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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

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 mattétaking of evidence)

| t describes the Reference

exchange of requests for the following judicial instruments:

1 Service of DocumentsSED)

f 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.

| wm JUstice Digital EXchange System (JUDEX)

€ Mo ke Adyigned @ v @ EN

Figure 1: Home Page of thReference Implementatiavithout having roles assigned to

the user
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1.2. Intended Audience

The

i ntended audience of

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

1.3. Applicable documents

ID
[AD1]

TheRegulation (EU) 2020/1784 of the Europs

Document title

Parliament and of the Council of 25 Noveml
2020 on the service in the Member Stateg
judicial and extrajudicial documents in civil
commercial matters (service of documents).

Regulation (EU) 2020/178

this document

Reference

[AD2]

TheRegulation (EU) 2020/1783 of the Europe
Parliament and of the Council of 25 Novemi
2020 on cooperation between the courts of
Member States in the taking of evidence in ¢
or commercial matters (taking of evidence)

Regulation (EU) 2020/178

Table3: Applicable documents

1.4. Documents conventions

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

The aim of theReferencdmplementatiorwas 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 userods role all ows execution of certain &
some of the screenshots in this manual may hedditional or missing icons and
functionalities that practitioners are unlikely to experience in theirlifealise. 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 iconmsathdie

invisible to most.

2.1. Accessing theRl

Below is an example on how to accessRheia the Keycloak route. 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 enébledibak accountto access

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

Follow the steps described below to accesfRthei a Keycl oak:
Enter the address of tiReference Implementationn your web br owser.

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

Username or email

Password

Figure 2: Keycloak authentication screen

Sign in with your Keycloak credent.i

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 tBehexct
Authoritydpage, where you can choose the authaoitywhich 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 selectingRemember my choice in

this brow§ethis

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

Figure 3: Select Authority screen

Exceptions

1 Access to theRl is denied- an error occurred during the connection to Rhén
the foll owing cases:

o You have no access to the domain(s) and-darbain(s) ofReference
Implementation

o You have noright to access the pageofRhg o u want ed t o acce:

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 ih&@@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 ofrequest that can be created by authoatycording to instrument
and competence. The following instrument anthpetence need to be assigned to an
authority to enableequestreation:

SODA - instrument:SD, competencé& ransmittingAgencyor Central Body
SODB- instrument:SD, competencelransmitting Agency or Central Body
SODXT instrument: SDcompetence: any

TOEA - instrument.TE, competenceR| - 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 crogmrderrequest(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, competenceéReceiving Agencyr Central Body
SODB- instrument:SD, competenceAssisting Authority

SODXT instrument: SD, competence: any

TOEA - instrument.TE, 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 forwarR] should limit executing authoritiegccording to the
following rules:

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

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

2.3. User roles

TheRI supportsarole-based access control to ensure that accesditee 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 combined access
rights of all the roles granted to the respective e r

Creating » cone

Wewing o (ase

EIng T i Tom o Dt aedl Soady 90 revew ST

Eling cam st

Deleting 2 cane in draft staten

Searrhing dor o cae

Abtmchvng 'deissing flles (o amy doaft messags t whikh this weer as sccew
Lapanting = case (00 50 M)

Arporting & Case (froe » g Nie|

[Privting The Contint of & case (Srm)

DEpaniing Tv Cirs 1 evathar sty [ty Tenwsot

Puahing the (ase 1 The sent glie Bevew

Prabing the Case 1e e sent phace: Sgn & Song
[Seaiag & sase (mve mun Fome)

Sgiery o Cese (e vale doem|

Sgrrg @ subAoem |wry form tha bs rert @ resin baem|

Sending & wat-form [ary Soere st 5 rot 3 main foem)
Withcraatag & cace (whic Nas aveasy Been semm)

e S g |

Achrowiatgieg witdiamyd - creating 308 sending & predelioed message
Forapedng o e - eating aed sendng

Rpuiting & case
Shating & Case with Scoervenr |+ Asaigrer] of enother suherty
Seading sermission for oll cxaen presstrg mode)

Adding nest azplican (500 Form A, section 3)

Adding nest clelmuartDetitoner (Tz€ Forre A section &)

Adding of the chy (Tal Famm A, wection 3|
Adding defendantrespondants (Tl Form A, saction 6)
Addng of the: (TaE Fm A, section 7)

Fushing bock 1o Case 30 e presioes ohese: Dvatt
Fuahing back e Cast % Yo previous ohese Revien
Addeg grirg) ey 1o @ Uy ansgr
2ing Hiez b= = el
Clowing @ Camesopening cowed oum
Debating clonnd cans
Comerenting 4 cone/edring eshiting comment/ Jeleting comment
Lodeg o o
Atass 3 o received Ciodns
‘Maraging statntics

