiiiiiiiie e 96
SODA: Workflow dropdown listCreate Form K.............ooovvvvviiivvieeen.. 97
SODA: Form K draft VEISION. ........cccuuviiiieeiiiicemiiiiie e emmee e 97
S0oD FOrm K: SeNnd t0 rEVIEW.........cuuvreiiieiiiiiceeiiiiee e 98

SoD Form K: aCCePt FEVIEM.........ceeveevviviiiiemme e e e eeeeeeeveee e ernnnnes 98

Pagel2/ 277




Version:25

REFERENCE IMPLEMENTATION Date202511-03
Service of Documents & Taking of Evidence
User Manual

Figure 113:
Figure 114:
Figure 115:
Figure 116:
Figure 117:
Figure 118:
Figure 119:
Figure 120:
Figure 121:
Figure 122:
Figure 123:
Figure 124:
Figure 125:
Figure 126:
Figure 127:
Figure 128:
Figure 129:
Figure 130:
Figure 131:

Figure 132:

SoD Form K: preparation for signatute..............cc.oovvveemeeeeeeeeeeeeninnnn, 99
SIgNINg SOD FOrM K. ..o 99
SoD Form Kuploading document...........ccoooovvviiiiiiecciiii e 100
SoD Form K document with signature...........coooovvviiiiccciiin e, 100
SoD Form K: document upload confirmation-ppp...........cccceeeeeeeenens 101
SOD FOrm K: SENAING......iiiiiiiiiiiii e eeeieeee e eeeee e 101
SODB: Workflow dropdown listCreate Form C............cccocevveevvvvieee 102
SODB: Form C draft VEIrSIiON..............uueeeiiiiiieesiiiiiiiiiiieeeeee e 102
SoD Form C: Ssend {0 reVIEW.........ccovviiiiieeee e 103
SOD FOrm C: aCCePL FEVIEW. ....uiiiieiiiii e e eieeee et seeeee e 103
SoD Form C: preparation for Signature.............ceeveeeviieemeeeevinineeeenenns 104
SIgNINg SOD FOrM.C... oo 104
SoD Form C: uploading doCument.............coovvvviieeeiiieeeeeeeiiieeeeeeeens 105
Signature SOD FOrmM.C.....ooooiiieiiii e e 105
SoD Form C: document upload confirmation.................cccvveeeeeenn.n. 106
SOD FOrm C SENAING .......coveiiieiiiieiiiemme e 106
SODA: Workflow dropdown listForward + Create Form G.............. 107
SODA: Forward + Create Form G ppwindow...............ccevvvvviirvines 107
SODA forward: Searching for an appropriate receiving agency......108

SODA forward: Searching for an appropriate receiving agesgarch results

Figure 133: SODA: Forward + Create Form G pgpwindow and filled in data of the
appropriate reCeIVING AQEMNCY.........cuuuuuuruuree i immrereererrrna e e e e e ememranaaa s e aeaeaaaaees 110

Figure 134:

SODA: FOrM G draft......coeeeee e 110

Pagel3/ 277




REFERENCE IMPLEMENTATION Date202511-03
Version:2.5 Service of Documents & Taking of Evidence
User Manual

Figure 135: SoD Form G: upload dOCUMENL............uuueiiiii i 111
Figure 136: SoD Form G: upload signed document..............c.coovvieemeveiiniiieeeeennnns 111
Figure 137: SoD Form H creatiQn.............oiiiiiiiiiecceees e emme e 112
Figure 138: SoD Form H: draft form.............ooiiiiiiiiceee e 112
Figure 139: SoD Form Hipload doCUMENL............oiviiiiiiiiiiieciie e 113
Figure 140: SoD Form H: download, sign and upload a document.................... 113
Figure 141: SoD Form H confirmation BOIP...........ccooeeevviiiiiiiiiieeen e, 114
Figure 142: SoD Form H Sending........ccouvuiiiiiiiiiecceis e emme e 114
Figure 143: SODB: Workflow dropdown listForward + Create Notice of retransmission
............................................................................................................................ 115
Figure 144: SODB: Forward + Create Notice of retransmissiorupogindow......... 115

Figure 145: SODB forward: Searching for an appropriate requested autharity...116

Figure 146: SODB forward: Searching for an appropriate requested auth@egrch
11T U €3OS 117

Figure 147: SODB: Forward + Create Notice of retransmissiorupopindow and filled

in data of the appropriate requested authQrity................eeeiiiieemiiiiiiiiiiiiieeeeeeeenn 118
Figure 148: SODB: Notice Of retranSmIiSSIOIN...........uuuuuirieeriieeeirrrieereeeeeeeeeeeeaeens 118
Figure 149: SODB: Sending Notice of retranSmiSSION.............oovviiiiiiceeeeeeeeeeenns 119
Figure 150: SODA Create withdrawal acknowledgement.............cccccoevveaennnnnnnn. 119
Figure 151: SODA complete and send withdrawal acknowledgement.............. 120
Figure 152: Viewing deadline information in the Dashboard.tab....................... 121
Figure 153: Viewing deadline information in the Issuing Requests.tab.............. 121
Figure 154: Deadline information in thesuing Requests tab...........cccccceeviiiieeeen. 122

Figure 155 Viewing deadline information on case level in the Overview.tab......123

Pagel4/ 277




Version:25

REFERENCE IMPLEMENTATION
Service of Documents & Taking of Evidence
User Manual

Date202511-03

Figure 156:

Figure 157:

Figure

Figure 159:
Figure 160:
Figure 161:
Figure 162:
Figure 163:

Figure 164:

Figure

Figure 166:
Figure 167:
Figure 168:
Figure 169:

Figure 170:

Figure 171:

criteria
Figure 172:
Figure 173:
Figure 174:
Figure 175:
Figure 176:

Figure 177:

Manage deadliNesS.........ccooeeieiiiiiiiieeee e 123
manual deadlines management............cccccoveiieeer i
158:
ToE: Selecting the request type and entering the request.subject.126
TOE FOrmM A SECHONS........iiiiiiiiiiiie e ieee e 127
ToE Form A section 3. REQUESTED COURT.........cccoeeeiviiiieeme, 128
ToE Form A: Selecting an Executing Autharity.................coovvvieeennn. 128
ToE Form A: Searching for a requested COUIL..............coovvvieemeennnnnn. 129
ToE Form A: Searching for a requested dosetarch results............... 130
165:
TOEL: Selecting the request type and entering the request subjecii31
TOE FOrm L SECHONS......cooiiiiiiiiieeee e 131
ToE Form L section 4. Central Body/ Competent Authority............. 132
ToE Form L: Selecting an Executing Authority..............cceeevvvieeeenn. 132
ToE Form L: Searching for a Central Body/ Competent Authority...133

ToE Form L: Searching for a Central Body/ Competent Authoggarch

.......................................................................................................... 134
'Start new request’ DUON............oooiiiiiiiii e 134
Create NEW TOEX rEQUEST........uueiiiiee e eeee e 135
TOEX draft FEQUEST.......uuiiiiiiiiiii ittt 135
TOEX selecting executing State...............ueeeiieieeeiiiiiiiiiiiieeieeeeeeeeee e 136
TOEX: selecting executing authority...........ccccuvvvviiimmmnniiiiiieeeee 136
TOEX searching for executing authority..............cooeeiiicce e 137

Pagel5/ 277

60St ar.t...new..r.e.qg.u.e.s.t.b..b.utlP6o n

60St ar.t...new..r.e.qg.u.es.t.a..b.utl80o n



REFERENCE IMPLEMENTATION Date202511-03
Version:2.5 Service of Documents & Taking of Evidence
User Manual

Figure 178: TOE Form L validation..............cccoeiiiiiiieeeiei e eeeeeeeeeeeeee e 138
Figure 179: ToE Form L mandatory fields..........cccviiiiiiiiceen e 138
Figure 180: TOE FOrm L SeNd tO reVIEW........ccovviiiiiiieieiieeee et eeeee e 139
Figure 181: TOE Form L: aCCepting reVIEW........cceevieiririeeeieeee e eeeeiie e e e e 140

Figure 182: ToE Form L....6Ras..t..v.el.yl4d0r evi ewe

Figure 183: ToE Form L: preparation for signature............ccooeeevivieemeiieiiiieeeeennnns 142
Figure 184: Signing TOE FOrM.L.......coouuiiiiiiiii e 143
Figure 185: ToE Form L download and upload signed document...................... 143
Figure 186: Sending TOE FOrM.L........coooiiiiiiiiieecen e 144
Figure 187: Sending ToE Form L: Confirmation message...........cccceeveeeveeereeennnns 144
Figure 188: TOEA Workflow State: ISSUED (Open)..........cccoveeeiveivimmmeriiinieeenenns 145
Figure 189: TOEL Workflow State: ISSUED (Open)............covieeiiviiicmmeiiiineeeeeenns 146
Figure 190: TOEA Workflow State: CLOSED............c.ocooiiiiiiiiccciiii i 146
Figure 191: TOEL Workflow State: CLOSED................ovvvviiiicreeeeeecee e 146
Figure 192: Withdraw TOEA. .........oeceiee e eeeer e e e e e e e e eees 147
Figure 193: Steps to withdraw a TOEA requesSL..........ccoovvviiiiieeeiieee e, 147
Figure 194 TOEA: Send Withdrawal confirmation..................cccccviceeevieeeveviininnnnns 148
Figure 195: Withdraw TOEL...........uuuiiiiiiii e eeeer e 148
Figure 196: Steps to withdraw a TOEL request............ccoovvviviieeeiieie e, 149
Figure 197: TOEL: Send Withdrawal confirmation.................cccvceevveevveviininnnns 149
Figure 198: TOEA: Creating Form B: Acknowledgement of receipt................... 150
Figure 199: TOEA: Form B draft version displayed............cooovvvvimmmeeeeeieeeeiinnnn, 151
Figure 200: TOEA: Form B: Acknowledgement of recéigend button.................. 151

Pagel6/ 277



Version:25

REFERENCE IMPLEMENTATION Date202511-03
Service of Documents & Taking of Evidence
User Manual

Figure 201:
Figure 202:
Figure 203:
Figure 204:
Figure 205:
Figure 206:
Figure 207:
Figure 208:
Figure 209:
Figure 210:
Figure 211:
Figure 212:
Figure 213:
Figure 214:
Figure 215:
Figure 216:
Figure 217:
Figure 218:
Figure 219:
Figure 220:
Figure 221:
Figure 222:

Figure 223:

TOEA: Sending FOrM.B.......ccoooiiiiiiiieeei e 152
TOEA Signature FOrM.B.........oooiiiii e eeme e 152
Signed document of TOE Form B uploaded..............cccovvicinnnnn. 153
TOEA FOImM B: SENM......ccciiiiiiiiee e ieeer et 153
TOEL Form details view and delivery status..............ccccceeeveceeeeennn. 154
TOEA: Workflow dropdown ligtCreate Form K............ccovvviiiiiiiinieee 155
TOEA: Form K draft form..........cooooiiiiiiiiie e 155
TOEA Form K: send t0 reVIEW.........coovviiiiiieeee e 156
TOEA: FOrm K aCCePL rEVIEW. .......ccuvviiieeieeiiiicmmeeiiee e e eeeiiie e e e e esnees 156
TOE Form Kpreparation for signature...........ccoeeeeveevvviceiiieeeeeeninnnn, 157
TOEA: Sighature FOrmM.K......coooiiiiiiiii e eeeee e 157
ToE Form K uploading document.............ccoooeeiiiieemeiiiiii e 158
ToE Form K: upload signed document..............ccoouvvvceciiiineeeeeeennnnnn. 158
ToE Form K: confirmation p@p...........covvvvevvviiviiiiimmreeeeeeeeeeinieeeen 159
TOE FOrm K SENAING......ccooviiiiiiiiiicmmr e e 159
TOEL: Workflow dropdown li§tCreate Form M...........cccceeeiiiieeeeinen, 160
TOE Form M draft fOrm..........coooiiiiiiiiie e 160
TOEL Form M: send DUttQn...........cccoiiiiiiiiieeeieeeeeeiieeee e 161
TOEL: FOrm M aCCEPL rEVIEW.......cceevvveirviiiiiccmeeeeeeetvee e e e e e e e 161
ToE Form M: preparation for signature.............ccoceeeevieeevvvvvnnnneneennn. 162
Signing TOE FOrM M.....uuiiiiiiii e eeeeene e, 162
ToE Form M: upload document.........cccooeeeeiiiiieeeiiie e 163

