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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

It

exchange of requests for the following judicial instruments:

1

il

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)

describes the Reference

Service of Document$SpD)

Taking of EvidenceToE)

| mpl ement ati onés

By using theRI, authorized users, assigned to appropriate roles, can fill in the available
forms. They can then send these legal forms to Competent Authorities in other Member
States. Users without appropriate roles do not have accéssRband cases.

fwopean | g JUstice Digital EXchange System (JUDEX)

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 is composed of the follenving k e ho |l der 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 2lovember
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 th€ouncil of 25 Novembe
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 theRl

Below is an example on how to accessRheia the Keycloakoute. It is likely, however,
that each Member State will have a different national access method.

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

the Reference Implementatiar a national method that will be provided by national
representatives.

Follow the steps described below to acces®Rihei a Keycl oak:
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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Filip Wszystkowy @ @

= h cuspean | mm JUstice Digital EXchange System (JUDEX)

CRIMINAL

Name

Sad Rejonowy dla miasta stolecznego

SELECT AUTHORITY
Q

CIviL

Name

Sad Rejonowy dla miasta stolecznego Warszawy w Warsza,

Warszawy w Warszawie

Sad Rejonowy dla Warszawy Pragi-Poludnie w Warszawie

Sad Rejonowy dia Wars:

< Cancel

Exceptions

zawy Pragi-Péinoc w Warszawie

: Remember choice in this browser Select

Figure 3: Select Authority screen

1 Access to theRl is denied- an error occurred during the connection toRhen

t he

o

o

1 Error message- if the provided login and password are incorrect, an error is raised

foll owing cases:

You have no access to the domain(s) anddbain(s) ofReference

Implementation

You have no right to access the page oRhg o u

wanted t

(0]

acce:

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 jm&@@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)

TheRI restrictstypes ofrequess that can be created by authoatcording to instrument
and competence. The following instrument anchpetence need to be assigned to an
authority to enableequestreation:

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| - RequestingCourtor 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. TheRl limits executing authorities accordingttee below rules (onhauthorities
with appropriate instrument and competeoar be selected in a search tool and can
receive a newequest

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 caséorward

During sending a case forwarR] should limit executing authoritiesccording 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

TheRI supportszarole-based access control to ensure that access to online datatlaad to

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 combined access
rights of all the roles granted to the resp

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 theReferencémplementation
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3. COMMON LAYOUT AND NAVIGATION

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

The header

The top bar

Thelefth and menu

My tasks

Create Form A signed: 12/05/2. (o)
S0DA 1

[ ]

[

Creats Form A signed: 12/05/2...
S0DA 12/05/2023 1015

AARA ()
SODA 15/08/2023 1121 )

L

SODATG 1 Femy
SODA16/05/2023 063 =

Create Form H: 12/08/2023 161553 X w0 &

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 dhe RI

Click the language switchlocatedatthe top right corner of the header:

== JUstice Digital EXchange System (JUDEX) TestAuthor 0

A\

= | R
=i == Commission

Figure 7: Language switch icon
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Select the language from a popwindow:

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 thel 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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f:;—:- x Eurouef? | == JUstice Digital EXchange System (JUDEX) 91 Soomy ol a

My Dashboard

Last edited cases

Figure 9: User's profile

1 See my profile
1 Switch authority
1 Logout

When selecting'See my profiléy one will see thedJser 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

e Test Author

CA1 Ministerstwo Sprawiedliwosci (Departament Wspoétpracy Miedzynarodowej
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:

i

3e
g
85
!a

-‘ furop | == JUstice Digital EXchange System (JUDEX)

My Dashboard

Last edited cases

Figure 11: Switch authority selection

Click Switch authority from a dropdown menu.
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Then the System displagSelect Authoritppage.

:—- : European | == JUstice Digital EXchange System (JUDEX) Filip Wezystowy @ »

= Commission

SELECT AUTHORITY

°
CRIMINAL CIVIL e

Name Name

Sad Rejonowy dla miasta stolecznego Warszawy w Warszawie Sad Rejonowy dla miasta stolecznego Warszawy w Warszawie
Sad Rejonowy dla Warszawy Pragi-Poiudnie w Warszawie

Sad Rejonawy dla Warszawy Pragi-Poinoc w Warszawie

< Cancel [[] remember choice in this browser ﬁ

Figure 12: Select Authority screen
Select appropriate Authority

Click Select

When theswitching authorityprocess succeeds, you whié 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 selectlaarity you want to log in to automatically each
time from this position.
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3.1.4. Logout/Exit the RI

:_- wspean | mm JUstice Digital EXchange System (JUDEX)

c

My Dashboard

Last edited cases

Figure 13: Logout/Exit theRl

If you want to exit thdRl, 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 process succeeds, you will experience a successful logabé d&id

closure.

3.2. The top bar

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

1 Support information
1 Notification bell
1 Automatic translation

3.2.1. Display support information

Click thequestion markicon located on the right side of the top bar.
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Test Author O @

@ Automatic translation (?) E.—z--]'

Figure 14: Support information

The information box about how to contact your national support will ap@ek
anywhereoutside the information box to close the information.

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 theNoaotification bell icon located on the right side of the top bar.

This icon also features a red circle witlh@mber relating to the number of notifications
available.
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Test Author O @

& Automatic translation (2] E”E--:'

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., aotiad), 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 selectidigar notification@

Notifications IE Close ¥

13:29 test soda

16042024 A case has been assigned o you n
13:21 n
16042024 TEST

13:18 TEST n
16042024 A case has been assigned o you

16:06 So0B Create FormB DraftReturnForAmendment( ver 15/04/2024 12:21:16 PL To CZ

15042024 A case has been assigned fo you

® Clear notifications P

Figure 17: Notifications

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

Select settings icon.
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The following popup window should appear:

Notifications A Close >
Group Al Bell Email
Case assign
Message sending
error
eTranslation ready
Outcome received
Consultation
message received
Other legal
notifications
received
SODA received
S0DB received
TOEA received
TOEL received
Hard deadline
notification
Soft deadline
notification

Figure 18: Notifications settings

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

3.2.2.1. E-mail notification

For a given user to receive therail notification, two conditions must beet.