User rofe should haree thie ability
Uner rife shoukt sot have this ablitty

EA  Esecuting Authority

Figure 4: User rolesi matrix

2.3.1. Functional user roles

The roles below correspond to operational user roles that can be defined in the Rl and that
a physical person could be grant€Hey are derived from the abstract roles defined above.
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Author
The AAuthoro use role is responsible

the following access rights:
1 Creating a case
1 Viewing a case
T Editing the main form in o6Draftdé and
1 Editing casesubject
1 Deleting a case in draft status (any user who has access to the case can do this)
1 Searching for a case
1 Attaching/deleting files to any drdfhrm to which this user has access
1 Exporting a case (taip file)
1 Importing a case (from a .zip file)
1 Printing the content of a case (form)
1 Pushing the case to the next phase: Review
1 Signing a sudorm (any form that is not a main form)
1 Sending a suform (any form that is not a main form)
1 Withdrawing a case (which has already been sent)
1 SendingServiceMessage (conversation mechanism)
1 Acknowledging withdrawail creating and sendirgpredefinednessage
1 Forwarding a cask creating and sending a case forward
1 Adding next applicant (SoD Form A, section 3)
1 Adding next claimant/petitioner (TOE Form A, section 4)

1 Adding representatives of the claimant/petitioner (TOE Form A, section 5)
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1 Adding defendant/respondents (TOE Form A, section 6)

1 Adding representatives of the defendant/respondent (TOE Form A, section 7)

T Adding/ assigning users to a case/removi ng
1 Downloading files from attachments to fdfms

1 Closing a case/opening closed case

1 Deleting closed case

1 Commenting a case/editing existing comment/deleting comment

1 Copying a case

Reviewer

The AReviewer o user rol eformmtheRIsyptam si bl e
before it is sent outt typically has the following access rights:

1 Viewing a case

T Editing the main form in O6Drafté and O6Rec
1 Searching for a case

1 Attaching/deleting files to any drdtirm to which this user has access
1 Exporting a case (to .zip file)

1 Printing the content of a case (form)

1 Pushing the case to the next phase: Sign & Send

1 Signing a sudorm (any form that is not a main form)

1 Sending a suliorm (any form that is not a main form)

1 Withdrawing a case (which has already been sent)

1 SendingServiceMessage (conversation mechanism)

1 Acknowledging withdrawai creating and sending a predefimadssage
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1 Forwarding a cask creating and sending a case forward

1 Rejecting a case

1 Adding next applicant (SoD Form A, section 3)

1 Adding next claimant/petitioner (TOE Form A, section 4)

1 Adding representatives of the claimant/petitioner (TOE Form A, section 5)
1 Adding defendant/respondents (TOE Form A, section 6)

1 Adding representatives of the defendant/respondent (TOE Form A, section 7)
1 Pushing back the case to the previous phase: Draft

1 Downloading files from attachments to fdfms

1 Closing a case/opening closed case

1 Deleting closed case

1 Commenting a&ase/editing existing comment/deleting comment

1 Copying a case

Sender

The fAiSender o user role is responsible fo
system. It typically has the following access rights:

1 Viewing a case

1 Searching for a case

1 Attaching/deleting files to any drdfirm to which this user has access
1 Exporting a case (to .zip file)

1 Printing the content of a case (form)

1 Sending a case (the main form)

1 Signing a case (the main form)
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1 Signing a sudorm (any form that is not a main form)

1 Sending a suform (any form that is not a main form)

1 SendingServiceMessage (conversation mechanism)

1 Acknowledging withdrawail creating and sending a predefimadssage
1 Forwarding a cask creating and sending a case forward

1 Rejecting a case

1 Pushing back the case to the previous phase: Review

1 Downloading files from attachments to fdfms

1 Closing a case/opening closed case

1 Deleting closed case

1 Commenting a case/editing existing comment/deleting comment

Supervisor

The #fASuper vi srespansible $oeassigniny Icases within its own
authority using the RI system and for sharing cases with Supenasals
Assigners n ot her authorities. ASupervisor o
the authority. It typically has the following access rights:

1 Viewing a case

1 Deleting a case in draft status (any user who has access to the case can do this)
1 Searching for a case

1 Attaching/deleting files to any drdfirm to which this user has access

1 Exporting a case (to .zip file)

1 Printing the content of a case (form)

1 Signing a sudorm (any form that is not a main form)
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1 Sending a sufiorm (any form that is not a main form)

1 SendingServiceMessage (conversation mechanism)

1 Acknowledging withdrawail creating and sending a predefimadssage
1 Forwarding a cask creating and sending a case forward

1 Sharing a case with Supervisor (+Assigner) of another authority

1 Reading permission for all cases (reading mode)

T Addi ng/ assigning users to case/removing
1 Downloading files from attachments to &dfms