Signature TOE FOrm.M..........oooiiiiieee e 163

Pagel7/ 277




REFERENCE IMPLEMENTATION Date202511-03
Version:2.5 Service of Documents & Taking of Evidence
User Manual

Figure 224: ToE Form M confirmation pQ..........ccceeeeeeeeiiiiiiiieeene e, 164
Figure 225: TOE FOrm M SENAING........ccovviiiiiiiiiiecmeeiis et nmme e 164
Figure 226: TOE Form M section 6 completed.............ooiiiiiiieeen i, 165
Figure 227: ToE Form M automatic forward and 'Notification of forward............ 165
Figure 228: TOEA: Workflow dropdown listForward + Create Form.C............... 166
Figure 229: TOEA: Forward + Create Form C agpwindow...........cccccevvvvviineeeienn. 166
Figure 230: TOEA forward: Searching for an appropriate requested.coutt........ 167
Figure 231: TOEA forward: Searching for an appropriate requestedicsearch results
............................................................................................................................ 168
Figure 232: TOEA: Forward + Create Form C pgpwindow and filled in data of the
appropriate reqUESEd COULL.........cciiiiiiiiiis e ceeee e errer e e e e e ennes 168
Figure 233: TOEA: FOIM C.ovveiiieiiies e eeeemr ettt enme st e e eaaaaas 169
Figure 234: TOEA: Sending FOrM.C.. ... eeee e eeeee e 169
Figure 235: TOEA: Signature FOrM.C.......ccoiiiiiiii e eeeeeena e 170
Figure 236: TOE Form C confirmation POID..............covvvviveiiiiiimre e 170
Figure 237: TOEL: Workflow dropdown ligt Forward + Create Notification of forward
............................................................................................................................ 171
Figure 238: TOEL: Forward + Create Notification of forward fgpwindow........... 171
Figure 239: TOEL forward: Searching for an appropriate executing authority....172

Figure 240: TOEL forward: Searching for an appropriate executing autliosgarch
11T U €3OS 173

Figure 241: TOEL: Forward + Create Notification of forwardqugpwindow and filled in

data of the appropriate executing authQrity...........cooeveiiiiiiirci e 174
Figure 242: TOEL: Notification of forward..............ccoiiiiiieemiiinieeee e 174
Figure 243: TOEL: Sending Notification of forward................ccooooiiimn s 175
Figure 244: Viewing deadline information in the Dashboard.tab....................... 176

Pagel8/ 277




REFERENCE IMPLEMENTATION Date202511-03
Version:2.5 Service of Documents & Taking of Evidence
User Manual

Figure 245: Viewing deadline information in the Issuing Requests.tab.............. 176
Figure 246: Deadline information in the Issuing Requests.tab...............ccc.ccccc... 177
Figure 247: Viewing deadline information on case level via Overview.tab......... 178
Figure 248: Manage deadliNes..............coii it eeeeme e 179
Figure 249: Manual deadlines management..............ccoovevieeereeieeiiien e 179
Figure 250: Selecting Report and Time Frame............ccccoiiiiiieeen i, 182
Figure 251: Confirmation of the report generation................covvvvicieeeeeeeennnnn, 182
Figure 252: DOWNI0oads SECHQAN..........cccuuuiiie i iiieeee e eeeeene e e e e eans 183
Figure 253: SoD A: Overview tah.........cooiiiiiiiii e 184
Figure 254: SoD A: Attachments on the Overview.tah................coovvieeeeiiiienne, 185
Figure 255: SODA: Creating Form E: Request for additional information or documents for
the ServiCe Of dOCUMENTS.......uuuiiiiiiiiiiiii ettt 186
Figure 256: SODA: Form E draft version displayed..........cccccccoiiiimeniiniinnnnnnn. 186
Figure 257: SODA: Form E: Request for additional information or documents for the
service of documents SENAING tO FEVIEW.........uuuuiiiei i e e aeeee 187
Figure 258: SOD FOr E: aCCEPL FEVIEW.....uuuuiiiii e e ee e eeeeeice e e eeaenne e 187
Figure 259: SoD Form E: preparation for signature...............ccccvceevveeeeevvnnnnnnnns 188
Figure 260: Signing SOD FOrMLE...........ccoiiiiiiiieeee e 188
Figure 261: SoD Form Eipload document..............ovvvueiiiiiiiccciiceee e 189
Figure 262: SoD Signature FOrmM.E............oooiiiiiiie e 189
Figure 263 SODA: Signed document of Form E uploaded...............cccoiveeernnnnens 190
Figure 264: SODA: Reply to request for
............................................................................................................................ 190
Figure 265: SODA: Steps to reply to a request for additional informatian.......... 191

Pagel9/ 277




Version:25

REFERENCE IMPLEMENTATION Date202511-03
Service of Documents & Taking of Evidence
User Manual

Figure 266:
Figure 267:
Figure 268:
Figure 269:
Figure 270:
Figure 271.:
Figure 272:
Figure 273:
Figure 274:
Figure 275:
Figure 276:

Figure 277:
evidence....

Figure 278:

Figure 279:

Figure 280:
Figure 281:
Figure 282:
Figure 283:
Figure 284:

Figure 285:

SODA: Send reply to a request for additional informatian.............. 191
SoD create FOrMLL. ..o 192
SoD Form I draft form...........ccoooiiieee e 192
SoD Form I document upload...........ccoooeviiiiiiccii e 193
Download, sign and upload SoD Form.l............c.ocooviiiiciiiiin e, 193
SoD Form | confirmation PQi ........cccoovvviviiiiieiiieieeme e 194
SOD FOrm J Creation..........cooooiiiiiiiieeee e 194
SoD Form J draft.........cccoiiiiiii e 195
SoD Form J upload document...........coeeeiiiiiiemceiiiiee e 195
SoD Form J: download, sign aiptbad document.................ccovvvnnee. 196

SoD Form J confirmation PAP........coeeeviiiiiiiiieeeeeieeme e 196

TOEA: Creating Form D: Request for additional information for the taking of

TOEA: Form D draft version display@d.........ccccccceeiiiiimaniiiiinnnnnnnn. 198

TOEA: Form D: Request for additional information for the taking of evidence

.......................................................................................................... 198
TOEA: FOrm D aCCEPL FEVIEW.......ceveevveiieiiiiiimmmee e e e e e e e e 199
ToE Form D: preparation for signature............ccceeeeeevieeevvvvvnnnnneenn. 199
Signing SOD FOrmM D......eiiiiii e 200
SoD Form Dupload dOCUMENL.............uuvueiiiiiee e 200
TOEA: Signature FOrm.D............oooriiiiiiieeee e 201
TOEA: Signed document of Form D uploaded..................evvueeeeee.. 201

Page20/ 277




Version:25

REFERENCE IMPLEMENTATION Date202511-03
Service of Documents & Taking of Evidence
User Manual

Figure 287:
Figure 288:
Figure 289:
Figure 290:
Figure 291.:
Figure 292:
Figure 293:
Figure 294:
Figure 295:
Figure 296:
Figure 297:
Figure 298:
Figure 299:
Figure 300:
Figure 301:
Figure 302:
Figure 303:
Figure 304:
Figure 305:
Figure 306:
Figure 307:
Figure 308:

Figure 309:

TOEA: Steps to reply to a request for additional information.......... 203
TOEA: Send reply to a request for additional information............... 203
TOE FOrm E Creation............ooooiiiiieeen e 204
TOE FOrm E draft........ccccviiiiiiiii e 204
ToE Form E upload document............cooovvvvivimmiiiini e eeevee 205
Download, sign and upload document...........cccccceevivieeer e veeiiieneee, 205
ToE Form E confirmation POIP ..........oooevvviiiiiieiiiiieemeeeee e 206
TOE FOrm E Sending........cooooiiiiiiiiiiiceeeis e 206
TOE FOorm F Creation............ooooiiiieeee e 207

TOE FOrmM F draft.. ..o 207

ToE Form F: download, sign and upload document....................... 208
TOE FOrm F Sending........cooveiiiiiiiii e 209
TOE FOrmM G CreatiOm..........eeviieiiiiiiiieeeieiie e e et eemi e 209
TOE FOrm G draft.........ccoooiiiiiiiiiiieeee e 210
ToE Form G upload doCUmMENL............ccooiiiiiiiieeee e 210
ToE Form G: download, sign and upload document....................... 211
ToE Form G: confirmation POIP.............coevvvvviiviiiiimmreeeeeeieeiein 211
TOE FOrM G SENAING......coiiieiiieiiiiiimmme et eere s 212
TOE FOrmM H Creation...........oeviieiiiiiiieeetiiee et eeme e 212
TOE FOrm H draff........ooviiiiiie e 213
TOE FOrm H Send tO reVIEMW...........uviiiiieeiiieemriieiee e 213

TOE FOrmM H QCCEPL FEVIEW.......uvveeiieie e e e et e e eeeena 214

Page21/ 277




Version:25

REFERENCE IMPLEMENTATION
Service of Documents & Taking of Evidence
User Manual

Date202511-03

Figure 310:
Figure 311:
Figure 312:
Figure 313:
Figure 314:

Figure 315:

Figure 317:
Figure 318:
Figure 319:
Figure 320:
Figure 321.:
Figure 322:
Figure 323:
Figure 324:
Figure 325:
Figure 326:
Figure 327:
Figure 328:
Figure 329:
Figure 330:

Figure 331:

ToE Form H: preparation for signature............cccceeeeevieeevvevvnicneeennn. 214
TOE FOrm H: SIgNING.......covviiiiiiiii e 215
ToE Form H: upload document............ccoiiiiiiieeen e 215
ToE Form H: Download, sign and upload document....................... 216
ToE Form H: confirmation pap..........ccooeevviiiiiiiiiieeee e, 216
TOE FOrm | CreatiQn.........cevvviiiiiiiiiiieee e 217
Figure316: TOE Form I draft...........cooooiiiiiiii e 217
ToE Form | upload doCUMENL..........coooiiiiiiiiiceeeiis e 218
Download, sign and upload document............cccoeeevvieeeeieiiiiiinieeenenns 218
ToE Form I: confirmation P ........cooeevvveiiiiiiiiiiiieemeeee e 219
TOE FOrm I SENAING.......uiiiiiiiiiiiie e eeree e 219
TOE FOrm J Creation..........oooooeiiiieeee e 220
TOE Form Jdrafl.......coooiiiiii e 220
ToE Form J upload document..............eeiiiiiieeeieiiiiieeee e 221
ToE Form J download, sign amdoad document.............cccceeeeeeeeene. 221
ToE Form J confirmation POP .......cccooeeeeeeiiiiiiiiiieeee e 222
TOE FOrM J SENAING.....cvvueiiiii e aeeer e e e e e e 222
TOE FOrM N CreatION .......evviieiee it ieet et nemne e 223
TOE FOrm N draff.......oooiiiiiiiiiii e 223
ToE Form N upload document..............cooovviiiieeeie e 224
ToE Form N: download, sign and upload document....................... 224
ToE Form N: confirmation p@ip.............ooovvvvviiviiiireeeeeeeee, 225
TOE FOrmM N SENAING......coiiiieiieiiiiicmmr e 225

Figure 332:

Page22/ 277




REFERENCE IMPLEMENTATION Date202511-03
Version:2.5 Service of Documents & Taking of Evidence
User Manual

Figure 333: Send other information (Issuing Authority): Workflow menu........... 226
Figure 334: Send other information (Issuing Authority): Fields tarill.................. 226
Figure 335: Send other information (Issuing Authority): Editing a draft messag@27
Figure 336: Sending other information to an Executing Authority....................... 227
Figure 337: Send other information (Executing Authority): Workflow menu....... 228
Figure 338: Send other information (Executing Authority): Fields tarfill.............. 228
Figure 339: Send other information (Executing Authority): Editing a draft message
Figure 340: Sending other information to the Issuing Autharity.......................... 229
Figure 341: Reply to d4&.Send..ot.hetr..i.R80or mati o
Figure 342: Reply to 06Sewmupgwinddwh.e.r....i.m2800r mat i o
Figure 343: Reply to 6Send other ..i.mRBlor mati o