1. The ¢ i-madaddress must besadded in Keycloak:
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= @EKEYCLC ® anin - (@

test_pll @ cnabied Action =

Created at

Figure 19: Adding email address in Keycloak

2. Make sure that theraail checkboxesintheot i f i cat i o Rbasesdeetedt i ngs i
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3.3. The left-hand menu

In the navigation menu you can find links to the nfairsections

3.3.1. Hide/unhide left menu
Get more space for the content of the page by hiding the menu:

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

@ Start new request

£22 DASHBOARD

My Dashboart

Last edited cases

- ISSUED REQUESTS Issued requests (]

[C] RECEIVED REQUESTS

1 20/09/2023
|§| DRAFTS

& 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.

[m—
—

@ Start new request

My Dashboart

Last edited cases

2 DASHBOARD

- ISSUED REQUESTS Issued requests (]

[C] RECEIVED REQUESTS
! 20/09/2023

|§| DRAFTS

& DOWNLOADS 1 06/10/2023 @

Figure 21: Hide left menu

Paged6/ 276




REFERENCHMPLEMENTATION Date202603-18
Version:2.8 Service of Documents & Taking of Evidence
User Manual

3.3.2. Start new request

(Please note that th#8tart 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 requestuthority 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 will find all basic issues divided to Issued reqgRestsived
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.

if_ uopean | mm JUstice Digital EXchange System (JUDEX) mmumwO (en)

Commission

™8 Automatic translation e V¥

8 DASHBOARD Last edited cases

Py ~
-» ISSUED REQUESTS Issued requests o Received requests @)  Drafts 37 My tasks o
%) RECEIVED REQUESTS
22/1112023 Man i Test. I =HU ITN @ Selenium testF...
(3 orarTs ! HU-2023-11-22-0001-1 est_mall -— ITN 20/09/2023 Complate
13:31
i 2mpzozs MUAPL Test_Mail2 = v D
alia DOWNLOADS ! HU-2023-11-22-0001-1 = -—

Figure22 U s e raéhboard

3.3.4. Cases

Cases are divided to several different categategsending on their case advancement
status:
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1 ISSUED REQUESTSIn this section, the user sees all cases that are in the Issued
status and to which they are assigned/have acWélsen 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.

— A
;_ === European
= == Commission

'y
== JUstice Digital EXchange System (JUDEX) Test Author 0 (en )

"8 Automatic translation (2] 5333

ssued Rocuest

DASHBOARD

My issued requests Deadlines
-» ISSUED REQUESTS

_ Title, reference number or National Case Number Request type
5 RECEIVED REQUESTS

N N Show only
@DRAFTS Q el Oa Oeo OwMa OITN O ot £aves

% DOWNLOADS

+ Showsearchfiters X Clear all fiters
| Ret Title ::2:':; To Type Status
ITN-PL- —
] 22m028  EE L erq  Testmai =HU 1N Issued
MLA-PL-
" - ,
a 2M2028 g o0a41.22.00014 TS Mall2 =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 thésupervisobba nd O Asssi gnher 6 rol e

You can also find deadlines list for all issued caséBaadlinedtab.

?;——{- i Ewuneaﬂ | == JUstice Digital EXchange System (JUDEX)

Issued Requests

[e——

Figure 24: Deadlines tab
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1 RECEIVED REQUESTS in this part, the user sees all casiesat are in the
Received status and to which they are assigned/have atv¢hes a case is

received from another Competent Authority, it is visible on a list of RECEIVED
REQUESTS. To display the list:

European | == JUstice Digital EXchange System (JUDEX) Test Author 0 @

== Commission

& Automatic translation o 53.2

; R
Received Requests

£ DASHBOARD

My received requests Deadlines
> ISSUED REQUESTS
Title, reference number or National Case Number Request type
£%] RECEIVED REQUESTS e
) ~ w only
O A I ) IT
@) orasTs Q Oa Qeo Owma QN O iy,
. DOWNLOADS + Showsearchfiters % Clear all filters
a ] N  Ref Title National Case No. From Type Status
O 1711172023 ITN-HU-PL-2023-11-17-0002-1 ITN RECEIVED - HU ITN
(] 31/10/2023 EIO-CZ-PL-2023-10-31-0001-1 test MsCZ EIO
a 17/10/2023 MLA-CZ-PL-2023-10-17-0001-1 test | ord MLA

Figure 25. Receivedequests

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 thelraft stageis the status of entire case from 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.

;f- , Europesn | wam JUstice Digital EXchange System (JUDEX) ms.mmo (e ]

Commission

Last edited drafts

£22 DASHBOARD

B Automatic translation (2] h:?"

My draft requests
- ISSUED REQUESTS
(] RECEIVED REBWESTE Title, reference number or National Case Number Request type
All 0 O MA O ITN

@ DRAFTS Q Search o o ~ Q
&, pownLOADS 4+ Showsearchfiters X Clear allfilters

O Title National Case No. To Type Status

O 221172023 13:07 x ITN

Al A c
22/11/2023 13:07 EIO

Figure 26: Draft cases

A draft case can be accessed only by:
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1 ThedAuthorbof 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 specific case view.o see mor e det ai Devnlgad D& sirel g o

Printd .
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4. SEARCH FOR A CASE
== JUstice Digital EXchange System (JUDEX) Tost s..p.mm.ﬂ [ ] §

Received Requests

(4 © -

Tito, rofors c Re
S ® Al ! T oriy wrgent cases

ot Ret Title National Case Ho. From = Type Status

a Wy E0CzPLI 1250 e nn e m

o UM EI0-CZPL22311-23-0002-1 tes223.11.23 [ +

o = . D
o0 ITH ISSUED =H & %
a : e . CD
o 08223 EIOHUPL2023-11-09-00011 qut =HU ED +:

Figure 27. Search for a case

Open a list ofdraft/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.