1 Closing a case/opening closed case

1 Deleting closed case

1 Commenting a case/editing existing comment/deleting comment

1 Access to all received cases

Assigner

The AAssigner o user r ol e casswithieispamnsi bl e
authority using the RI syster.typically has the following access rights:

1 Viewing a case

1 Searching for a case

1 Exporting a case (to .zip file)

1 Printing the content of a case (form)

1 SendingServiceMessage (conversation mechanism)

1 Reading permission for all cases (reading médekeivingside

T Adding/ assigning users to case/removing

1 Downloading files from attachments to fdfms

Paged4l/ 287



REFERENCE IMPLEMENTATION Date202604-22
Version:2.10 Service of Documents & Taking of Evidence
User Manual

71 Closing a case/opening closed case
1 Commenting a case/editing existing comment/deleting comment
1 Access to all received cases

Dispatcher

The ADi spatchero user role is responsib
Member Statelt typically has the following access rights:

1 Viewing a case
1 Searching for a case

1 Attaching/deleting files to any draft form to which this user has access (Dispatcher
can only manage attachments for forwarding message)

1 Exporting a case (to .zip file)

1 Printing the content of a case (form)

1 SendingServiceMessage (conversation mechanism)

1 Forwarding a cask creating and sending a case forward
1 Reading permissions for all cases (reading mode)

1 Downloading files from attachments to fdfms

1 Closing a case/opening closed case

M Access to all received cases

Guest/Viewer

1 Has no specific responsibility
1 Viewing a case
1 Searching for a case

1 Exporting a case (to .zip file)
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1 Printing the content of a case (form)

1 Downloading files from attachments to fdfms

Statistics Handler

The fAStatistics Handl ero wuser role 1is
indicators, downloading them and transmitting them to the central entity. It
typically has thdollowing access rights:

1 Managing statistics (includes the visualizing of the consolidated statistical
indicators information and also downloading consolidated statistical indicators in
XML or MS Excel format)

2.3.2. Technical users

Technical users are defined outside the RI application. These technical users have specific

functions that allow them to administrate and provide supgdadhte system.

Once in use, the following user roles will need to be defined:

1 Technical administrator to deal with technical aspects of the system, such as
configurationof componentsgeCODEX Connector,e-CODEX Gateway, proxy,
Keycloak, databasegontinuousmaintenancef configuration (pModes, firewalls,
keystores, certificates), upgrades to the latest versions of the components.

1 Business administrator to grant the needed access rights to end users
(practitioners) in the system.

2.4. Electronic communicationwith Authority in another Member State

As Member States begin to use tReference Implementatipruthorities will be

connected and able to communicate electronicHlln Authority exists in CDB buhas

no eCodexPartyld parameter assignedt he 0e CODEX®6 i con wil |l be
Because of the missing configuration, the user will not be able to send any message to this
Authority.
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Figure 5: 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 theReference Implementation
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3. COMMON LAYOUT AND NAVIGATION

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

The header

The top bar

Thelefth and menu

F - . I s JUstice Dygital EXchange System (JUDEX) [RepraT— ,_i' L]
- -

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
user6s profile and | og out button.

3.1.1. Select desired language dhe RI

Click the language switchlocatedatthe top right corner of the header:

[ - I = JUstice Digital EXchange System (JUDEX) - n

Figure 7: Language switch icon
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Select the language from a pop window:
Select language X

Gunrapceu (bg)

dansk (da)

eesti keel (at)

English (en)

frangais (fr)

italiano (it)

lietuviy kalba (It)

Malti (mt)

polski (pl)

romana (ro)

slovensdina (sl)

svenska (sv)

Figure 8: Select language

cestina (cs)

Deutsch (da)

EAAnvixa (el)

espanol (es)

hrvatski (hr)

latviesu valoda (lv)

magyar (hu)

Nederlands (nl)

portugués (pt)

slovencina (sk)

suomi (fi)

The language of thel will switch to your selected language.

NOTE: Due to some languages not being delivered yet, this may cause eRefsrience

Implementation

3.12. 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:

Paged6/ 287




REFERENCE IMPLEMENTATION Date202604-22
Version:2.10 Service of Documents & Taking of Evidence
User Manual
F - : Eurpean I mm JUstice Dugital EXchange System (JUDEX) 9; '

Figure 9: User's profile

1 See my profile
1 Switch authority
1 Logout

When selectingSee my profil@d 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 detalls X

@ Test Author

CA1 Ministerstwo Sprawiedliwosci (Departament Wspodtpracy Miedzynarodowej
i Praw Cziowieka)

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:

| - ' ol | = JUstice Digttal EXchange System (JUDEX "

My Dashboorg

Figure 11: Switch authority selection

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

3 . ieaaan .
B - . o I o JUstce Digital EXchange System (JUDEX Fip Wazysthowy | z ] ®

SELECT AUTHORITY

Figure 12 Select Authority screen
Select appropriate Authority

Click Select

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

§ - ' . | o JUshce Digtal EXchange System (JUDEX n p

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 logahe &id
closure.