Figure 344: Sending a reply..t.o..0.SemrRdl ot her

Figure 345: SoD Form L generation..............covieiiiiiimcceeiiiee e eenee e 232
Figure 346: SoD Form L language SeleChion..............ceiiiiiiccceviiiiiciieee e 232
Figure 347: Warning in Overview tabh...............ooovviiiiie e 233
Figure 348: Warning in attachment Sectian...............coovvvvieeee e 233
Figure 349: Technical EVIAENCE............uuuiiiiii i erene e 234
Figure 350: 6Copy..LCas.eb..but.taon.......235
Figure 351: -apGungow...Ca.s.e.0... .0.0.Pciiiiiiiiiieiinniriennnn. 235
Figure 352: Copy Case: New case creatiQn..............oovvvvvieeereeeeeeeeeeeeeeeiinime 236
Figure 353: 6.Downl.oadd.. . but.t.on............. 236
Figure 354: Downloading a ZIP file.........ccccoooeiiiiiiiiieeee e 237
Figure 355: Download confirmation............ccccooeeeeiiieeeiiiiei e 237

Page23/ 277



REFERENCE IMPLEMENTATION Date202511-03
Version:2.5 Service of Documents & Taking of Evidence
User Manual

Figure 356: 6Downl.oads.b..s.ec.t.i.on........... 237

Figure 357: Deleting files frod Down | o a d.s..a....s.e.c.t..i..0.n..........238

Figure 358: 4.Camment.b..but.t.on. ... 238
Figure 359: Adding internal COMMENLS..........cooiiiiiiiiiiicceiee e 239
Figure 360: Comments displ ayed..in..t289e 6 Ev en
Figure 361: WOrKfIOW MEeNU.........cooiiiiiii e ereer e 240
Figure 362: Closing a case: WOrkflow menu...........ccoooovviiiiiiiii e 241
Figure 363: Reopening a case: Workflow menu..............cooovviiccciiiii v, 242

Figure 364: 06Get. .. .RDE..[L..Rr.i.nt.o. . b.ut.t.242

Figure 365: Attaching fileS t0 @ CaSE.........ccuvviiiiiiiiieecee e 243
Figure 366: Mandatory fieldS.........coooi e 244
Figure 367: VIrus ChecCKiNg.............uiiiiii e 244
Figure 368: Successful VIFrUS SCaN ICON...........iiiiiiiiiiiieie e 245

Figure 369: Virus check.i.ng....Rec.e.l.v.i2a5g aut ho

Figure 370: Saving a draft............ccoooiiiiiiiieeee e 245
Figure 371: Unsaved data notification...............ccceeeiiiieeeeiii e 246
FIQUIE 372 SUCCESS ...uutuuiiiiii it et e e e e e eeeeie e e e e e e e e e e e e e e e et e et eeneaeeeeeeeeeeeeeeesanasnn s mmmeeees 246
FIQUIE 373: WAIMING ......ccoiiiiiieeeeeeei et e e e et s e e e e e e e e e e e e e sanee s 247
T UL ST I S 4 o ) SRS 247
Figure 375: Changing the title of the case.........cccceeeiiiiiiiceciccc e, 247
Figure 376: Saving Ca$BIE .......cccooiiiii e 247

Figure 377: 6Del.et.e..Cas.ed.. . but.t.on......248

Figure 378: DeletiNg @ CASE........ccvviiuuiiiiii i e e e areeris e e e e e e e e e e e aaeeees 248

Page24/ 277



Version:25

REFERENCE IMPLEMENTATION
Service of Documents & Taking of Evidence
User Manual

Date202511-03

Figure 379:
Figure 380:
Figure 381.:
Figure 382:
Figure 383:
Figure 384:
Figure 385:
Figure 386:
Figure 387:
Figure 388:
Figure 389:
Figure 390:
Figure 391.:
Figure 392:
Figure 393:

Figure 394

Figure 395: Event and Message Timeline: Confirmation that a sent message has

Cases and tabs CONLENL............cooiiiiiiieeeiec e 249
Change of aUtNOKILY........coooiiiiii e e 250
Change of authority: search taal.............coooviiiicceiii s 250
Select executing authOrILY.........ccoooiiiiiiii e 251
Drools Rules (Business RuUIES) SCreen...........cveveeeiiieeeeeeiiiiiii e, 252
Search tool: municipality input required.............coovvviiiiceeen e, 252
Suggestion MeChaniSM..........cooooiiiiiiiiiceeie e 253
Suggestion mechanism (narrowing down the results)..................... 253
List of authorities that match the criteria...........ccccccvvviieemiiiiin. 254
Creating a link to another Case...........coovvvviiiiieeiiiiie e 254
Add case link: Typingference number or the subject...................... 255
Add case link: Selecting the reference number..................coveeeeenn. 255
Add case link: Saving the selected.link..............ccoooiceciiiiii i, 255
Linked cases display@d...........ccoeiiiiiiicceeiccie e 256
Removing linked referenCes.............uuveeeiiiicceeeeeee e 256
Event & Message Timeline: OVErvieW................ovvvvvviemmeeeeeeeennnnnnnnns 257

successfully reached its destination...........oooviiiiiiiieeere e 257

Figure 396:

Figure

Figure 398:

Figure

Figure 400:

Assigning users to a cafdsplay Rok s 6 b.u.t.t..0.n............ 259

397: Assigning us.etr.s..t.0..4a...c.a828% :

Assign users to a draft/issued/received.case.............cccevveeeeeeieeennnn. 260
399:

0 As s i gpwindasve..r.s....t..0.....t..h.e.....c..

Assigning selected user to the Case.......cccevvvviii i cccciiciii e, 261

Page25/ 277




REFERENCE IMPLEMENTATION Date202511-03

Version:2.5 Service of Documents & Taking of Evidence
User Manual
Figure 401: Assign users to the case: Names of newly added users displayed 261
Figure 402: Assign users pap from the Overview tab............ccccoeeveeeiiiieeeeceennnnn. 262
Figure 403: Assigns users from a different authority to a case (sharing the. cas2$2
Figure 404: Assigns users from a different authority to a case (sharing the case2):6§dit users
Figure 405: Assigns users from a different authority to a case (sharing the case): Changing
= LU 11 010 11 PP 263
Figure 406: Assigns users from a different authority to a case (sharing the case): Selecting
AUTNOTTTY ettt e e e e e e e e mnne e 264
Figure 407: Searching a Supervisor from another authQrity.............ccccccvieeeeneee. 264
Figure 408: Assigning a Supervisor from another authority..............cccccovieeeenneee. 265
Figure 409: Assigning a Supervisor from another authority: Assigned users se2tén
Figure 410: Assigning a Supervisor from another authority: Assigned users section
displayed in the OVerview tab.............oooeiiiiiiieeeiie e eeeeeeeeeeeeee e 266
Figure 411: Revoking access to a case: Overview.tab................ccccoceeevveevvennnnnn, 267
Figure 412: RevOKiNg aCCESS t0 @ CASE....uuiiiiiieeeeeeiieceeeiiei e enne e 267
Figure 413: Revoking access to a case: Warning mesSage.........ccceeeeevimmeeeennnns 268
Figure 414: Revoking access to a case: Assigned users section...................... 268
Figure 415: Revoking access to the case from the Overview.tah...................... 269
Figure 416: Revoking access to the case from the Overview tab: Notificatian..269
Figure 417: Revoking access to the case from the Overview tab: Assigned users section
............................................................................................................................ 270
Figure 418: Toggle view near Assigned Users label.............cccooiiieaen 271
Figure 419: Toggle POPUP WINAQW........ccuueiiiiriiiiiiineeiiiibeebeeeee e e e e e eeesseeeeeeeees 271
Figure 420: Warning message: language of the document..................cccceeeeee.. 272
Figure 421: Requesting for eTranslation.............coooooiiiiccc e 274

Page26/ 277




Version:25

REFERENCE IMPLEMENTATION

Service of Documents & Taking of Evidence

User Manual

Date202511-03

Figure 422Requesting for eTranslation: selected languages.............ccccccveee.... 275
Figure 423: eTranslation successfully requested toast notification..................... 275
Figure 424: eTranslations folder..............ooooiiiiiceei e, 276

Page27/ 277




Version:25

REFERENCE IMPLEMENTATION
Service of Documents & Taking of Evidence
User Manual

Date202511-03

Table 1: Document Control Informatian

Table 2: DOCUMENT HISTOLY.......ui it eeme et e e eeene e e e e e ea e e eaaees

Table 3: Applicable documents

Page28/ 277




REFERENCE IMPLEMENTATION Date202511-03
Version:2.5 Service of Documents & Taking of Evidence
User Manual

1. INTRODUCTION

1.1. Objective of the document

This manual provides information on how to use 8ervice of Document§SoD) &
Taking of EvidenceToE) Reference Implementation. This system is built in the context
of:

1 TheRegulation (EU) 2020/1784 of the European Parliament and of the Council of
25 November 2020 on the service in the Member States of judicial and extrajudicial
documents in civil or commercial matters (service of documentsa nd o n

1 TheRegulation (EU) 2020/1783 of the European Parliament and of the Council of
25 November 2020 on cooperation between the courts of the Member States in the
taking of evidence in civil or commercial matters (taking of evidence)

It describes the Reference | mplementationods
exchange of requests for the following judicial instruments:

1 Service of DocumentsSpD)

1 Taking of EvidenceToE)
In this document, thApplication iscalled@Reference Implementatibn r 6 RI. Por t al 6
By using theRI Portal authorized users, assigned to appropriate roles, can fill in the

available forms. They can then send these lfgais to Competent Authorities in other
Member States. Users without appropriate roles do not have access to application and

< C m )  https://webgate.test.ec.europa.eu/eedes-cz/access-denied 4 a A h R
m European . . Test No Roles Assigned @ 4]
Commission | ' e-Evidence Digital Exchange System —

W Automatic translation @

Figure 1: Home Page of thReference Implementatiovithout having roles assigned to
the user
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1.2. Intended Audience

The intended audience of this document i s

1 DG JUST technical and business staff
1 MS technical and business staff adopting/using the RI

1.3. Applicable documents
ID Document title ‘ Reference

[AD1] | TheRegulation (EU) 2020/1784 of the Europg Regulation (EU) 2020/178
Parliament and of the Council of 25 Noveml|
2020 on the service in the Member Stateq
judicial and extrajudicial documents in civil |
commercial matters (service of documents).

[AD2] | TheRegulation (EU) 2020/1783 of the Europe Regulation (EU) 2020/178
Parliament and of the Council of 25 Noveml|
2020 on cooperation between the courts of
Member States in the taking of evidence in ¢
or commercial matters (taking of evidence)

Table3: Applicable documents

1.4. Documents conventions

Referenced documents are shown in brackets [].
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2. GETTING STARTED

The aim of theReferencémplementatiorwas to make it as intuitive and as mistake proof

as possible, and to retain the same look and feel across the SoD and ToE instruments.
Where a function enabling doing something is active, an appropriate button is visible and
clickable. Where an action is permissible, an appropriate button is enabled. Where a
function is inactive, that function button is disabled.

A userod6s role all ows execution of <certain &
some of the screenshots in this manual may hadditional or missing icons and
functionalities that practitioners are unlikely to experience in theirlifealse. For

example, the user role Supervisor can add and/or remove users to all cases in their
authority. It is likely that relatively few users will hateis role, but the user manual

describes the addition and/or removal of users with screenshots of icomsathdde

invisible to most.

2.1. Accessing the application

Below is an example on how to access the application via the Keycloak routikeliyis
however, that each Member State will have a different national access method.

The application can be accessed only by authorised and authenticated users. There is no
public access page. One will need either a configured and erédyetbak accountto

access th&keference Implementatioor a national method that will be provided by

national representatives.

Follow the steps described below to access
Enter the address of tikeference Implementatonn your web br owser.

You will be redirected to the Keycloak page:
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EEV-DEV

Username or email

Passwaord

Figure 2: Keycloak authentication screen

Sign in with your Keycloak ¢

redenti al s.

If you belong to only one authority, youll be automatically redirected to it.

If you are assigned to more than one authority, you will be redirected tBehext
Authoritydpage, where you can choose the authaoitwhich you would like tdog in.

NOTE: There is an option to remember the authority choice so that the System
automatically redirects you to the selected authority after entering your credential set. You
can change this authority any time. The process for changing it is described in section:

3.1.3 Switching authorityAfter selectingdRemember my choice in

this brow§ethis

screen will not appear again until you clear cookies in your browser.
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SELECT AUTHORITY

Q

CRIMINAL CIvVIL

Name Name

Sad Rejonowy dla miasta stolecznego Warszawy w Warszawie Sad Rejonowy dia miasta stolecznego Warszawy w Warszawie
Sad Rejonowy dla Warszawy Pragi-Potudnie w Warszawie

Sad Rejonowy dla Warszawy Pragi-Péinoc w Warszawie

< Cancel [[] Remember choice in this browser Select

Figure 3: Select Authority screen

Exceptions

1 Access to the application is denied an error occurred during the connection to
the application in the following cases:

o You have no access to the domain(s) anddaurbain(s) ofReference
Implementation

o You have no right to access the page of the application you wanted to
access.