,i_”-Y European | == JUstice Digital EXchange System (JUDEX) Tost Supervisor O &
= == Commission
@ Automaic tianslaton @) @8V

Last edited drafts

My draft requests

Title, reference number or National Case Number Request type
& DOWNLOADS Q — QA QEC OMA QITN e

+ Show search fillers % Clear all filters

O Title National Case No. ¢+ To Type Status
O 08122023 16:5  test EI0 &
O 0612120231517  testgod [ EI0 &
O 081220231459 test EIO &
O 0612202313:41 m M CZ ITN &
O 061220231307  EIO Test EI0 &
O 061220231237 m1 = CZ MLA &

Figure 28: &Search filter§button

Optionally, you can filter the list of draft/issued/received requests by applying filters:
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Click Show search filtersto expand the panel.

Al
=p 8 I == JUstice Digital EXchange System (JUDEX) Tost Supoﬂlmln [ ]

My roceived requests Deadlines

U Ll [ osietad

.............
EI0-CZ PL 2023-11.23-0001 et 21123 WCZ EO &
w2 23.1.23 oz E &
HUPL 2023 111700021 1TN RECEIVED =HU s
341-17-0001-1 1THISSUED =w m &
MLA-CZ.PL-2023-1-03.0001-1 me 2 MA e
EI0-HU-PL-2023-11-09-0001-1 qut =w Eo &

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.

5:- ! European | == JUstice Digital EXchange System (JUDEX) Test Al R 0 @
= = mmission

Issued Requests

Figure 30: Searching for closed cases

SelecttShow search filter®

Pages2/ 276




REFERENCHMPLEMENTATION Date202603-18
Version:2.8 Service of Documents & Taking of Evidence
User Manual

B BT B Eee e

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

= European | == JUstice Digital EXchange System (JUDEX) I'ulsu;snw\:orO [=n]
= Con

@ Automatic transiagtion @@ 8V

Last edited drafts

My draft requests

Title, reference number or National Case Number Request type
YAl O ED O MA O
a search RO QE0 OMAa O ITN

= Hidesearchfilters % Clear all fiters

To (Executing State) ~ Date created o |- m
) O oet [ Ppositively Reviewed Completed [ ] Readytosign (Sectionk) [ Readytosign [ Signed (Section K|

[m} Title National Case No. To Type Status

O 061220231341 m B CZ N

O osn220231237  ml MuCZ  MA

O 061220231236 i1 M CZ 1 &

Figure 32 Clear all filtersdbutton

Click clear all filters
Click Apply button.

A list will berefreshedo adefaultstate.
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5. VIEW A CASE

To view details of a case:

&- b European | == JUstice Digital EXchange System (JUDEX)
= Commission

Received Requests

My roceived requests Deadlines

oo Ref Title National Case No. From = Type Status

o DMAR  EIOCLPLAAN 200011 o 21123 [ « D
o 1721 11-23-0002-1 tesi223.11.23 MCZ  ED & @

a = . D

o ITH ISSUED =Hu ™ & %
z o . CD
o 0812023 E10-HULPL-2023-1.09.00011 qul =HI & & m

Figure 33: Viewing case details

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

)

| == JUstice Digital EXchange System (JUDEX) Tost Supervisor 0 [ ]
n @

test-23.11.23

ED  EI0.CZPL2023-123.00011 4
Overview Annex A Event & Message Timeline o
Reputlic of
‘ ]

ISSUING STATE = Cz EXECUTING STATE

ISSUING AUTHORITY

ACCEPTED LANGUAGES

EXECUTING MATHORITY CA1 Ministerstiro i Vispolpracy

e (IR S LWKED CASES
2372023 12:44 No cases Inked

2312023 13:41

(o]
Requ
Late:
<

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 Executing Authorities 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 eachtbém has a separate Case InstaBeevice 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 SoDmay 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.

g’- b = JUstice Digital EXchange System (JUDEX) .2 ) L

My Dashboard

- Last edited cases

Click Start new requestbutton in the lefhand menu.

Prepare request

Start a new request

Type of Request*

SODA Service of documents (Form A) o

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 Datesectionof 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 shasggynadditional users witlthe
relevantroles required toeviewand send the requesit ask Supervisorfor adding those
users

7.2.1.2. Choosing Executing Authority

Stepseloware applicableto userswith AAuthoband Reviewebdrole.

Figure 38 SoDForm 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 agenisysiness parameters

To find and select the correct authority, the user needs to promicket business data
according to the business rulegjuired by the Executing State. At the example above, the
user should enter a postal cae 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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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: SoDForm A: Searching for a receiving agericgearchresults

SelectAuthority fromthelist of results by clicking a radio button.

Click Select
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After selecthg the Executing AuthorifySoDSection 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) hitps://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 displayethe 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.
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| = Justice Digital EXchange System (JUDEX)

Last edited cases.

T

&
T ] &

2450 retent

Figure 44: SoD- &tart new requedbutton

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.

Continue

Figure 45: SoD- Selecting the request 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, clickébutton
atthe top right corner of the paygp.
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Figure 46: SoD Form B sections

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

Completesections 13 and Request to determine the address of the person 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 shassggynadditional users witlthe
relevantroles required toeviewand send the request askSupervisorfor adding those
users

7.2.1.4. Choosing Executing Authority

Stepdeloware applicableto userswith Authorband (Reviewebdrole.

S o | = {Ustice Digital Exchangs System (JUDEX

Figure47: SoD Form B section 2. REQUESTED AUTHORITY

SelectSection 2. REQUESTED AUTHORITY in List of Sections.

SelectCountry from the list.
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Figure 48. SoDForm B: Selecting an Executing Authority

Click Choose Authority button.