3.2. The top bar

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

1 Support information
9 Notification bell
9 Automatic translation

3.2.1. Display support information

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

Paged9/ 287




REFERENCE IMPLEMENTATION Date202604-22
Version:2.10 Service of Documents & Taking of Evidence
User Manual

Test Author O @

@ Automatic translation (?) E.—z--]'

Figure 14: Support information

The information box about how toontact your national support will appe&ilick
anywhere outside 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. Naotification bell

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

This icon also features a red circle with a number 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 selectigar notificationé

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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Thefollowing popup window should appear:

Notifications 0 Close »
Group Al Bell Email
Case assign

Message

sending error

eTranslation

ready
Other legal

notifications
received

SODA received
SODB received
SODX received
TOEA received
TOEL received
TOEX received
Hard deadline v v o
notification

wotfication
Assign users to

the case

Figure 18: Notifications settings

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

3.2.2.1. E-mail notification
For a given user to receive themail notification, two conditions must be met.

1. The g i-madaddressneust besadded in Keycloak:
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2. Make sure that themail checkboxesintheo t i f i

Figure 19: Adding email address in Keycloak

cat i o rRbase sdeetadt 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 anicon located on the left side of the top bar.

® Start new request

222 DASHBOARD

My Dashboart

Last edited cases

ISSUED REQUESTS Issued requests ‘

1 RECEIVED REQUESTS

20/09/2023
[3) oraFTs
. 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.

® Start new request

222 DASHBOARD

My Dashboart

Last edited cases

ISSUED REQUESTS Issued requests q

1 RECEIVED REQUESTS

20/09/2023

@ DRAFTS

. DOWNLOADS 1 06/10/2023 @

Figure 21: Hide left menu
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3.3.2. Start new request

(Please note that thiStart new requedbutton is only visible to users with roles that can
initiate a new requesvho 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 will find all basic issues divided to Issued regdestived
requests, and Drafts.

Additionally, all users, except the Guest role, dg taskdtable 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.

= - Eurnpew I = JUstice Dagital EXchange System (JUDEX) Test Authar 0 @

My Dashboard

Ied Cir

tesund requeats . Rwsetewt regueaty o Dratts y Wy taeks o
O
1 ey1_mad M

,,,,,

Figure22: U s e raéhboard

3.3.4. Cases

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

\
| - furepess I = JUstice Digitat EXchange System (JUDEX) Test Author 0 @
® L7
issued Requests
Wy asued regumsty Oeadines
e, 1eferunce numite or Netonsl Case Mumber Macpue
m : J
$ s =
- Matanst
]
' |t ] £l T Case o " v Irat
- — - T " - .
Mo MDD, 492200011 esl_mall — ™
MLA P
MO30TS - 230001 4 Tosi_Mat? _— A @

Figure 23: Issued requests

An issued case can be accessed only by:

1 Users who are assigned to that case
9 Privileged users with thésupervisobband 6 Asssi gnher 6 rol e

You can also find deadlines list for all issued caseéPaadlinestab.

'L - R l == JUstice Digitat EXchange System (JUDEX) SRy WY

1

Figure 24: Deadlines tab
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1 RECEIVED REQUESTS in this part, the user sees all cases that are in the
Received status and to which they are assigned/have atthes a case is
received from another Competent Authority, it is visible on a list of RECEIVED
REQUESTS. To display the list:

repes | = JUstice Digitat EXchange System (JUDEX) Twst Aunor 0 c

Received Requests

My (9Ceves 10g0ee 1y Deodtnes

[P

TOu, refecancs sumber o Mational Case Number

05 Rt Tt Natisnal Cane W0 Feom Type

TN RECENVED

B2 M 202510010001t il

A AR

wut

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 rememberthat thedraft 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.

- I - JUstice Digitat EXchange System (JUDEX) Test Auther n @

| it Nrtinat Case Wi ™ e Statun

Figure 26. Draft cases

A draft case can be accessed only by:
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1 The®uthorbof a draft (a user who created that case), as long as the case is still

assigned to that user
1 Users with the&Supervisodrole

1 Other users (such as Reviewer, Sender or Guest) who have been assigned to that

case by @Supervisobor 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 Devnigad D& sirel g o

Printd .
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4, SEARCH FOR A CASE

;-‘ e B JUstice Digital EXchange System (JUDEX) IR

R A U8 B AR
ORI H R IRl AR

Figure 27: Search for a case

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

Enter full or partiatitle 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.

a0 Systeen (JUDEX) —y ..