1 Error message- if the provided login and password are incorrect, an error is raised
by Keycloak. In that case, a message is displayed explaining that the authentication
failed.

2.2. Authority types

Each authority which participates in SoD & ToE processes (creates and sends a case,
receives a case and receives a case forward) needs to exist jh&@@BodyType value

equal toany of (COURT, BAILIFF, NOTARYand have a correct pair of instrument and
competence assignethe following rules have been defined:
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2.2.1. Creating a newrequest(the main form)

The gplicationrestrictstypes ofrequess that can be created by authosatcording to
instrument and competence. The following instrumentcamapetence need to be assigned
to an authority to enablequestreation:

SODA - instrument:SD, competencéransmittingAgencyor Central Body
SODB- instrument:SD, competencélransmitting Agency or Central Body
SODXi instrument: SDcompetence: any

TOEA - instrumentTE, competenceRl - Requesting Couxtr Central Body
TOEL - instrumentTE, competenceR| - Requesting Couxir Central Body

TOEXT instrument: TEcompetence: any

2.2.2. Selecting an executing authority at issuing side

During creating a new cro$®rderrequest(main form), the user seleasexecuting
authority. The application limits executing authorities accordinthéobelow rules
(only authorities with appropriate instrument and competeaoebe selected in a search
tool and can receive a neequest

SODA - instrument:SD, competencdReceiving Agencyr Central Body
SODB- instrument:SD, competencessisting Authority

SODXi instrument: SD, competence: any

TOEA - instrumentTE, competenceRequested Coudr Central Body
TOEL - instrumentTE, competenceCompetent Authorityr Central Body

TOEXT instrument: TE, competence: any

2.2.3. Receiving a case forward

During sending a case forward, application should limit executing auth@ttesding to
the following rules:

SODA - instrument:SD, competenceéRl i Forwarded Authority
SODB- instrument:SD, competencd?l i Forwarded Authority
TOEA - instrumentTE, competenceRl i Forwarded Authority
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TOEL - instrumentTE, competenceR| i Forwarded Authority

NOTE: Forward was not implemented for SODX/TOEX cases.

2.3. User roles

The application suppor@role-based access control to ensure that access to online data

and to the features of the system is limited only to user roles that have been previously
granted such access rights. The set of access rights of a given user consists of all the
combinedacces ri ghts of all the roles granted to

Feature Author Reviewer  Sender Supervisor Assigner Dispatcher Viewer/ Statistics
Guest Handler
Creating a case Y N N N N N N N
Viewing a case Y Y Y Y Y Y Y N
Editing the main form in 'Draft’ and "Ready to review' states Y Y N N N N N N
Editing case subject Y N N N N N N N
Deleting a case in draft status Y N N Y N N N N
Searching for a case Y Y Y Y Y Y Y N
Attaching/deleting files to any draft message to which this user has access Y Y Y Y N Y* N N
Exporting a case (to zip file) Y Y Y Y Y Y Y N
Importing a case (from a .zip file) Y N N N N N N N
Printing the content of a case (form) Y Y Y Y Y Y Y N
Dispatching the case to another authority (by forward) N N N N N Y N N
Pushing the case to the next phase: Review Y N N N N N N N
Pushing the case to the next phase: Sign & Send N Y N N N N N N
Sending a case (the main form) N N Y N N N N N
Signing a case (the main form) N N Y N N N N N
Signing a sub-form (any form that is not a main form) ¥ Y Y Y N N N N
Sending a sub-form (any form that is not a main form) Y Y Y Y N N N N
Withdrawing a case (which has already been sent} Y Y N N N N N N
Sending service messages (conversation mechanism) Y Y Y Y Y Y N N
Acknowledging withdrawal - creating and sending a predefined message Y Y Y Y N N N N
Forwarding a case - creating and sending Y Y Y Y N Y N N
Rejecting a case N Y Y N N N N N
Sharing a case with Supervisor (+ Assigner) of another authority N N N Y N N N N
Reading permission for all cases (reading mode) N N N Y Y (EA) Y N N
Adding next applicant (SoD Form A, section 3) Y Y N N N N N N
Adding next claimant/petitioner (ToE Form A, section 4) Y Y N N N N N N
Adding representatives of the claimant/petitioner (ToE Form A, section 5) Y Y N N N N N N
Adding defendant/respondents (ToE Form A, section 6) Y Y N N N N N N
Adding representatives of the defendant/respondent (ToE Form A, section 7) Y Y N N N N N N
Pushing back the case to the pravious phase: Draft N Y N N N N N N
Pushing back the case to the previous phase: Review N N Y N N N N N
Adding (assigning) users to a case/removing user's assignment Y N N Y Y N N N
Downloading files from attachments to all messages Y Y Y Y Y Y Y N
Closing a casefopening closed case Y Y Y Y Y Y N N
Deleting closed case Y Y Y Y N N N N
Commenting a casefediting existing comment/deleting comment Y Y Y Y Y N N N
Copying a case Y N N N N N N N
Access to all received cases N N N Y Y Y N N
Managing statistics N N N N N N N Y
User role should have this ability
User role should not have this ability
EA Executing Authority

Figure 4: User rolesi matrix
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2.4. Electronic communicationwith Authority in another Member State

As Member States begin to use tReference ImplementatiprAuthorities will be

connected and able to communicate electronicHln Authority exists in CDB buhas

no eCodexPartyld parameter assignedt he 0e CODEX6 i con wi l |l be
Because of the missing configuration, the user will not be able to send any message to this
Authority.

Search for competent authority X

Show search fiters % Clear all fiters

CZ(1) Krajské stétni zastupitelstvi Usti nad Labem Ustinad Labem =]

CZ(2) Krajské statni zastuptelstvi Praha Prana 1 =]

CZ(4) Krajské staini zastupitelstvi Praha Prana 3 =]

€Z(5) Krajské statni zastupitelstvi Usti nad Labem Ustinad Labem =]

CZ(8) Krajské statni zastupitelstvi Praha Praha 1 =]

This Competent Authortty data has been kindly provided by EIN Atlas

Figure 5: A visual representation of an authority that is unable to receive electronic
communication via thReference Implementation

A visual representation of amauthority that is unable to receive electronic
communication via theReference Implementation

Page36/ 277



REFERENCE IMPLEMENTATION Date202511-03
Version:2.5 Service of Documents & Taking of Evidence
User Manual

3. COMMON LAYOUT AND NAVIGATION

Following successful log in to the application, you can see the content of the application,
and its persistent navigational el ement s:

The header

The top bar

Thelefth and menu

[

[

Create Form A signed:12/05/2...

SODA12/05/202310:15

AnAA p—
SODA 15/05/2023 1121 \comaee)

[

SODATG1 ey

(raate Form H-12/08/2023 101553 [ DA 16/05/2023 0837 —

Figure 6: Common Layout and Navigation

3.1. The header

In the header, in addition to the Commission logo, the site name and the Member State
flag, you can find the following actionable elements: a language switch, information about
userb6s profile and | og out button.

3.1.1. Select desired language of application

Click the language switchlocatedatthe top right corner of the header:

1
mm e-Evidence Digital Exchange System TestAuthor 0

Figure 7: Language switch icon

“ European
Commission
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Select the language from a pop window:

Select language X
6wnrapcku (bg) ¢estina (cs)
dansk (da) Deutsch (de)
eesti keel (et) eMnvIKa (el)
frangais (fr) hrvatski (hr)
italiano (it) latviesu valoda (lv)
lietuviy kalba (It) magyar (hu)
Malti (mt) Nederlands (nl)
polski (pl) portugués (pt)
romana (ro) slovenéina (sk)
slovenscina (sl) suomi (fi)

svenska (sv)

Figure 8: Select language

The language of the portal will switch to your selected language.

NOTE: Due to some languages not being delivered yet, this may cause eRefsri@nce
Implementation

312. User 6s Profile
At the top right corner, you can find information about the logged in user.

Click the profile picture to display additional buttons:
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e-Evidence Digital Exchange System e Test Aumo%

My Dashboard

Last edited cases

Figure 9: User's profile

1 See my profile
1 Switch authority
1 Logout

When selectingSee my profilé) one will see thelJser detailé pop-up window
displaying the name of the authority which the user belongs to, and the roles they have
been assigned to, as shown in the picture below.

User details X

@ Test Author

CA1 Ministerstwo Sprawiedliwosci (Departament Wspotpracy Miedzynarodowe;j
i Praw Cztowieka)

Figure 10: User details

3.1.3. Switching authority

At the top right corner, you can find information about the logged in user.

Click the profile picture to display additional buttons:

e-Evidence Digital Exchange System

My Dashboard & Swiich authorty e

Last edited cases

Figure 11: Switch authority selection

Click Switch authority from a dropdown menu.
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Then the System displagSelect Authoritppage.
ilip Wszystkor 1]
Bl .| o e Evidence Digital Exchange System Fllp Wezystkomy @

SELECT AUTHORITY

°
CRIMINAL CIviL e

Name Name

Sad Rejonowy dla miasta stolecznego Warszawy w Warszawie Sad Rejonowy dia miasta stolecznego Warszawy w Warszawie
Sad Rejonowy dla Warszawy Pragi-Potudnie w Warszawie

Sad Rejonowy dla Warszawy Pragi-Péinoc w Warszawie

< Cancel [[] Remember choice in this browser ﬁ

Figure 12: Select Authority screen
Select appropriate Authority

Click Select

When theswitching authorityprocess succeeds, you whle transferred to the selected
Authority.

NOTE: If you selecttRemember choice in this browééere in Swich authority option,

you will be automatically redirected to the authority which you are selecting every time
you log in. If you want to restore the authority selection page during login, please clear
your cookies in your browser, or selectharity you want to log in to automatically each
time from this position.

3.1.4. Logout/Exit the application

e-Evidence Digital Exchange System Iemnumora 2
Sea my puoie

My Dashboard

Last edited cases

Figure 13: Logout/Exit the application
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If you want to exit the application, the most secure way is to log out from your account:
Click your profile picture atthe top bar:

Click Logout from a dropdown menu.

When the logout processicceeds, you will experience a successful logout and application
closure.

3.2. The top bar

At the top bar, you can find additional actionable functionalities:

1 Support information
1 Notification bell
M Automatic translation

3.2.1. Display supportinformation

Click thequestion markicon located on the right side of the top bar.

Test Author O @

f& Automatic translation 0 2

Figure 14: Support information

The information box about how to contact your national support will ap@ek
anywhere outside thaformation box to close the information.
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Contact Support

For usage issues with the e-Evidence portal please
contact the Local Service Desk.

Please include all relevant information such as: your
contact details, problem description, name of your
internet browser, received error messages, screen
shots and any other relevant information.

The Service Desk should be contacted via email:

*@example.com

Figure 15: Contact Support

3.2.2. Notification bell

Click theNaotification bell icon located on the right side of the top bar.

This icon also features a red circle with a numieéating to the number of notifications

available.
Test Author 0 @

M Automatic translation (7] ;ﬁz-?'

Figure 16: Notification bell

When the Bell is selected, all open actions and unread messages are listed.

If one of the notifications is selected by the mouse pointer (i.e., antiad), the number
will decrease by one and the user will be redirected to that case which the selected

notification refers to.

Alternatively, all notifications can be cleared by selec@idigar notification@
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Notifications |? Close 3

13:29
16/04/2024

13:21
16/04/2024

13:18
16/04/2024

16:06
15/04/2024

test soda n
A case has been assigned to you
TEST n
TEST =
A case has been assigned to you

So0B Create FormB DraftReturnFordmendment0 ver 15/04/2024 12:21:16 PL To CZ

A caze has been assigned o you

® Clear notifications P

Figure 17: Notifications

Users are also able to choose the type of notifications they want to receive.

Select settings icon.

Thefollowing pop-up window should appear:
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Group All Bell Email
Case assign
Message sending error
eTranslation ready
SODA received
S0DB raceived
TOEA received
TOEL received
Requires response
Other notifications

received

Figure 18: Notifications settings

From this perspective, the user can check/uncheck all the types of notifications listed in
the picture above that he/gtieywants to receive.

3.2.2.1. E-mail notification

For a given user to receive themail notification, two conditions must be met.