Please enter required params:
postal code: *

SEARCH RESULTS

No Search result

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

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

The authority search tool will display a list df BExecuting Authorities in the chosen
Member State which have the right pair of instrument and compete@aceept this type
of request
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Please enter required params:
postal code: *

praha

SEARCH RESULTS
RECEIVING AGENCIES

No Search result

CENTRAL BODY

Name
CZ(1) Krajske statni zastupitelstvi Usti nad Labem e

CZ(2) Krajské statni zastupitelstvi Praha

CZ(3) Krajské statni zastupitelstvi Praha to

Municipality

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

Figure 50: SoDForm B: Searching for a requested authoiitgearchresults

SelectAuthority fromthelist of results by clicking a radio button.

Click Select

7.2.1.5. Starting a new casé@ SODX
Steps below are only applicable to users withthotorole.
To begin a process ahexceptional cas&reate a new case.

n | == JUstice Digital EXchange System (JUDEX)

W

,,,,,

2450 rasent

Figure 51: Newrequesftcreation

Click Start new requestbutton in the lefhand menu.
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Prepare request

Start a new request

Type of Request *

SODX Exceptional service of documents

Subject of Request *

SODX tes|

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

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.

g_% uropean | wm JUstice Digital EXchange System (JUDEX) CACIVA CVIL Mg Sy O &=
= Commission
= 58 Automatictransiation @ WY
SODX & Download il Delete Case ¢ Comment Workflow v

Overview SODX Event & Message Timeline eTranslations

@ Attach Document "B Form Translation

Competent authorities *
Issuing State

Republic of Poland
Executing State *

Select execuling state ~

Message *

Figure 53 SODX draft request

A new draft will be created and displayed w8®DX ready for completion.
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7.2.1.6. Choosing Executing Authority

Stepsheloware applicableto userswith GAuthorbrole.

;’:- & European | == JUstice Digital EXchange System (JUDEX) et oy e CivT CivZ Al 0 [Ev]
8 Automatic transiation @ ‘E-:‘

SODX test ¢ National Case No. | -
SODX & Download 1 Delete Case # Comment

Overview SODX Event & Message Timeline eTranslations

@ Attach umen

Issuing State

Republic of Polan

Executing State *

Czech Republic v o

Executing Authority *

Auto save i)

Figure 54: SODX selecting executing state

SelectExecuting Statefrom the list.
Click Choose Authority button.

Forselection of the executing authordfexceptional cases, tiid displays all authorities
that have aelevantinstrument assigned in CDB (for SODX instrument SBervice of
documents- is relevant)in the chosen Executing Staf€he userselecs the correct
Executing Authority from the lisfi{ters can be used for easier selection).
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Search for competent authority X

SEARCH CRITERIA

Name

all ]

SEARCH RESULTS
Name Municipality

O CA-CIV-2 Krajské statni zastupitelstvi Praha Usti nad Labem &=
O CA-CIV-3 Krajské statni zastupitelstvi Praha tb Usti nad Labem &=

) CA_CINLA Kraicka statni zactinitalethsi Praha 1leti nad 1 aham =

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 riblie user with an Author
role who initiated the SoD does not have additional Serderthen the Author should
assigna Sendeor askSupervisofor 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.

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 Implementatioiihese authorities will be clearly distinguished from those that
can.

These authorities should be contacted via the traditional route such as registered mail.
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Search for competent authority x
|
CZ(1} Krajské stitni zastupitelstvi Usti nad Labem Ustinad Labem =]
CZ(2) Krajské stitni zastuptelstvi Praha Prana 1 =
CZ(4) Krajské stitni zastuptelstvi Praha Prana 3 =
CZ(5} Krajské stitni zastupitelstvi Usti nad Labem Ustinad Labem =
CZ(6) Krajské stétni zastupitelstvi Praha Praha 1 =]

This Competent Authorty data has been kindly provided by EJN Atlas

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
communication via theReferencdmplementation

7.2.1.8. Mandatory fields

All mandatory fields must beompletedbefore the So@an 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 all required (manoiy) 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:
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== JUstice Digital EXchange System (JUDEX) O [ ]

European
E == Commission

SoDB test # National Case No. | 4 -

SODB 0 @ Delete Case Warkflow ~

N Form B i
Overview . FOIM® 4 | Event&Message Timeline

& Get PDF / Print % Attach Document « Validation check e

e REQUEST TO DETERMINE THE ADDRESS OF THE PERSON TO BE SERVED
1. TRANSMITTING AGENCY (Article 7(1){a) of Regulation (ELJ) 202011784 of the European Parliament and of the Council of 25 November 2020 on
the senice in the Member States of judicial and extrajudicial documents in civil or commercial matters (service of

2. REQUESTED AUTHORITY documeants)

3. ADDRESSEE OJ L 405, 212 2020, p. 40

This form applies only to 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: *

Figure 57: SoD Form B validation

View a case and seleeorm A/ Form B tab.

Click Validation check.

?1'- - coopean | == JUstice Digital EXchange System (JUDEX) O (=]
- == Commission
= e @
0 S0DB o Delete Case orkflow ~

Form B
overview . FOTE |, Eventa Message Timeline
& Get PDF / Print % Attach Document « Validation check

REQUEST TO DETERMINE THE A o REQUEST TO DETERMINE THE ADDRESS OF THE PERSON TO BE SERVED

1. TRANSMITTING AGENCY {Arlicle 7(1)(a) of Regulalion (EU) 202011784 of the European Parliament and of the Gouncil of 25 November 2020 on
the service in the Member Stales of judicial and extrajudicial documents in cvil or commercial matters (servica of
2. REQUESTED AUTHORITY dacumants}
OJ L 405, 212 2020, p 40,
3. ADDRESSEE [:]
TS 01 appIes oniy 4 I MemBer SIales which provids ASSISIANGE i AcCordance wilh Arlcie F(1)a) of Reguiaton
20201
SIGNATURE AND DATE -]
1¥0H N0 of the tranemiting agency: =