R IR R TR SRE

Figure 28. &earch filterSbutton

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.

"

pgoliom ‘o

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 embeddedfitar only urgent
case@

To collapse the expanded view, clidide search filters.

4.1. View closed cases

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

e ) @

Figure 30: Searching for closed cases

SelecttShow search filter®
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Figure 31: Applying filters to search for closed cases

Select Closed checkbox and then ®pply ébutton.

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

|- - ———— | - JUstice Digital EXchange System (JUDEX) Tor: tugeraea 0 o}

Last edited drafts

My 2t vzaeen

e retuacnin rmbehe o NaBansl Cane Marhe

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:

-~ o
=
v : -

T o .~ «» D

" -~ -~ -

" = - D

= « e

- - B

- = - B

Figure 33: Viewing case details
Click an individual row from a list of Issued/Received requests or Drafts.

- D > X — N

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 appearthe 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 AuthorifieService
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 crosztionally (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 processhe 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 requesstould be acknowledgemthin seven days.

A decision is provided within thirty days of SoD receipt.

The case can bgithdrawn by Issuing Authority, and/dorwarded by Executing
Authority to another Competent Authority for full Sa®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 withthordrole.

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

"on

y'y PR

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)

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, clickkdbutton
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 dDocuments 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 shasgtynadditional users witthe
relevantroles required toeviewand send the request ask Supervisorfor adding those
users

7.2.1.2. Choosing Executing Authority

Stepseloware applicableto userswith AAuthodand Reviewedrole.

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.

adrsin GRS LG patams
postal code: *

SERSTH MESLTS

Mo Search result

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

To find and select the correct authority, the user needs to proviceet business data
according to the business rulegjuired by the Executing State. At the example above, the
user should enter a postal cade 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 compeigaceept this type
of request
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SEARCH RESULTS

RECET/ING AGENCIZE

No Search result

CENTRAL BODY

Figure41: SoD Form A: Searching for a receiving ageiicsearchresults

SelectAuthority fromthelist of results by clicking a radio button.
Click Select
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After selecthg the Executing AuthoritySoD Section 2. RECEIVING AGENCY will look
like the screenshot below

RECQUEST FOR SERVICE OF DOCUMEN RECEA NG AGENCY

| TRANSSHTTING AGENCY
IECENING AGENGY I ooy )
tetse
AFPUCANTIS ’
Counts
ADCRE £ ’

17 Addeesx

22.1. Stroet and numbar PO Dox

24 Fa
tr v O

Figure42: SoD Form A section 2. RECEIVING AGEN&axoccompletion

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

Figure 43. SoD Form A:Executing authority name displayadthe Overview tab

7.2.1.3. Starting a new case SODB
Steps below are only applicable to users withthordrole.

To begin a process of requestto determirethe address of the person to be sereszhte
a new case.
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st rvmrs @) e o @) W - v
| o ——— - se w - [ - =
R | e e iiom > = = oot

Figure 44: SoD- &Start new requeébutton

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 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 pagp.
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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 th@erson to be
served section and Signature and Date sectiai 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 shassiynadditional users witthe
relevantroles required toeviewand send the request askSupervisorfor adding those
users

7.2.1.4. Choosing Executing Authority

Stepsheloware applicableto userswith GAuthorband Reviewedrole.

Figure 47. SoD Form B section 2. REQUESTED AUTHORITY

SelectSection 2. REQUESTED AUTHORITY in List of Sections.

SelectCountry from the list.

Pager1/ 287




REFERENCE IMPLEMENTATION Date202604-22
Version:2.10 Service of Documents & Taking of Evidence
User Manual

Figure 48. SoD Form B: Selecting an ExecutiAgthority

Click Choose Authority button.

Kl TS P T
poatal oo ”

SERMCH MESULTS

Mo Search result

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

To find and select the correct authority, the user needs to prosicket 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 compeiemaceept this type
of request
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postal code: *

yire
[ o

SEARCH RESULTS
RECET/ING AGENCIZE

No Search resull

CENTRAL BODY

Figure 50: SoD Form B: Searching for a requested authaoiigearchresults

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 withthotdrole.

To begin a process ahexceptional casereate a new case.

g v | it Dhal EXchange Systm (NOEX i ~De
- -

Figure 51: Newrequestcreation

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 tesq

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

Continue

Figure 52 Create new SODX request

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

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

:- b P—— | - JUstice Digital EXchange System (JUDEX) ot wadT Chva G2 AD 0 5]
( mmemyatoir -
= B A Y " o2
BT Ty T
[T

oo

1-
5]
°

Overvaw  SO0X Erent & Wnsoge Tisalin e Tarslabens

W Ata [x - ‘B P etk
i e

138ty M

Eretiting Sus ¢

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

Stepseloware applicableto userswith GAuthordrole.