1. The (¢ i-madaddress neust Besadded in Keycloak:
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= {@EKEYCLC

test_pll

Figure 19: Adding email address in Keycloak

2. Make sure that the-mail checkboxes inthe ot i f

selected.

cat

i onbds

sett
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3.3. The left-hand menu

In the navigation menu you can find links to the main Pseations

3.3.1. Hide/unhide left menu

Get more space for the content of the pagéiding the menu:

Click an icon located on the left side of the top bar.

B o | o e-Evidence

@ Start new request My Dashboar:
852 DASHBOARD Last edited cases
-> ISSUED REQUESTS Issued requests  (

(=1 RECEIVED REQUESTS

[) DrRAFTS

20/09/2023

. DOWNLOADS 1 06/10/2023 @

Figure 20: Hide/unhide left menu

The menu will collapsdf you want to unhide the full menu again, click the same icon

again.
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B o | o e-Evidence

My Dashboard

Last edited cases

Issued requests a Received requests ‘

EIO-PL-

! 20/09/2023 HU-2023-09-20-0001-1

Figure 21: Hide left menu

3.3.2. Start new request

(Please note that thiStart new requedbutton is only visible to users with roles that can
initiate a new requestho are assigned to authorities with appropriate instrument and
competencdf a role cannot initiate a new requestiuthority does not have a competence
to crate and issueraquestthis button will not be available to the user).

3.3.3. Dashboard

This view appears right after logging in.

On this page, the user wiihd all basic issues divided to Issued requeReceived
requests, and Drafts.

Additionally, all users, except the Guest role, 8dg taskHtable on the right side of
the screen, where they can see the cases to which they are assigned.

NOTE: Assigner, Supervisor, Dispatcher, Guest, and Statistics handler do not see any
tasks in My tasks label.
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@ Start new request

W Automatic translation

My Dashboard

£ DASHBOARD Last edited cases
~ ~
- ISSUED REQUESTS Issuedrequests () | Receivedrequests @  Drafts a7 My tasks o
[*] RECEIVED REQUESTS
T ITN-PL- T i p— ™ @ Selenium test F...
[ oraeTs Sollees HU-2023-11-22-0001-1 Bl mal U ITN 20/08/2023 Complete
13:31
3 2102 MAPL Test_Mail2 =HU MLA
s DOWNLOADS ! HU-2023-11-22-0001-1 est_Mal -

Figure22 U s e rashboard

3.3.4. Cases

Cases are divided to several different categories depending on theadsaseement
status:

1 ISSUED REQUESTSIn this section, the user sees all cases that are in the Issued
status and to which they are assigned/have acWéisen a case is sent to an

Executing Authority, it is moved from DRAFTS to a list of ISSUED REQUESTS.
To access the list:

Click Issued requestsn the menu.

m European
Commission

mm e-Evidence Digital Exchange System T”"‘“‘”‘""'O @

M Automatic translation @ &2

ssuad Roquess

DASHBOARD

My issued requests Deadlines
-» ISSUED REQUESTS
_ Title, reference number or National Case Number Request type
£ RECEIVED REQUESTS sh ,
- < ow only
B oreers Q ol O Al O€eEo OMa OIN 0O s
. DOWNLOADS + Showsearch fiters % Clear all filters
o Ref Title 2:;’:':; To Type Status
ITN-PL- —
D 22/11/2023 HU-2023-11-22-0001-1 Test_mail - HU ITN Issued
MLA-PL-
I —
O 221112023 HU-2023-11-22.0001.1  TestMall2 =HU  MLA <

Figure 23: Issued requests

An issued case can be accessed only by:

1 Users who are assigned to that case
1 Privileged users with thésupervisoba nd O Asssi gnher 6 r ol e
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You can also find deadlines list for all issued caseéBaadlinedtab.

B ;22| am e-Evidence Digital Exchange System s ) @

Issued Requests 1

Desmimas

Figure 24: Deadlines tab

1 RECEIVED REQUESTS in this part, the user sees all cases that are in the
Received status and twhich they are assigned/have accasthen a case is
received from another Competent Authority, it is visible on a list of RECEIVED
REQUESTS. To display the list:

Eure 3 » — Test A
BB .| e e-Evidence Digital Exchange System st “‘“‘”0 @

& Automatic translation 0 532

‘ I
Received Requests

£ DASHBOARD

My received requests Deadlines
-» ISSUED REQUESTS
Title, reference number or National Case Number Request type
%) RECEIVED REQUESTS B
A ~ A~ " w only

@ S Q e O Al O o OwMma OMN O wiGiarl padas
&, DOWNLOADS + Showsearchfiters % Clear all filters

o 1t 5 Ref Title National Case No. From Type Status

O 1711172023 ITN-HU-PL-2023-11-17-0002-1 ITN RECEIVED -—HU ITN

O 31/10/2023 EIO-CZ-PL-2023-10-31-0001-1 test s CZ EIO

O 1711012023 MLA-CZ-PL-2023-10-17-0001-1 test M=CZ MLA

Figure 25. Received requests

1 DRAFTS- in this part, the user sees all cases that are in draft status and to which
they areassigned/have accesSases which have not yet been sent to other
Competent Authorities are stored in the list of drafts.

NOTE: Kindly remind that thalraft stageis the status of entire caBem its creation to
the moment of sending. All statuses that the user will see, e.g., in the Overview tab, will
be presented in capital letters.
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A Automatic translation 0 *y

@ Start new request Last edited drafts

282 DASHBOARD

My draft requests
-> ISSUED REQUESTS

Title, reference number or National Case Number Request type
OQal Qe OMA QITN

[%) RECEIVED REQUESTS

Q Search
[2) oraFTs
&, DOWNLOADS 4 Showsearchfiters % Clear all filters
| Title National Case No. To Type Status
O 221172023 13:.07 x ITN
O 2211172023 13:07 c EIO

Figure 26: Draft cases

A draft case can be accessed only by:

1 The®Authordof a draft (a user who created that case), as long as the case is still
assigned to that user

1 Users with theSupervisodrole

1 Other users (such as Reviewer, Sender or Guest) who have been assigned to that
case by @Supervisodor GAssignet

3.3.5. Downloads

This section contains files that have been downloaded by users using the Download button

in the specificcaseview.o s ee mor e det ai9l8®dowplbad BDEendgo t
Printd .
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4. SEARCH FOR A CASE

N2 EIO-CZPL20Z31ZH0011 Test23.11.23 (S &
WHRZ  EIO-CZPL20231230002-1 2.2 Wz EO &
=" &

TH ISSUED = m &

2 &

02023 EIOHUPL22311.09-0001-1 qut =W E=O &

Figure 27: Search for a case

Open a list of draft/issued/received case requests in the menu, which will indicate the
context of a search.

Enter full or partiakitle or reference numberor National Case numberof the case
you are searching for.

Select the type of a case you are searching for.
Click Search

Matching search results from: Title or Reference Number will be returned.

| mm e-Evidence Digital Exchange System est supervisor (§ ) 1GD

W Automatic transiation @ &V

Last edited drafts

My draft requests

Title, reference number or National Case Number Request type

a Qan QEO0 OMA QITN G

+ Showsearchfilers  x Clear all fillers

(m} Title National Case No. To Type Status

O 061212023 16:55  test EIQ &

[0 061212023 1517 test god B C7Z EI0 &

O 061212023 1459 test EI0 &

0O 061220231341 m G2 1N &

[0 06122023 13:07  EIO Test EI0 &

0O 0612120231237 m1 B CZ MLA &

Figure 28: &Search filter§button
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Optionally, you can filter the list of draft/issued/received requests by applying filters:

Click Show search filtersto expand the panel.

B .| um e-Evidence Digital Exchange System

N
S—— W ]

Received Requests

¥
£
t
H

x Clear al fters

= - = = ﬁ

o Me

o == e .
o - - o (&
o S
o 1e =Hu «»
o - - + e
] 0312023 EIO-HU-PL-2023-11-03-0001-1 qut =Hu B0 -«

Figure 29: Search criteria fields

Select filtering options on the panel.
Click Apply.
Results will be returned.

You can filter out cases that are not urgent using the embeddedfiitax only urgent
cased

To collapse the expanded view, clidide search filters

4.1. View closed cases

If a user wants to view closed cases, whether issued or receiveghtihdg choose the
relevant category from the leftand menu to see the type of case they are interested in.

B 0| e e-Evidence Digital Exchange System

qqqqq Issued Requests

Figure 30: Searching for closed cases

Select®Show search filter®
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[ R = e-Evidence Digital Exchange System

““““ Issued Reguests

e, raferance number or Naticnal Cass Number

Figure 31 Applying filters to search for closed cases

Select Closed checkbox and then GApply dbutton.

All Closed cases will be shown.

To narrow down the search criteria further, additional search filters can be added such as
to/from which State, between dates, or with a specific title or National Case Number.

4.2. Clear all filters

uropean . . . Test Si L
B8 .| um e-Evidence Digital Exchange System o ”""”‘"O @
W Automatic ranslaton @ G20

Last edited drafts

My draft requests

Title, reference number or National Case Number Request type
N Al € 5 O MA O
Q soarcn RO QeEeo OMA QITN

= Hide searchfillers % Ciear all filters

To (Executing State) ~ Date created m | - m

) O et [ Positively Reviewed Completed  [] Readytosign(Sectionk)  [] Readytosign [ Signed (Section K)

S [ Readytosign (SectionL) [ Signed (Section L [ Ready to sign (Annex C) [ signed(Annexc) [ Rejected [ Deleted e
[m] Title National Case No. To Type Status

O 061220231341 m e CZ ™

O 061220231237 mt MeCZ  MLA &

O 0612120231236 il hCZ TN &

Figure 32. &Clear all filtersdbutton

Click clear all filters
Click Apply button.

A list will berefreshedo a defaultstate.
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5. VIEW A CASE

To view details of a case:

op—y ¥ ]

B Autordic tsitin. @ 4B

B 20| e e-Evidence Digital Exchange System

My received requests Deadlines

+ % O

1 Ref Title National Case No. From ¢ Type Status
W21 EIO-CZPL2023-11:23-0001-1 test23.1.23 MGz EE &
2WMRZ  EIOCZ-PL2023-11-23-0002-1 273173 W0z EO &
=t &
TWN2023 @ TNHUPL TTH ISSUED =t ™ &
091172023 MUACZPL2023-11-09.0001.1 me MGz MA &
092023 EIOHUPL202311-09-00011 qut =HU EO &

Figure 33: Viewing case details

Click an individual row from a list of Issued/Received requests or Drafts.
— X 1

B 07| um e-Evidence Digital Exchange System
& Assrsicumsaon @ D
test-23.11.23 Nationsl Case No. -
EQ  EIO-CZPL2023-11-23.00011 E3
Overview Annex & Event & Message Timelis
1SSUING STATE - EXECUTING STATE - Ropublc of Pland

ISSUING AUTHORITY C2(1) Kraiské statni zastupstelstyi Usti nad Labem
2 g . a ACCEPTED LANGUAGE S

EXECUTING AUTHORITY

Whspolpracy

9 LD cases
ZIMi2023 12:44 o cases linked

U023 1341

Figure 34: Viewing casaletails: Overview tab

A case with details will be displaye@lick through available tabs to view available
information.
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6. CASE OWNERSHIP
Each case marked with a Global Case ID can have many local instances.

The first instance of the case appaarthe moment of a new case creation. This instance
is owned by the Issuing Authority to which the creating user with an Author role belongs.

Comments added to the Case are never sent to another Authority. They are accessible only
locally, to users of one Case instance.

Every time the Case is being received by a Competent Authority, either from another
country, or within one Member State via forward from another Competent Authority, a

new Case instancés being created, owned by a Competent Authority that received the

Case.

Please remember that communication between Competent Authon#ieService
Messageéfreeform messages$ always tweway only, never multparty. In case we have

two ExecutingAuthorities that can communicate with the Issuing Authority, they do it
independently as there is no way of direct communication between the two executing
authorities, because each of them has a separate Case InS@nme Messages can be
exchanged only crosstionally (no internal communication within one Member State
available).
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7. SERVICE OF DOCUMENTS

7.1. Introduction

A Service of Documents (SoD) is a crdswder service of judicial and extrajudicial
documents in civil or commercial matters in the Member States in accordance with [AD.1].

The SoD may also be issued for assistance in address enquiries where the address of the
person to be served with the judicial or extrajudicial document in another Member State is

not known.

7.1.1. Overview

The process between creating a new case and sending it occurintertine \Workflow .
During that procesgshe case is accessible only for authorized users from your Issuing
Authority.

When all steps of Internal Workflow are completed, the case can be sent to a chosen
Executing Authority.

The process of communication between Issuing Authority and Executing Authority occurs
in theExternal Workflow .