This fleis s required 9

Autosave @il ‘:
Figure 58 SoD Form B mandatory fields

Validation will be performed and theast notification wittwarning 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 witlbAuthordrole.
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:_:-- ®-= curopean | == JUstice Digital EXchange System (JUDEX) s ot 1 Civ2 A 0 (on)

4 Automatictransiation @ W19

@ start new request SODA t 5 e
est ¢ National Case No. m -

I DASHBOARD

SODA f Delete Ca Jownloa py Ca nent Workflow
= ISSUED REQUESTS
A Send to review

[
| J

SELENED BERESIS Overview . "“)’"““:‘ = Event&Message Timeline  eTranslations

[3 orarFTs )

B STATISTICS & Get PDF / Print Q Attach Document « Validation check @ Form Translation

-‘- DOWNLOADS
REQUEST FOR SERVICE OF REQUEST FOR SERVICE OF DOCUMENTS
DOCUMENTS
1. TRANSMITTING AGENCY Ar tion (EU) 2020/1784 of the European Parliament and of the Council of 25

No! ates of judicial and extrajudicial documents in civil

2. RECEIVING AGENCY or

0J L 405, 2,12.2020, p. 40,
3. APPLICANT(S)

Reference No of the transmitting agency: *
4. ADDRESSEE

5. METHOD OF SERVICE

Asosave G A

Figure 59: SoD Form A send to review

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

1 A toast notification (success)ll show upatthe bottom.

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

1 If a usehasno 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 marldr@sitively Reviewed
or return it for amendment, or to reject completely if needed. Editidiheoformis also
possible.

Steps belovare applicableto users withdReviewedrole.
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European

@ start new request

=3 ISSUED REQUESTS
51 RECEIVED REQUESTS

[3) orars

= STATISTICS

& DOWNLOADS

Commission

== JUstice Digital EXchange System (JUDEX)

SODA test
SODA 1 Delete Case & Download Copy Case
Qverview Form A Event & Message Timeline  eTranslations
250102024 11:15
ISSUING STATE mm Republic of Poland EXECUTING STATE I Czech Republic

RV EDER)
ISSUING AUTHORITY CA-CIV-1 CIVIL Ministerstwo Sprawiedliwosci (Departa... ACCEPTED LANGUAGES “E J\E-' &’

RECEIVING AGENCY

(o1 I READY TO REVIEW % LINKED CASES
Request started on: 25/10/2024 No cases linked
Latest update on 2510/2024

«§ ASSIGNED USERS

Figure 60: SoD Form A: Accepting review

In a reviewed case clidk/orkflow > Accept review:

Jeff1 Civ1 Civ2 All
CA-CIV-1 GVIL Ministerstwo Sprawied| O m

¥ Comment

a <4 Accept Review

(@ Automatic translation

[~ :E:_\_\

National Case \mm -

Workflow v €

4 Reject

A Retum for amendment

CA-CIV-1 Krajskeé statni zastupitelstvi Usti nad Labem

= Add case link

[&} Dispiay roles o+ Edituse

1 A new timestampdositively 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.

@ start new request

5 DASHBOARD

- ISSUED REQUESTS
[™) RECEIVED REQUESTS
[B) orarts

B STATISTICS

& DOWNLOADS

European
Commission

== JUstice Digital EXchange System (JUDEX)

SODA test
SODA @ Delete Case & Download Copy Case  Con
overview , FormA Event & Message Timeline  eTranslations

ISSUING STATE mm Republic of Poland EXECUTING STATE

ISSUING AUTHORITY CA-CIV-1 CIVIL Ministerstwo Spraw ACCEPTED LANGUAGES  (CS)(EN)(SK;

diiwosci (Departa

EXECUTING AUTHORITY

© staTus CEENEELETETED Qo LINKED CASES
Request started on: 251012024 No cases linked
Latest update on: 2511012024

«5 ASSIGNED USERS

Figure61: SoD Form A:@Positively reviewedistatus

Jeff1 Civ1 Civ2 All
sonuimeneea @) @

8 Automatictransiation @ R2Y

National Case No. + -

I Czech Republic

CA-CIV-1 Krajské statni zastupitelstvi Usti nad Labem

]
+
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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.

fi- ._ fropean | wmm JUstice Digital EXchange System (JUDEX) i i T Civt Civz Al 0 [en

B8 Automatic transiaton @) 20

e —————

B DASHBOARD
SODA i Delete Cas: Workflow ~ | €9

Download mment
-» ISSUED REQUESTS
« Preparation for sign|
I*) RECEIVED REQUESTS Form A
251102024 1115

fe
v

Overview Event & Message Timeline  eTranslations
[2) orarTs A Reject
= STATISTICS ISSUING STATE wmm Republic of Poland EXECUTING STATE M Czech Republic A Return for amendment
. DOWNLOADS )

ISSUING AUTHORITY CA-CIV-1 CIVIL Ministerstwo Sprawiedliwosci (Departa ACCEPTED LANGUAGES  (C5)(EN)(SK

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

[OR-1/Y{'-JN POSITIVELY REVIEWED G LINKED CASES +

Request started on: 2511012024 No cases linked

Latest update on: 25102024

»]
+

«§ ASSIGNED USERS

Figure 62 SoD Form A preparation for signature

@ In a reviewed case clidk/orkflow > Preparation for signature:

A. Click Workflow > Return for amendment - the case will go back tBReviewer
stepin whichthe formcan beeditedby the user with Reviewaple. The Reviewer
will have to make amendments and click ag&iorkflow > 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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%ig 5::§::im| == JUstice Digital EXchange System (JUDEX) O (=]

Ll SoDA test National Case No. | 4+ -
ES [
SODA @ Delote Case | Workflow ~ | €9
[E] - sign
" Form A "

Overview . "0/ .5 | Event&Message Timeline
&

ISSUING STATE = Republic of Poland EXECUTING STATE B Czech Republic

ISSUING AUTHORITY CcAl Migdzynaro RECEIVING AGENCY CZ(1) Krajské statni zastupitelstvi Usti nad Labem

@ smrus  GELIACERN g LINKED CASES =+ Add case fink

Request started on 13/03/2024 14:35 Mo cases linked

Latest updata on’ 13/03/2024 16:03

% ASSIGNED USERS [8) Dispiay roles + Eatusers

Figure 63 SoD Form A signing

@ After the user click$ignin Workflow,  then theRI displays a pofup window.
At this step, the user has the option to choose whether they want to sign the dasument
PAdESformator selectothertype of signaturgnonPAdES format).