. - trnprar l = JUstice Digtal EXchange System (JUDEX) -'"‘C"‘i'““n 2
W Anreas: varmienr [
SODX test » ‘ i} + -
o L o -~
808 e 5 -
o
g N
1< g Sh °
T g A "
'z: e

" O Rdud

Figure 54: SODX selecting executing state

SelectExecuting Statefrom the list.

Click Choose Authority button.

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

SEARCH CRITERIA

Name

1:1 m

SEARCH RESULTS

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 fieldhd attach documents (optional).

NOTE: SODX case&an be sent only by a user with Sender ribkbe user with an Author
role who initiated the SoD does not have additional Serdderthen the Author should
assigna Sendeor askSupervisorffor addingthe Sender

The SODXdoes not hve 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 Implementatioifhese 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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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 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:
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SoDB test #

Figure57: SoD Form B validation

View a case and seleebrm A/ Form B tab.

Click Validation check.

Figure 58 SoD Form B mandatory fields

Dg > x Do
L
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=
ow ki
A —
-9
(<]
B | paiiomsaensson

Do

LU

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 witltbAuthoidrole.
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Figure59: 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 timestamp®Ready 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.

7.2.1.10 Review

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

Steps belovare applicableto users withReviewedrole.

Pager9/ 287




REFERENCE IMPLEMENTATION Date202604-22
Version:2.10 Service of Documents & Taking of Evidence
User Manual

5 p P
[ - el I JUstice Digital EXchange System (JUDEX) 2e0TY Civt ONE AN 0 o]
Qe — [7
SODA fes! a -
MI0A a & o t - O
F 0 v
Cverven FomA Svant & VWeatage Timebne s Treasiwicns
A
BSUNG ETATE - At of Frigr EXECLTING STATE By Cown Raps «

ISUNG AUTHORITY 4 ACTERTRD LANG AR

SRRV ADENSY

(oL S (TERIE weADY TO REviEw | % LINKED CASES +

o2 ASSIGNED USERS X *

Figure 60: SoD Form A: Accepting review

In a reviewed case click/orkflow > Accept review:

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.

\
. - e——— I am JUstice Digital EXchange System (JUDEX) Joits Chet Cnd AN 0 m

SODA test + -
TolA =] A » (1]
Cvervine ' L L] 5 W
NSUNG STATE - . EXECUTING STATE N
ACCDPTID LANGUAGTS C3 ) EN v SH

HBBUNG AUTHORITY

EISCUTIVNG AUTWOSITY

O smns % UNKED CASES +

o ASSIGNED USERS i +

Figure 61: SoD Form A:@Positively reviewedistatus
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Alternatively:

A. Click Workflow > Return for amendment and enter optional messagte 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 i 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.

JUstice Digital EXchange Systemn (JUDEX)

% LINXED CASES +

«2 ASSIGNED USERS il +

Figure 62 SoD Form A preparation for signature

M In a reviewed case clickorkflow > Preparation for signature. A warning pop
up with languages accepted by a Receiving State is displayed.

A. Click Workflow > Return for amendment - the case will go back tReviewer
stepin whichthe formcan beeditedby the user with Reviewaple. The Reviewer
will have to make amendments and click agaforkflow > Complete.
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B. Click Workflow > Reject i the case will be rejected, and no more actions of
Workflow buttons can be performed by users.

:- N P ' - JUstice Digital EXchange System (JUDEX) n ]
(g i

AN ST - et o Poed CADCIUTNG STATE e Tt et

TRRAMG ALITHONITY A1 A b v, ' w S (T tarumd oo ey Mecyve RECRIVING ACRNCY G2 Nanpid sl st agpbetatel | Wi et Ladawy

O m™ R sz caans +
Vet 1t b TI00GR28 W3S 4 onng ules

ot - ESUMINIA ¥ 83

o0 RNAMD LSy Ll +

Figure 63: SoD Form A signing

@ After the user clickSignin Workflow,  then theRl displays a pojup window.
At this step, the user has the option to choose whether they want to sign the dosument
PAdESformator selectothertype of signaturgnonPAdES format).

Signature Form A

1 Please download the Form A POF document to your disk.
Dawnload Form English (EN) v

2. You can change the document farmat if necessary: ©

(@) Digtal signature In PDF farmat {recommended)

Other 1ypes of sigrstures

3. Sign tha daocument and upload it

Upload signed Form

Figure 64 SoD Form A download
7.2.1.11.1PDF download

Download PDF toyour computer by clicking Download Form A.
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Figure 65: Opening SoD Form A in a PDF form

@ Click Tools > Certificates

Figure 66: Signing SoD Form A in a PDFTooltab
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Figure 67: Signing SoD Form A in a PDKDigitally Signbicon

® click Digitally Sign.