7.1.2. High Level End to End Process

1. A user with Author role in aompetent authority creates the SoD.

2. The SoD request is reviewed by a user with Reviewer role.

3. The SoD isbeing signed andentby a user with Sender rote an appropriate
Executing Authority in another Member State.

Communication between Issuing and Executing Authorities takes place.

The receipt of the SoD requestould be acknowledgemthin seven days.

A decision is provided within thirty days of SoD receipt.

The case can beithdrawn by Issuing Authority, and/éorwarded by Executing
Authority to another Competent Authority for full S@®ecution.

No oA

7.2. Create SoD

7.2.1. Initiate arequestcreation

7.2.1.1. Starting a new case SODA
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Steps below are only applicable to users wikhthorbrole.

To begin a process of requestiiog service of documentsreate a new case.

Figure 35: SoD- &tart new requedbutton

Click Start new requestbutton in the lefhand menu.

Prepare request

Start a new request

Type of Request*

SODA Service of documents (Form A) e

Subject of Request*

SODA test e

Figure 36. SoD- Selecting the request type and entering the request subject

A pop-up window will appear. Sele&ODA from theType of requestdropdown list.

Fill in Subject of request andclick Continue. If you wish to cancel, clickxdbutton
atthe top right corner of the payp.
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Figure 37: SoD Form A sections

A new draft will be created and displayed with Form A ready for completion.

Completesections 19 and Request for Service of Documents section and Signature
and Date sectiorof Form A by using the List of Sections menu.

NOTE: If the user with an Author role who initiated the SoD does not have additional
roles of Reviewer and/or Sender, then the Author shassggynadditional users witlthe
relevantroles required toeviewand send the request askSupervisorfor adding those
users

7.2.1.2. Choosing Executing Authority

Stepdeloware applicableto userswith AAuthorband (Reviewebdrole.

B G| — e-Evidence Digital Exchange System

Figure 38: SoD Form A section 2. RECEIVING AGENCY

SelectSection 2. RECEIVING AGENCY in List of Sections.

SelectCountry from the list.
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Figure 39: SoD Form A: Selecting an Executing Authority

Click Choose Authority button.

Please enter required params:

postal code: *

SEARCH RESULTS

No Search result

Figure 40: SoD Form A: Searching for a receiving agenioysiness parameters

To find and select the correct authority, the user needs to promicket business data
according to the business rulesjuired by the Executing State. At the example above, the
user should enter a postal cate clickSearchbutton.

The authority search tool will display a list df Bxecuting Authorities in the chosen
Member State which have the right pair of instrument and competieaceept this type
of request
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Date202511-03

Please enter required params:
postal code: *

praha

SEARCH RESULTS
RECEIVING AGENCIES

No Search result

CENTRAL BODY

Name

e CZ(1) Krajske statni zastupitelstvi Usti nad Labem
CZ(2) Krajské statni zastupitelstvi Praha

CZ(3) Krajské statni zastupitelstvi Praha tb

Municipality

Usti nad Labem 5]
Praha 1 =
Praha 1t &=

Figure41: SoD Form A: Searching for a receiving ageiicsearchresults

SelectAuthority fromthelist of results by clicking a radio button.

Click Select

Page60/ 277




Version:2.5 Service of Documents & Taking of Evidence

REFERENCE IMPLEMENTATION Date202511-03

User Manual

After selecthg the Executing AuthorifySoD Section 2. RECEIVING AGENCY will look
like the screenshot below

REQUEST FOR SERVICE OF DOCUMEN' 2. RECEIVING AGENCY *
1. TRANSMITTING AGENCY
If a country is not present on the below list, it might not accept this type of request. Please check the
2. RECEIVING AGENCY reason on this page:
3. APPLICANT(S) https://e-justice_europa.eu/38580/EN/serving_documents_recast?clang=en
-
4. ADDRESSEE Country:
Czech Republic v
5. METHOD OF SERVICE
2.1. Identity: *
6. DOCUMENT TO BE SERVED
CZ(1) Krajske statni zastupitelstvi Usti nad Labem R Choose authority
7.LANGUAGE OF INFORMATION TO THE
8. A COPY OF THE DOCUMENT TO BE R 2.2, Address:
9. REASONS FOR NOT TRANSMITTING 2.2.1. Street and number/PO box: *

SIGNATURE AND DATE Palac Zdar, Dlouha 1/12

222 Place: 222 Postcode: *
Usti nad Labem 62000

23. Tel: *

2.4. Fax:

Auto save . | ‘

Figure 42: SoD Form A section 2. RECEIVING AGEN&axocompletion

The name of the Executing Authority will also appear in the Overview Tab.

Figure 43: SoD Form A:Executing authority name displayedthe Overview tab

7.2.1.3. Starting a new case SODB

Steps below are only applicable to users whthorbrole.

To begin a process of requestto determirethe address of the person to be sereeshte
a new case.

B o e-Evidence Digital Exchange System med 0 L]
- @ @
My Dashboard
ast edited cases
romers @) Recenedroquests @) Drams arr
® = - =
& oo oass IMRD EOPLHUNZTITO0N 2150 retont = a [}

Figure 44. SoD- &tart new reque8button
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Click Start new requestbutton in the lefhand menu.

Prepare request

Start a new request

Type of Request”

‘ S0DB Service of documents (Form B) e

Subject of Request*

‘ SoDB test e

System Case Mumber is auto-generated when the request is sent.
Date of Request is auto-generated when the request is sent.

Confinue

Figure 45: SoD- Selecting theequest type and entering the request subject

A pop-up window will appear. Sele&ODBfrom theType of requestdropdown list.

Fill in Subject of requestandclick Continue. If you wish to cancel, clickkébutton
atthe top right corner of the payp.

B 2| — e Evidence Digital Exchange System

Figure 46: SoD Form B sections

A new draft will be created and displayed with Form B ready for completion.
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Completesections 13 and Request to determine the address of theerson to be
served section and Signature and Date sectiaf Form B by using the List of Sections
menu.

NOTE: If the user with an Author role who initiated the SoD does not have additional
roles of Reviewer and/or Sender, then the Author shasdggynadditional users witlthe
relevantroles required toeviewand send the request askSupervisorfor adding those
users

7.2.1.4. Choosing Executing Authority

Stepsheloware applicableto userswith GAuthoband Reviewedrole.

e-Evidence Digital Exchange System

Figure47: SoD Form B section 2. REQUESTED AUTHORITY

SelectSection 2. REQUESTED AUTHORITY in List of Sections.

SelectCountry from the list.

B 2| e Evidence Digital Exchange System

Figure 48: SoD Form B: Selecting an ExecutiAgthority

Click Choose Authority button.
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Please enter required params:

postal code: *

SEARCH RESULTS

No Search result

Figure 49: SoD Form B: Searching for a requested authaffitysiness parameters)

To find and select the correct authority, the user needs to pramiteet business data
according to the business rules required by the Executing State. At the example above, the
user should enter a postal cae clickSearchbutton.

The authority search tool will display a list ofl &xecuting Authorities in the chosen
Member State which have the right pair of instrument and compeie@aceept this type

X
Please enter required params:
postal code: *
praha
SEARCH RESULTS
RECEIVING AGENCIES
No Search result
CENTRAL BODY
Name Municipality
CZ(1) Krajske statni zastupitelstvi Usti nad Labem Usti nad Labem =)
CZ(2) Krajské statni zastupitelstvi Praha Praha 1 &3
CZ(3) Krajské statni zastupitelstvi Praha tb Praha 1t 5]
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Figure 50: SoD Form B: Searching for a requested autharigearchresults

SelectAuthority fromthelist of results by clicking a radio button.
Click Select

7.2.1.5. Starting a new caséd SODX

Steps below are only applicable to users wkhthorbrole.

To begin a process ahexceptional casereate a new case.

e-Evidence Digital Exchange System

Figure 51: Newrequesftcreation

Click Start new requestbutton in the lefhand menu.

Prepare request

Start a new request

Type of Request *

SODX Exceptional service of documents

Subject of Request *

SODX tesf

System Case Number is auto-generated when the request is sent.
Date of Request is auto-generated when the request is sent.

Figure 52 Create new SODX request

Page65/ 277




REFERENCE IMPLEMENTATION Date202511-03
Version:2.5 Service of Documents & Taking of Evidence
User Manual

A pop-up window will appear. SeledBODXEx cept i onal sefrom ce of
the Type of requestdropdown list.

Fill in Subject of requestandclick Continue. If you wish to cancel, clickkdbutton
atthe top right corner of the payp.

: i iai B § |
BB oo | e e-Evidence Digital Exchange System et et e o @ § B

= M Automatictransiaton @) @9

SODX & Download 1 Delete Case # Comment Norkflow ~

Overview S0DX Event & Message Timeline eTranslations

@ Attach Document "B Form Translation

-]
>
3 RI
E]
-]
& oo

Competent authorities *
Issuing State

Republic of Poland
Executing State *

Select executing state -

Message *

Figure 53 SODX draft request

A new draft will be created and displayed wB®DX ready for completion.

7.2.1.6. Choosing Executing Authority

Stepseloware applicableto userswith GAuthorbrole.

- European | Jeff1 Civ1 Civ2 All 0 E
1 i CA-CIV-1 CIVIL Ministerstwo Sprawied|
commission | wem €-Evidence Digital Exchange System ristorsiwo Spr 2
B Automatic translation (2] ‘ﬂ’?"
SODX test # National Case No. | 4 -
S0DX & Download 1 Delete Case @ Comment Workflow ~
ED REQUESTS Overview SODX Event & Message Timeline eTranslations
[3) oraFTs .
@ Attach Document B Form Translation
Competent authorities *
Issuing State

Republic of Poland

Executing State *

Gzech Republic v o

Executing Authority *

3.1.0

Auto save .‘

e-Evidence 3
eUl 16.2.18

Figure 54: SODX selecting executing state
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SelectExecuting Statefrom the list.

Click Choose Authority button.

For selection of the executing authoritf exceptional cases, theortal displays all
authoritiesthat have aelevantinstrument assigned in CDB (for SODX instrumentiSD
service of documentsis relevant)in the chosen Executing StafEhe userselecs the
correctExecuting Authority from the lisffi{ters can be used for easier selection).

Search for competent authority X

SEARCH CRITERIA

Name

all [ ]

SEARCH RESULTS

Name Municipality

O CA-CIV-2 Krajske statni zastupitelstvi Praha Usti nad Labem S|
O CA-CIV-3 Krajskeé statni zastupitelstvi Praha tb Usti nad Labem S|

) CALCNA Kraieké etatni zactunitaletui Praha lleti nad | ahem =)

Figure 55: SODX searching for an executing authority

SelectAuthority fromthelist of results by clicking a radio button.
Click Select

After choosingexecuting Authority :
5. Type a fredorm message (mandatory fieldipd attach documents (optional).

NOTE: SODX casean be sent only by a user with Sender fibkbe user with an Author
role who initiated the SoD does not have additional Semderthen the Author should
assigna Sendeor askSupervisorffor addingthe Sender

The SODXdoes not ave SIGNATURE AND DATE section. A user can attach a signed
document vidAttach Documentbutton from the action bar (optional).

The SODX cannot bfarwarded or withdrawn.
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7.2.1.7. Authority that accepts/does not accept electronic communication

As Member States begin to use Beference Implementatiomore and more Authorities

will be connected and able to communicate electronically. However, there will be
authorities in the system that will not be able to send and receive requests/messages via the
Reference Implementatiomhese authorities will be clearly distinguished from those that
can.

These authorities should be contacted via the traditional route such as registered mail.

Search for competent authority X }

|

Show search fiters % Clear all fiters

CZ(1) Krajské sf

étni zastupitelstyi Usti nad Labem Ustinad Labem &=

CZ(2) Krajské staini zastupiielstvi Praha Fraha 1 =]

CZ(4) Krajské sf

4tni zastupitelstvi Praha Fraha 3 =]

CZ(5) Krajské sf

étni zastupitelstyi Usti nad Labem Ustinad Labem =]

CZ(6) Krajské statni zastuptelstviPraha  (CIETED Praha 1 =]

This Competent Authority data has been kindly provided by EJH Atias

Figure 56: A visual representation of an authority that is unable to receive electronic
communication via thReference Implementation

A visual representation of aauthority that is unable to receive electronic
communicationvia theReference Implementation

7.2.1.8. Mandatory fields

All mandatory fields must beompletedbefore the SoD can be electronically submitted.
These mandatory fields are checked by a validation check. This validation consists of set
of syntactical and semantical validations of the data contained in the form. A check is
performed to verify that allequired (mandatory) fields of Form A or Form B have been
filled. You cantrigger validation manually at any time, while you edit a Form A or Form

B.