Signature Form A

1 Plase download B Form A POF document 10 your desk
& Dowrdoad Form A

2. You can change the document Soemalt f necessary. O

@ Ootal sgnature in POF format (recommended)

O Other types of sgnatures

3. Sign the document and upload it

2 Upioad signed Form A

Figure 64: SoD Form A download
7.2.1.11.1PDF download

Download PDF to youcomputer by clicking Download Form A.

Keepr adi o button O6Digital si g6i markedbydefanlt PDF f o
Open the PDF ildobe Acrobat Readersoftware.
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Figure 65: Opening SolForm A in a PDF form

B 00 500 et el S o g - At At P b

More ol Doowment

Q fas

Forms & Signatures

Share & Review

Figure 66: Signing SoD Form A in a PDFiToolstab

@ Click Tools > Certificates

Pager5/ 276




REFERENCHMPLEMENTATION Date2026:03-18
Version:2.8 Service of Documents & Taking of Evidence
User Manual

L MG Lol et et Bt et Sy Sl

Homs  lool  DROEWER w8 @3 a
Cotifcpim @ Oty i [ Tome g 1)

=]

B Cu ST B Syl GF Cxietpmnin T

R BN M Y U Maieris Pl el - [ el 21
B B M B UL B Rt L e S B AL S B
Pl O AT i Tl BTN T OF 08 e LR T

Bathas mrca s Bl PR U ARG AT RN

B TRANSHTRERGG Aol 8N
11 by AL
wma

§ Praw Crarwian b
(T

B3 L et mnd bt 8508 b S, fparaarmicin 18

Figure 67: Signing SoD Form A in a PDRDigitally Signbicon

® click Digitally Sign.

I SO0 S0 et mt_Suem_n et - Adole Aot B 4 00

Lo Wiee vy
Mome  Tob  Documeet e B Q

Cortiicaten [ (% LR p—

=

SEQUEAT FOR SERWCE OF DOOVMENTS

Aticie BTy ot B 1 D Connt o8 10
vt

2000 WA Sty
e o, @ s meEIT NI,

L. TRANGMITTING AGENCY
L1 Wereny €AY

Prew

12 Asaes
121 Mrent o st 0 hon AL Gpapdeatiie 13
122 o wd pimdinte: Werstews, 00936
120 Convtry: Rapubiie of Potend

1) Tee aR22200010

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

@ Read the instructions and cli€k .
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Figure 69: Signing SoOForm A in a PDF: Choosing appropriate area

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

Sign with a Digital ID

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

o @[E") View Details

( Configure New Digital ID ) ( Cancel )

Figure 70: Signing SoCForm 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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Figure 71: Signing SoD Form A in a PDF: Selectiggigrobutton

@ A modal windowwill appear.Click Sign.

Save As X
« ~ 4 H > ThisPC > Desktop v & | Search Desktop »p

Organize v New folder @ - (2]

~ ~
v [ This PC

> J 3D Objects
> Desktop
> | Documents

> J Downloads
> D Music
> [&] Pictures

> [@ Videos
> & (C) Local Disk
> == (G:) JUST (\\netl
v

[ER 1

/7

File name: | SODA SoDA test sod_form_a v
Save as type: Adobe PDF Files (".pdf) v

A Hide Folders @ T | 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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Figure 73: Signing SoD Form A in a PDF: Entering your PIN number

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

NOTE: Whendther types o$ignaturedoptionis selected, theanother type of document
can be uploaded (e.g.: jpg, jpeg, png). The docummardt be signed witlone of the
following: digital signatures or seals, stasphandwritten signatures.

7.2.1.11.2Upload signeddocument

Signature Form A

1 Pase 0owrdoad e Form A POF gocurment 1 your (s
& Downioad Foem A

2 You can changs e document rmat f recesswy O

@ Ot sgratre in POF Sormat (recommended)
O Omar ypes of sgransces

3. 50N 1o Socument ond upioas &

X Upicaa sgnea Form A

Figure 74: Uploading Signed SoD Form A

Return to theReference Implementatiand clickUpload Signed Form A
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@ File Upload

1 B > ThisPC > Desktop v O

Organize ~ New folder

™ This PC @ SODA SoDA test sod_form_a
¥ 3D Objects

I Desktop

E Documents

¥ Downloads

J" Music

&= Pictures

‘ Videos

24 (C) Local Disk

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

X
Search Desktop £

EE- O @

File name: |SODA SoDA test sod_form_a

~| |an Fites ~|

e | Open | | Cancel ‘

Figure 75: Browsing for asigned PDF

Browse foryour signedPDF file and clickOpen.

Signature Form A

o&qvmx doocument of Form A is uploaded. You can submit
now for sending

Figure 76: Submitting SoD Form A

If the signature is positively verified during the uploadpast notification (success)

will appear.Click Submit.
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Signatwre Form A

1 Phemse Sowrseat B Form A POF gox

290 e Shange e gocument St £ recesssry ©
@ Cgun spunse m CTF hrma o mendnd
() Omer e of mpranses

" gmed ¢

& Uptead wgret Faom 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 corrdcbwsebr.

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 withSendedrole.