U OO S0 et e S - A it b

Mok Oocunemt e EQ )

B TRANLMITIING ASENCY
13 My CAL

" Praw €
13 Adpwn

120 Weant oot et ) b AL, Gpardematte 13

1 2.2 Pw o pnlinte Werstdwa, 00930
L2 Covny Repubiic of Petord
L)l an2zamonre

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 SoD Form A in a PDF: Choosing appropriate area

@ Using your mouse,click and dragto draw the areawhere you would like the
signatureto appear.

Sign with a Digital 1D

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

@ A modal window will appearClick Sign.

W Save A
- - 4 B, TwPC » Desitep v
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&4 Downbads

J Max

& Bctures

B videe

W 1) Locel Dt

J

Ll e

N
| I L
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!

- (G 5T Vset!

.

File name: - SO0A SoDA test sad_form_a
Sove mtype Adcbe PDF Fles (" pf)

PP O = =

s |
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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. Sagk.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 cliokK. A signeddocumentwill be
generated and saved.

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

7.2.1.11.2Upload signeddocument

Signature Form A
1 Please download the Form A POF document to your disk.
Downloaa Form | English (EN) N

2. You can change the document farmat if necessary: ®

(@) Digeal signature in PDF farmat {recommended)

Other 1ypes of sigrstunes

3. Sign the document and upload it.

% Upload signed Form

Figure 74: Uploading Signed SoD Form A

Return to thkeference Implementatiand clickUpload Signed Form A
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Figure 75. Browsing for a signed PDF

Browse foryour signedPDF file and clickOpen.

Signature Form A

g&w«: document of Form A is uploaded. You can subvt
now for sending

g " R

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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Signatiare Form A

1. Phease downrioad the Farm & POF dociment to your dsb

Engriwn [ENI

7 You can changs the gocumant format ¥ necessary; O

@ Dt wg 18 POF Sormae

Ceher types of sigrahures
2 Sign the So0uman ang upload it

s Lo wgned faem

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 corrdxbwsbr.

Remarks: The status of a case will changefBignead

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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Figure 78 Sending SoD Form A

Click Workflow > Send

System sends Form A and confirmation message appears.

| - ? ternpear I - JUstice Digtal EXchange System (JUDEX) Jett St Cv2 AL 0 m
W Aavrats tassate P
SODA test tattrd Camsw M - -
004 & @ (8]
Sverview P A Fvern & Massage Timabne
SEUNO SIATH o Pepetec st b BXRCUTING STATS '™

BOUNG AUTHORITY ACTEFTED LANGUASES

FECDVNG ACEWCTY

O stavvs (D G LINKED CASES +
29102034

< AssaneD vsRs m ©

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 error 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 kep in mind, that the content of the Workflow menu is changing according to the
status of the SoD.

Workflow State: ISSUED (Open)

JUstice Digital EXchange System (JUDEX) Jaftt Civi Cleld AX n m
L “ [
SODA test am a -
SO0A - o " (1]
=
o A~ Brast & Ve
=
SSLING STATR - € of Putand EXECUTING STATE e Concs ng
SEUING AUTHORITY ACCEPTED LANOLASEY
NECRVNG AGEMTY
O sarvs D % LNKED CASES *
V0.
s
«§ ASSIGNTD USERS Al +

Figure 80: SODAWorkflow State: ISSUED (Open)
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Figure 81: SODBWorkflow State: ISSUED (Open)
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Figure 83 Figure 84: SODBWorkflow State: CLOSED
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7.3. Withdraw SODA

- JUstice Digital EXchange System (JUDEX) IS e n o]
L] . o<

€
15
>
"
g
I~
Q
[~

........

Amactimety

Mafutunce W of the ranantiing agercy

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.

\
Bl ) 1w | = Ustice Digital EXchange System (JUDEX) scmean @) @

W Mk reeatn @ 2

Retarnrce M) of the 18CemMNG mgency: *

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

Yes

Figure 87 SODA Send Withdrawal confirmation
The status of the case wile changed t&VITHDRAWN.

7.4. Withdraw SODB

JUstice Digital EXchange System (JUDEX) Ittt Gt Erva AX n o]
B Asoren Tarsan o %
sodB forward + -
002 008 ALCT XL DL - &
=
Deervien na & Weanag I 0
®
MOANG STATR - it 1 hos EXECUTING STATE | R -

ACCEFTIC LAMGUAGED

CXECUTING AUTMORITY  CA-CRt Kiajwne atdind sastiputetut Osti nad Leb.