To triggervalidation:

Page68/ 277



Version:25

REFERENCE IMPLEMENTATION Date202511-03
Service of Documents & Taking of Evidence
User Manual

- dence Dl 0
b mm e-Evidence Digital Exchange System e
e &
SoDB test # National Case No. | + -

SODB @ Delete Case Workliow

Overview Form 8 Event & Message Timeline
130372024 1314
& Get PDF ! Print % Aftach Document v Validation check e
HEezar sz AL 26 b REQUEST TO DETERMINE THE ADDRESS OF THE PERSON TO BE SERVED

1. TRANSMITTING AGENCY {Article 7(1)(a) of Regulation (EU) 2020/1784 of the European Pariiament and of the Council of 25 November 2020 on

the service in the Member States of judicial and extrajudicial documents in civil or commercial matters (service of
2. REQUESTED AUTHORITY docum

oJLa 12 2020, p. 40

3. ADDRESSEE
This form applies only 1o the Member States which provide assistance in accordance with Article 7(1)(a) of Regulation
SIGNATURE AND DATE (EU) 202011784

Reference No of the transmitting agency: *

Figure57: SoD Form B validation

View a case and seleebrm A/ Form B tab.

Click Validation check.

| mm e-Evidence Digital Exchange System 0 2
[
SoDB test # Nationsl Case No. | + -
SODB & Delete Case
verview | OB | Event & Messags Timeline
& Get PDF / Prnt % Aftach Document w Validabon check

REQUEST TO DETERMINE THEA... @) REQUEST TO DETERMINE THE ADDRESS OF THE PERSON TO BE SERVED
1. TRANSMITTING AGENCY

2. REQUESTED AUTHORITY

3. ADDRESSEE <]
o

This form app
(EL) 2020/1784

SIGNATURE AND DATE
Referance No of the transmitting agency: *

Figure 58: SoD Form B mandatory fields

Autosave @il

Validation will be performed and theast notification withwarning orsuccessvill

be displayed. If there are validation errors, fields and sections containing errors will be

highlighted red.

7.2.1.9. Pushing a case to the next step

Steps belovare applicableto users wittbAuthorbrole.
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= a & i i s Jg"‘ Civ1 Civ2 All
B C0.| e e-Evidence Digital Exchange System ALGNA CRAL Mnkiorsivo Spese 0 &
= 4 Automatictransiation @ "l‘r‘"
22 DASHBOARD
SODA 1 Delete ¢ & ® v 0
- ISSUED REQUESTS
ft SELEWED REQUESTS Overview rorm A Event & Message Timeline  eTranslations o
25/10/20. 115
[3) orarFTs
B STATISTICS & Get PDF / Print Q Attach Document + Validation check B Form Translation
b e REQUEST FOR SERVICE OF REQUEST FOR SERVICE OF DOCUMENTS
DOCUMENTS

1. TRANSMITTING AGENCY

2. RECEIVING AGENCY

3. APPLICANT(S)

Reference No of the transmitting agency: *

4. ADDRESSEE

5. METHOD OF SERVICE

*@example.com
e-Evidence 3.1.0 .

Auto save
eUl 16.2.18

Figure 59: SoD Form A send to review

In the edited case clidk/orkflow > Send to review:

1 A toast notification (successjll show upatthe bottom.

1 A new timestampiReady to revie@will show up on theEvent & Message
Timeline.

1 If a usethasno other roles except Author, the workflow button willdigabled as
there are no other actions that can be performed.

7.2.1.10Review

The next step in the workflow of a case is to review it and marldRa@stively Reviewed
or return it for amendment, or to reject completely if needed. Editidheoformis also
possible.

Steps belovare applicableto users withdReviewedrole.
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: i iai U it § )
| == e-Evidence Digital Exchange System A CIV-1 CIVIL Ministorsino Sprawict =

B Automatictransiation @ @20

———————
= HBOARD

SODA

M Delete Case & Download Copy Case 4 Comment Workflow 0
- ISSUED REQUESTS
__ N < Accept Review o
£ RECEIVED REQUESTS Overview g;-ch:ZTA‘ s Event&Message Timeline  eTranslations
[3 orarts 4 Reject
i 5 ISSUING STATE am Republc of Poland EXECUTING STATE B Czech Repubiic A Retum for amendment
X DowNLOADS R (T
X DOWNLOADS (EEVEND(ER)
ISSUING AUTHORITY CA-CIVAA CIVIL Ministerstwo Sprawiediwosci (Departa,.,  “CCEP TED LANGUAGES  (CS)(EN)(SK)
RECEIVING AGENCY GA-CIV-1 Krajske statni zastupitelstvi Usti nad Labem
(o)1 TEM READY TO REVIEW Oy LINKED CASES 4 Add case link
Request started on: 25/1012024 Mo cases linked
Latest update on: 25/10/2024
@ =4 ASSIGNED USERS (&} oispiay roles o Editusers
e-Evidence 3.1.0

ell 16.2.18

Figure 60: SoD Form A:Accepting review

In a reviewed case clidk/orkflow > Accept review:

1 A new timestampdPositively Reviewedwill show up on theEvent & Message
Timeline.

1 If user haso other roles except Reviewer, the workflow button wildizabled
because there are no other actions for you to perform.

European 2 Socd LoE L & Jef‘ﬁ.Civi‘CiVZ‘All
B | e e-Evidence Digital Exchange System A-GIV-1 CVIL Minslerstwo Sprawe O &

P8 Automatictransiation @ A2Y

National Case No. | 4 -
I DASHBOARD
SODA B Delete Case & P > (i ]

- ISSUED REQUESTS
™ C ) QUESTS

SECEWED FEQUEETS overview . FOmA s Event& Message Timeline eTranslations
[B) prarTs
B STATISTICS ISSUING STATE mm Republic of Poland EXECUTING STATE D Czech Republic

& DOWNLOADS

ISSUING AUTHORITY CA-CIV-1 CIVIL Ministerstwo Sprawledliwosci (Departa. ACCEPTED LANGUAGES.  (CS)(EN)(SK

EXECUTING AUTHORITY CA-CIV-1 Krajské statni zastupitelstvi Usti nad Labem

Io B NI POSITIVELY REVIEWED S LINKED CASES + Ad
Request started on 25/10/2024 No cases linked
Latest update on: 25/10/2024
ORI «& ASSIGNED USERS @ +
e-Evidence 3.1.0

Figure 61: SoD Form A:dPositively reviewedistatus
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Alternatively:

A. Click Workflow > Return for amendment and enter optional messagthe case
will go back to a draft editable by Author role. The Author will have to make
amendments and click agaiorkflow > Send to review.

B. Click Workflow > Reject 7 the case will be rejected, and no more actions of
Workflow buttons can be performed by users.

C. Reviewer is also able to edit a case.

7.2.1.11.Signature step

In thenext step othe workflow, a user withthe Sender roleneeds to attach the signed
documento the FormPlease note that #tis stage, a user ttf&nderole is not able to
editthecase

Steps belovare applicableto users withdSendedrole.

Eur n . .. R o J?"T‘.G.\VJ CIVZIAH
B .| e-Evidence Digital Exchange System V.1 GVIL Misersino Sprawed 0 &

= P Automatictransiation @) 20

e —————

B DASHBOARD
SODA @ Delete Case

I«
| J

Workflow ~  €)

- ISSUED REQUESTS
4 Preparation for signl
i CEN QUESTS
J (DL 20 overview . FOTMA | Events Message Timeline  eTransiations
[ prarTs 4 Reject
H STATISTICS ISSUING STATE mm Republic of Poland EXECUTING STATE I Czech Republic 4 Retur for amendment
& pownLoADS
E3 0ADS ) (SK)
ISSUING AUTHORITY GA-CIV-1 CIVIL Ministerstwo Sprawiediiwosci (Departa... ~ ACCEPTED LANGUAGES  (CS)(EN)(SK
EXECUTING AUTHORITY  CA-CIV-1 Krajské stani zastupitelstvi Usti nad Labem
O STATUS POSITIVELY REVIEWED % LINKED CASES +
Request started on: 251102024 No cases linked
Latest update on 251102024

*@exampie.com

e-Evidence 3.1.0
ell 16218

«§ ASSIGNED USERS

3
+

Figure 62 SoD Form A preparation for signature
M In a reviewed case clidkorkflow > Preparation for signature:

A. Click Workflow > Return for amendment - the case will go back tBeviewer
stepin whichthe formcan beeditedby the user with Reviewaple. The Reviewer
will have to make amendments and click ag&forkflow > Complete.

B. Click Workflow > Reject i the case will be rejected, and no more actions of
Workflow buttons can be performed by users.
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B8  &5.| am e-Evidence Digital Exchange System O @

SoDA test National Case No. | 4 -

SODA B Delete Case Workflow +
- Sign
Fi A

Ei orm )
Overview . [T ..  Event& Message Timeline
&
ISSUING STATE wm Republic of Poland EXECUTING STATE Mw  Czech Republic
ISSUING AUTHORITY CA1 : Mied RECEIVING AGENCY CZ(1) Krajské statni zastupitelstvi Usti nad Labem
(oL LTI READY TO SIGN Gy LINKED CASES 4 Add case link
Request started on 1310312024 14:35 No cases linked
Latest update on 1310312024 15:03
®3 ASSIGNED USERS [8} Dispiayroles | | 4 Egrtusers

Figure 63: SoD Form A signing

@ After the user clicksSSignin Workflow,  then theRI Portaldisplays a pojup
window. At this step, the user has the option to choose whether they want to sign the
documenin PAdJESformator selectothertype of signaturgnon-PAdES format).

Signature Form A

1. Please download the Form A PDF document to your disk.
.‘. Download Form A

2. You can change the document format if necessary: @ e
@ Digital signature in PDF format (recommended)
(O Other types of signatures

3. Sign the document and upload it.

X, Upload signed Form A

& Submit

Figure 64: SoD Form A download

7.2.1.11.1PDF download
Download PDF to your computer by clicking Download Form A.
Keepr adi o button O6Digital si g6i markedbydefanlt PDF f o
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Open the PDF ildobe Acrobat Readersoftware.

&) SODA SoDA test sod_form_a.paf - Adobe Acrobat Pro (64-bit)
file Edit View E-Sign Window Help

Home Tools Document

REQUEST FOR SERVICE OF DOCUMENTS

(Article 8(2) of Regulation (EU) 2020/1784 of the European Parliament and of the Council of 25
November 2020 on the service in the Member States of judicial and extrajudicial documents in
clvil or commercial matters (service of documents)(*))

Reference No of the transmitting agency: test

1. TRANSMITTING AGENCY
1.1. Identity: CAL

i Praw C.

1.2. Address:
1.2.1.Street and number/PO box: Al. Ujazdowskie 11
1.2.2.Place and postcode: Warszawa, 00-950
1.2.3.Country: Republic of Poland

1.3.Tel. 48222390870

1.4. Fax (*): 48226280949

1.5. Email: pk@gov.pl

(%) SODA SoDA test sod_form_a.pd! - Adobe Acrabat Pro (64-bit)
File Edit View E-Sign Window Help

Home Tools Document

Q, fearch tools

: [ Create POF
Forms & Signatures

E;‘ Combine Files

22 Ia 52 editpoF

A Fill & Sign
Fill & Sign Prepare Form

Open [Add [-] [ Export PDF
=[] Organize Pages
é/@ Du Send for Comments

Certificates 5 Comment

LOpen |~ IS scan & OCR

U Protect

Share & Review B Certificates

Figure 66: Signing SoD Form A in a PDFiT oolstab

@ Click Tools > Certificates
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[X] SODA S0DA test sod_form_a.pdf - Adobe Acrobat Pro (64-bit)
File Edit View E-Sign Window Help

Home Tools Document IE ﬂr E = @\

Certificates E  Time stamp 257,

L1l

REQUEST FOR SERVICE OF DOCUMENTS

(Article 8(2) of Regulation (EU) 2020/1784 of the European Parllament and of the Council of 25
November 2020 on the service in the Member States of judicial and extrajudicial documents in
civil or commercial matters {service of documents)()}

Reference No of the transmitting agency: test

1. TRANSMITTING AGENCY

1.1. Identity: CA1 Ministerstwo Sprawiedliwosci (Departament Wspotpracy
Miedzynarodowej i Praw Cztowieka)
1.2. Address:

1.2.1.5treet and number/PO box: Al. Ujazdowskie 11
1.2.2.Place and postcode: Warszawa, 00-950
1.2.3.Country: Republic of Poland

el 48222390870

Figure 67: Signing SoD Form A in a PDRDigitally Sigmicon

() click Digitally Sign.