Open a case.
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== JUstice Digital EXchange System (JUDEX) CAGIVA CMIL Mt Sy 0 =)

M Automatic transiaon @ 20

SODA test National Case No. m -
S0DA 1 Delete Case & Downioa Copy Case # Comment Workfiow ~ | €0
A Send
Overview ‘F\‘:”}"'x 15 Event&Message Timeline  eTransiations
ISSUING STATE mm Republic of Poland EXECUTING STATE I Czech Republic
& DOWNLOADS N RN (T
= ISSUING AUTHORITY CGA-CIV-1 CIVIL Ministerstwo Sprawlediiwoscl (Departa ACCEPTED LANGUAGES  (CS)(EN)(SK)

RECEIVING AGENCY CA-CIV-1 Krajské statni zastupitelstvi Usti nad Labem
© status  @EED G LINKED CASES o Add case ink
Request started on: 25/10/2024 No cases linked
Latest update on: 2510/2024
«% ASSIGNED USERS (8} Drsplay roles | | o Editus:

Figure 78 Sending SoD Form A

Click Workflow > Send

System sends Form A and confirmation message appears.

SR Y coser | JUstice Digital EXchange System (JUDEX) e tmenean () @

M8 Automatictransiation @ 22

SODA test National Case No. | + -
SODA & Download Copy Case & Comment workflow ~ | €9
Overview ‘filif;':’:‘ o Event&Message Timeline eTranslations
ISSUING STATE mm Republic of Poland EXECUTING STATE I Czech Republic
. DoOWNLOADS EEVEN B
X oo \ ( )
ISSUING AUTHORITY CA-CIV-1 CIVIL Ministerstwo Sprawiediiwosci (Departa, ACCEPTED LANGUAGES  (CS)(EN)(SK,
RECEIVING AGENCY CA-CIV-1 Krajske statni zastupitelstvi Usti nad Labem
O status (EHED) 9 LINKED CASES + Add
Request started on: 2511012024 No cases linked
Latest update on: 2511012024

° Success x
o2 ASSIGNED USERS TiE0E i e [8) Display roles | [ o+ Edtuse

Figure 79: Sending 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

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.
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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)

European | == JUstice Digital EXchange System (JUDEX) s e et i ?.'fzuA"o [x

P8 Automatic transiation @ (120

National Case N:.m -
Bi DASHBOARD
SODA &, Downloac Gopy Gase @ Comment Workflow ~ €3
3 ISSUED REQUESTS
_ = Send other Information
£y RECEIVED REQUESTS
(=) fz==dar L Overview  __ ,F?FTL"‘I Event & Message Timeline  eTranslations
B Close a case
ISSUING STATE mm Republic of Poland EXECUTING STATE Bw Czech Republic
& DOWNLOADS P
o DO s (CS)(EN)(SK)
ISSUING AUTHORITY CAGIV-1 CIVIL Ministerstwo Sprawlediiwosci (Departa ACCEPTED LANGUAGES  (CS)(EN)(SK
RECEIVING AGENCY CA-GIV-1 Krajske statni zastupitelstvi Usti nad Labem
© sTatus (EHED S, LINKED CASES + Add
Request started on: 251012024 No cases linked
Latest update on 251012024
«§ ASSIGNED USERS [a} + e

Figure 80: SODAWorkflow State: ISSUED (Open)
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== JUstice Digita

A

European |
Commission

SoDB test

SCDB  SODB-PL-

Overview

ISSUING STATE

ISSUING AUTHORITY

Form B
14032024 1309

| EXchange System (JUDEX)

£Z-2024-03-14-0001-1

Event & Message Timeline

wm Republic of Poland

CA1 Ministerstwo Sprawiediwosci (Departament Wspolpracy

o ®
National Casa No + -
Warkflow ~

& Send other information

@ Withdrawal

EXECUTING STATE M Czech Republic B Close s case

EXECUTING AUTHORITY CZ{1) Krajské statni zastupitelstvi Usti nad Labem

Request started on

Latest update on

@ swvs D

14/03/2024 13:06

14/03/2024 13:09

G LINKED CASES + 4ad case ini

No cases linked

Figure 81: SODBWorkflow State: ISSUED (Open)

Workflow State: CLOSED

== JUstice Digital

European
Commission

ISSUING AUTHORITY

| EXchange System (JUDEX)

SoDA test
SODA
Form A
Overview ARS8 Event & Message Timeline
ISSUING STATE = Republic of Poland

CA1 Ministerstwo Sprawiediiwosci (Departament Wspoipracy

o &
National Case No. 4 -

fiDeleta Case | Workfiow ~ | €3

= Send other information

& Reopen a case

EXECUTING STATE b Czech Republic

RECEIVING AGENCY CZ(1) Krajské statni zastupitelstvi Usti nad Labem

Request started on

Latest update on

© sums

13/03/2024 14:35

14/03/2024 11:43

Qo LINKED GASES + Anacase link

No cases linked

Figure 822 SODAWorkflow State: CLOSED

A

@ Start new request

== JUstice Digital

European
Commissio

SoDB test

SODB

Overview

ISSUING STATE

ISSUING AUTHORITY

FormB
141032024 13:00

EXchange System (JUDEX)

SODB-PL-CZ-2024-03-14-0001-1

Event & Message Timeline

wm Repubic of Poland

CA1 (D it

National Case No + -

@ Dolste Case Workflow ~

& Reopen a case

= Send other information
EXECUTING STATE B Czech Republic
EXECUTING AUTHORITY CZ(1) Krajské statni zastupitelstvi Usti nad Labem

Request starled on.

Latest update on

@ smus  (EEED)

14/03/2024 13:06
14/03/2024 13:11

G LINKED CASES 4 Add ca

No cases linked

Figure

83 Figure 84:

SODBWorkflow State: CLOSED
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7.3. Withdraw SODA

== JUstice Digital EXchange System (JUDEX) CACVA CVIL M ff".‘f'?,l?!ﬁ?:‘“n (N}

= - %= European
= Commission

’B Automatictransiaton @ @220

@® Start new request test National Case No. w -

#8 DASHBOARD
SODA  SODA-PL-CZ-2024-10-28-0003-1 & Download Copy Case ¢ Comment Workflow v (i)
- ISSUED REQUESTS

1 RECEIVED REQUESTS FormA FormD @

Overview A
284002024 09.27
[3) orarts

B STATISTICS & GetPDF /Print @ Withdrawal R Form Translation SeN)

Event & Message Timeline eTranslations

& DOWNLOADS

ACKNOWLEDGEMENT OF ACKNOWLEDGEMENT OF RECEIPT*
RECEIPT
1. DATE OF RECEIPT Article 10(1) of Regulation (EU) 2020/1784 of the European Parfiament and of the Council of 25
November 2020 on the service in the Member States of judicial and extrajudicial documents in civil Attachments
SIGNATURE AND DATE or commercial matters (service of documents)

Token.pdf
(OJ L 405, 2.12.2020, p. 40.)
28/10/2024 09:27
v
This acknowledgement of receipt should be sent through the decentralised IT system or otherwise
as soon as possible after receipt of the document and in any event within seven days of receipt.(2)
Document.xm|

Reference No of the transmitting agency: e

Figure 85 WithdrawSODA

Go toForm D/Form H tab.Click Withdrawal in action bar

Then, theRl displays a draft version of Withdrawal Form and confirmation message.

== JUstice Digital EXchange System (JUDEX) CAG GVIL Mt St 0 (=)
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test National Case No. | -
SODA  SODA-PL-CZ-2024-10-28-0003-1 & Download Copy Case 4 Comment Workflow ~ |

[*] RECEIVED REQUESTS Form A FormD @ Withdrawal
OeVIOW | gM020240927 | aato202a0927  DAMA2024 0930
[3) orarTs

H sTATISTICS 3 < send @ Attach Document  # Validation check DRAFT

Event & Message Timeline eTranslations

& pownLoADS

REFERENCE NUMBER OF REFERENCE NUMBER OF TRANSMITTING AGENCY*
TRANSMITTING AGENCY

DATE AND REASON OF Reference No of the transmitting agency:
WITHDRAWAL

CONTACT PERSON

Reference No of the receiving agency: *

Addressee: *

Auto save Wi
Figure 86. Steps to withdrasODAcase

Complete all mandatory fields &eferencenumber of Transmitting Agency, Date
and Reason of withdrawaland Contact personsections of Withdrawal Form by using
the List of Sections menu.

Click Sendto send the Withdrawal Form to the Executing Authority.
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System displays a peyp window. ClickYesto confirm that you want to seral
Withdrawal Form.

Send Withdrawal X

Do you want to send Withdrawal?

No Yes

Figure 87 SODA Send Withdrawal confirmation

The status of the case wile changed t&VITHDRAWN.

7.4. Withdraw SODB

M

-t_ Guropean | mm JUStice Digital EXchange System (JUDEX) o ,‘ng‘f.v;’c‘:vgf..o @

= ‘B Automatictransiation @ 207

52 DASHBOARD

SODB  SODB-PL-CZ-2024-10-23-0001-1 py Case # Comment & Download
=> ISSUED REQUESTS
& Send other Inf

e <
ERRECEVED REQUES]S Overview foiichd Event & Message Timeline  eTranslations
@ DRAFTS @ Withdrawal
HE STATISTICS ISSUING STATE mm Republic of Poland EXECUTING STATE B Czech Repubiic | B Close acase
&, DOWNLOADS
= 5 s ( EN)(SK)

ISSUING AUTHORITY GA-CIV-1 CIVIL Ministerstwo Sprawiedliwosci (Departa ACCERTEDLANGUAGES: (CS)(EN)(SK

EXECUTING AUTHORITY  CA-CIV-1 Krajské statni zastupitelstvi Usti nad Lab...

O sms EHED Qo LINKED CASES + Ad

Request started on: 2311012024 No cases linked

«§ ASSIGNED USERS (8} Dis G + Edt

Figure 88 WithdrawSODB

Click Workflow > Withdrawal

Then, theRl displays a draft version of Withdrawal Form and confirmation message.
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== JUstice Digital EXchange System (JUDEX) pon e e i1 SV Al 0 B

- ¥ European
E Commission

fB Automatic transiaton @@ 20

3 DASHBOARD

SODB  SODB-PL-CZ-2024-10-23-0001-1 Copy Case ® Comment & Download Workfiow
D REQUESTS

" R IVED REQUESTS Form B Withdrawal

Overview . o as  atimsgez;  EvENt&Message Timeline  eTransiations

[3 orarts

i# STATISTICS 3 o Send ' Attach Document  # Validation check DRAFT

& powNLOADS
REFERENCE NUMBER OF REFERENCE NUMBER OF TRANSMITTING AGENCY *
TRANSMITTING AGENCY

DATE AND REASON OF
WITHDRAWAL

Reference No of the transmitting agency:

PL 23102-24

CONTACT PERSON
Reference No of the requested authority: *

Addressee: *

Autosave Wi

Figure 89: Steps to withdrasODBcase

Complete all mandatory fields &eferencenumber of Transmitting Agency, Date
and Reason of withdrawaland Contact personsections of Withdrawal Form by using
the List of Sections menu.

Click Sendto send the Withdrawal Form to the Executing Authority.

System displays a peyp window. Click Yes to confirm that you want to send
Withdrawal Form.

Send Withdrawal X

Do you want to send Withdrawal?

No Yes

Figure 90: SODB Send Withdrawal confirmation

The status of the casell be changed t&WVITHDRAWN.

7.5. Execute SoD

7.5.1. Acknowledgement of Receip6ODA

When Executing Authority receivedODA request, system automatically sends partially
completed Form D.
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Sending manual (fully completed) confirmation of the receipt (Form ietétssuing State
is divided to two (2) steps:

Step 1. Creating Form D:

View the incoming request.

i- = curopean == JUstice Digital EXchange System (JUDEX)

Figure 91: Creating SoD Form D: Acknowledgement of receipt

Click Workflow > Create Form D.

--------------

Figure 92. SoD Form D draft version displayed

Form D draft version will be createshd displayed.
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