[5) SODA SoDA test sod_form_a,pdf - Adobe Acrobat Pro (64-bit)
File Edit View E-Sign Window Help

Home Tools Document (2] ‘ﬁ{ B = 9\

Certificates (/5 Uiy o [ Time stamp g5,

Ll

REQUEST FOR SERVICE OF DOCUMENTS

Aok Acrobat

{(Article B(2) of R
2020

f the Council of 25
Iclal documents in

civil of commerc [riomtinitanty

Reterence No of e =

1. TRANSMITTING AGENCY
1.1. ldentity: CA1

| Praw Czio )

12 Adares‘s:
1.2.1.5treet and number/PO box: Al Ujazdowskie 11
1.2.2.Place and postcode: Warszawa, 00-950
1.2.3.Country: Republic of Poland

1.3. Tel. 48222390870

Figure 68: Signing SoD Form A in a PDF: Digital signature instructions

@ Read the instructions and cli€k .
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m e | : " No
E ~ commission | umm €-Evidence Digital Exchange System
File dit View E-Sign Window felp £ —_—
e National CaseNo. | + | | 4y
Home Tools Document BB RQ ® /3 | S ([t O] —
Certificates (9% Digita [ Time stamg CcloseJ
to effect the service of the ent as soon as possible, and in any event within one .
nth of il ls receipt. If it h: een possible for you to effect the service within one [
mon(h of receipt, you must inform this agency by indicating that fact in item 2 of the &
certificate of service or non-service of documents.
4 E
2 n yo cann \oxf lfums equ Sl for service on the basis of the information or documents
nitte by Article Il)()) of Regulation (EU) )0/‘0/1784 IO( ntact this 3 () Lab
o ob! lle nissing information or documents using form E in Annex | to E\o festUntaisyf Usil nad
Re(JA Ia(lo (EU] 2020/1784

Done at: test
Date: 12/03/2024

4 Aad case ink.

Signature and/or stamp or electronic signature and/or electronic seal

> & IS O

Figure 69: Signing SoD Form A in a PDF: Choosing appropriate area

(?) Using your mouse,click and drag to draw the areawhere you would like the
signatureto appeatr.

Sign with a Digital ID

Choose the Digital ID that you want to use for signing:

o @[E"j View Details

( Configure New Digital ID ) ( Cancel )

Figure 70: Signing SoD Form A in a PDF: Selecting Digital ID

A modal window will appearSelect Digital ID that you want to use for signing
and clickContinue.
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@ 5004 5002

File Edit View ESign Window Help

\crohat Peo (6d-bit
Sign Document

Home Tools Document [ signas

Issued by:
Certificates £y 1

to effect the service| within one
month of its receipt. Appearance: |Standard Text within ane
month of receipt, yol m 2 of the

certificate of service

2. If you cannot fulfil th r documents
transmitted, you are # to contact this
agency in order to ol E In Annex | to
Regulation (EU) 202

Done at: test
Date: 12/03/2024

O Lock Dacument After Signing

Signature and/for Stamp Or € x4 yional Signature Information
Reason: <none>

Location: |

Contact Info: |

Enter certificate password and click the ‘Sign’ button

Help Cancel

Figure 71: Signing SoD Form A in a PDF: Selectiggigrobutton

@ A modal window will appearClick Sign.

(%] save As X
« ~ 4 B> ThisPC > Desktop v ® | Search Desktop o
Organize v New folder @ - e
~ ~
v I This PC
> J§ 3D Objects
> Desktop

> | Documents

> 4 Downloads
. -
> D Music |
> [&] Pict Q :
Ictures
"~
> @ Videos
> & (C) Local Disk
> mm (G:) JUST (\\net!
s 0 A \ N
File name: | SODA SoDA test sod_form_a -
Save as type:  Adobe PDF Files (*.pdf) v

A Hide Folders @ HET | Cancel

Figure 72 Signing SoD Form A in a PDF: Choosing a location to save the signed
document

@ Choose a location to save the signed document. Ségk.Use your own authority
signing methodA possible method is outlined below.
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File Edit View E-Sign Window Help

Home Tools Document B ﬂ? B = Q @ (l\«

Certificates (% 1o [ Time stamp

month of its receipt,

2]

to effect the service of the document as soon as possible, and in any event within one

If it has not been possible for vou to effect the service wirhin ane.

month of receipt. y
certificate of servic

2. If you cannot fulfil t
transmitted, you ar
agency in order to
Regulation (EU) 202

Done at: test
Date: 12/03/2024
Signature andfor stamp or

Windows Security x
Acrobat

The server intragate.ec.europa.eu is asking for your user name
and password.

That server also reports: “EU Sign timestamping".

a |
| v

! Remember my credentials

Figure 73: Signing SoD Form A in a PDF: Entering your PIN number

@Enter yourusernameand password and cliogkRK. A signeddocumentwill be
generated and saved.

NOTE: WhendOther types o$ignaturedoptionis selected, themnother type of document
can be uploaded (e.g.: jpg, jpeg, png). The docummargt be signed witlone of the

following: digital signatures or seals, sgasphandwritten signatures.

7.2.1.11.2Upload signeddocument

Signature Form A

1. Please download the Form A PDF document to your disk.

L Download Form A

2. You can change the document format if necessary: @

@ Digital signature in PDF format (recommended)

(O Other types of signatures

3. Sign the document and upload it.

L. Upload signed Form A c

Figure 74: Uploading Signed SoD Form A
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Evidence

Return to thReference Implementatiand clickUpload Signed Form A

@ File Upload
4 BB > ThisPC > Desktop
Organize ~ New folder

™ This PC . @& SODA SoDA test sod_form_a
B 3D Objects

W Desktop

E Documents

¥ Downloads

J" Music

&= Pictures

‘ Videos

24 (C) Local Disk

= (G) JUST (\\net1
=~ (H) wolanma (\\
=~ (02) Public (\\net

X
v © | Search Desktop »

EE- O @

File name: |SODA SoDA test sod_form_a

~| |an Fites ~|

e | Open | | Cancel ‘

Figure 75: Browsing for a signed PDF

Browse foryour signedPDF file and clickOpen.

Signature Form A

oSigned document of Form A is uploaded. You can submit it
now for sending.

® Delete uploaded Form A e

Figure 76: Submitting SoD Form A
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If the signature is positively verified during the uploadpast notification (success)
will appear.Click Submit.

Signature Form A

1. Please download the Form A PDF document to your disk
& Download Form A

2. You can change the document format If necessary: @

(@ Digital signature in PDF format (recommended)

(O Other types of signatures

3. Sign the document and upload it

X Upload signed Form A

Figure 77: Error message during the wrong PDF upload

If the signature is not positively verified or a wrong file has been selected for upload,
an error message will appear. Check that you have logged in to the correct web browser.

Remarks: The status of a case will changeffignead

Sendng Form A:
The last step of internal workflow is to send the case to the selected Executing Authority.

Steps belovare applicableto users withdSendedrole.

Open a case.
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European
Commission

e-Evidence Digital Exchange System

@ sStart new request

SODA test
SODA 1y Delete Case & Downloa: [& C [ ]
Overview j‘:”}"":| 15 Event& Message Timeline  eTranslations
STATISTICS ISSUING STATE mm Republic of Poland EXECUTING STATE [ Czech Republic
DOWNLOADS TS)(EN)(SK)
ISSUING AUTHORITY CA-CIV-1 CIVIL Ministerstwo Sprawiediiwosci (Departa. ACCEPTED LANGUAGES  (CS)(EN)(SK)
RECEIVING AGENCY

© sTaTUs EEED Y LINKED CASES
Request started on: 2511012024 No cases linked
Latest updale on: 2511012024

“@exampie.com «2 ASSIGNED USERS
e-Evidence 3.1.0
ell 16.2.18

Figure 78: Sending SoD Form A

Click Workflow > Send

System sends Form A and confirmation message appears.

European
Commission

| wm e-Evidence Digital Exchange System A

Jem CIV1 CIVZ All
- Do

M Automatictransiaon i G20
National Case Nnm -
Comment Workllow ~ €3
4 Send

CA-CIV-1 Krajské statni zastupitelstvi Usti nad Labem

Jeff1 Civ1 Civ2 All
oandmences ) @

= B Automatictranslation @ 12
S ATt SODA test National Case No. | 4 o
52 DASHBOARD
SODA & Downlo C a ¢ Comment Work v | €
- ISSUED REQUESTS
=] RE
=] Overview 2 ‘fn,lr.g':‘ 15 Event & Message Timeline eTranslations
[} oraFTs
= ST ISSUING STATE mm Republic of Poland EXECUTING STATE B Czech Republic

&, pownLOADS CEVEN
== DO (
ISSUING AUTHORITY CA-CIV-1 CIVIL Ministerstwo Sprawiedliwoscl (Departa. ACCEPTED LANGUAGES  (CS)(EN)I

RECEIVING AGENCY

© status (EED) G, LINKED CASES
Request started on: 25/10/2024 No cases linked
Latest update on: 25/10/2024

*@example.com
e-Evidence 3.1.0
eUl 16.2.18

° Success
The request has been sent

5 ASSIGNED USERS

)

CA-CIV-1 Krajské statni zastupitelstvi Usti nad Labem

&} Oisplay roles

Flgure 79 Sendlng SoD Form A: Confirmation message

The system will perform a validation check. If validation is performed successfully, the

case will be sent, and the status will changéssued
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Exceptions: Sending errof in this situation a user with Sender role will be able to resend
a request to Executing Authority usingrasendbutton on the Timeline.

After sending &SODA request to an Executing Authority, before receiving a reply, the
Workflow menu of an Issued Request will allow to perform the following actions:

1 Send other information
1 Close a case / Reopen a case
1 Withdrawal

After sending &SODB request to an Executing Authority, before receiving a reply, the
Workflow menu of an Issued Request will allow to perform the following actions:

1 Send other information
1 Close a case / Reopen a case
1 Withdrawal

Please &ep in mind, that the content of the Workflow menu is changing according to the
status of the SoD.

Workflow State: ISSUED (Open)

m European | Jeff1 Civi Civ2 All 0 m
2an . - A-CIV-1 CIVIL Ministersiwo Sprawied|
commission | wem €-Evidence Digital Exchange System ' >
- - - (120)
= M Automaticfransiation @@ A2
@ Start new request SODA test National Case N:"m -
81 DASHBOARD
SODA X Download Copy Case @ Comment Workfiow v | €3
- ISSUED REQUESTS
&= Send other Iinformation
. R
CEIEEILESS Overview  __ ,F?’f"fl Event & Message Timeline ~ eTranslations
o B Close a case
ISSUING STATE mm Republic of Poland EXECUTING STATE h Czech Republic
& DOWNLOADS CEVEN SR
o 0o s (C8)(EN)(SK)
ISSUING AUTHORITY CA-CIV-1 CIVIL Ministerstwo Sprawiedliwosci (Departa. ACCEPTED LANGUAGES 'CS' EN" SK
RECEIVING AGENCY CA-CIV-1 Krajske statni zastupitelstvi Usti nad Labem
O status (EED G, LINKED CASES + ngd
Request started on: 25110/2024 No cases linked
Latest update on 25/10/2024
“@uuartple.com 2 ASSIGNED USERS @ +i
e-Evidence 3.1.0

el 16.2.18

Figure 80: SODAWorkflow State: ISSUED (Open)
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Europear . .
B .| am e-Evidence Digital Exchange System O ®
= o @
SoDB test ——
= o SODB  SODB-PL-CZ-2024-03-14-0001-1 Workflow ~

= Send other information

Form B
Qrearview 14/03/2024 1309

Event & Message Timeline
@ Withdrawal

ISSUING STATE wm Republic of Poland EXECUTING STATE M Czech Republic B Close a case
I$SUING AUTHORITY CA1 Ministerstwo Sprawiedliwosci (Dapartament Wspdipracy EXECUTING AUTHORITY (CZ{(1) Krajské stitni zastupitelstvi Usti nad Labem

O suus  (EEIED G LINKED CASES + 404 ca
Request started on 14103/2024 13:06 No casas linked

Latest update on 14103/2024 13:09

Figure 81: SODBWorkflow State: ISSUED (Open)

Workflow State: CLOSED

Figure 82 SODAWorkflow State: CLOSED

Figure 83 Figure 84: SODBWorkflow State: CLOSED
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