O vans (I QR LwED casas +

5 ASSIINED UsEns al +

Figure 88: WithdrawSODB

Click Workflow > Withdrawal

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

Yes

Figure 90: SODB Send Withdrawal confirmation
The status of the casell be changed t&VITHDRAWN.

7.5. Execute SoD

7.5.1. Acknowledgement of ReceipSODA

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 etéssuing State
is divided to two (2) steps:

Step 1. Creating Form D:

View the incoming request.

\ b
- - ra— l - JUstice Digital EXchange System (JUDEX) N Ct S A 0

SODA test et Cana ! + -

(S
]
-
z

3004 KOOASLCLITTEN A4 Y

SEANG STATE - s EXECUTING STATE - ' " e
ARAND AL THORITY ACCRPTED LANGLAGES L5 L EN M -
RECEVING ASENCY A Fogms warv ot 3

Q yuna % UNKED Cases

=

11200

-

) ASMIGNED USERS A +

Figure 91: Creating SoD Form D: Acknowledgement of receipt

Click Workflow > Create Form D.

| = - ; toraprar ' - JUstice Digtal EXchange System (JUDEX) Juttt i Gl AR n a
" » [ VI
SODA test hakzesi Camm e | 4 -
SO0A  ROOAMLLE uu"-»uue & k) 0
Orwr v oA "'"'D Eoart & Bhersage Trreine « Dasslston
[ & o X ]

Attactevarts

v

Figure 92: SoD Form D draft version displayed

Form D draft version will be createshd displayed.
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While filling data in Form Dsectionsremember to save your data.

Sending Form D:

:- - | - Justice Digital EXchange System (JUDEX)

(nmemvatotr

eI et 2 AN 0 u

W Acomatcbwien @ 'Y

SODA test atorw Case by 4 -
SOOA  SODAPL LTI L4 L0011 F3 = ®» o " iw 0
ornnwn | TomA Poon © Brent s Wostage Tivmitee o Tranvetione

S04 |

FOleA D ST c & Ol ror Pt B o Tty

2 FORMD  Cow fnere K OarDt iMee G ANhOscivert TN fave Tewiekn o Vi e
ACKNOWLECGENENT OF ACHNOAEDUEMENT OF RECEIFT*
RECEWT
1 DATE OF RECEFT 1 AT v M e
¥ vt aETachcie documenis
SIGNATURE AND DATE
The sOorwwiatyerurd of ruand sreadd bu ser! Sengd fu tesarratect (7 sywien o sferuten

Figure 93: SoD Form D: Acknowledgement of recdipgend button

Click Sendbutton on action bao send Form D to Issuing Authority.

Send Form D

Form O must be sgned beftre sending

Ploase upioad signed document
SIGNED MESSAGE

4 Uplosd document

€ Cancnd

Figure 94: Sending SoD Form D

Click Upload document

Paged7/ 287



REFERENCE IMPLEMENTATION Date202604-22
Version:2.10 Service of Documents & Taking of Evidence
User Manual

Sigrature message

1 Posse downiosd e Form A POF gocument to your diek

Enghah ENI

2 You can change the cocument tormat # necesary; O

@ Dyt sgrenae i POF formen irecommenaes)
O tppes of Sgratures

3 Sgn the docurmmst and usiont 4.

Figure 95 Signature SoD Form D

3® Download, sign and upl oaStndhdpes .document a

NOTE:When 00Ot her types of signaturesdé option
can be uploaded (e.g.: jpg, jpeg, png). The document must be signed with one of the

following: digital signatures or sealstamps, handwritten signatures.

Q Signad Pdf of Form D s uploaded

Figure 96. Signed SoD Form D uploaded

(@ Signed Form D will be uploaded.
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Figure 97: SoD Form D: Send

@ Click Sendbutton

JUstice Digital EXchange System (JUDEX)

Test 17102024 " o |+ -
SO0OM  SOCA-CZFL-2124-10-77-20044 & k<l 0

fom D romr @

Figure 98. SoD Form D:case snt

Status Sent will be displayed aform tab and irEvent & Message Timelinetah

7.5.2. Acknowledgement of ReceipSODB

For SODB (Request to determine the address of the person to be sémeeel)isno
dedicatedorm for acknowledging receipt

To check if the request was received by the Executing Authority, user at Issuing Authority
needs to perform 2 steps:

@ Go to theEvent & Messagetimeline tab in the request.

Click on 6Ser vSObBe 6of FDoowuthenhtas!l 6 with i n:
receipt will be displayed.
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Form B

4 senper
I CA1 Ministerstwo Sprawiedliwosci

(Departament Wspolpracy Migdzynarodowe)| |
Praw Cziowleka)

Q Al Ujazdowskie 11
00-950 Warszawa

L 222390870
B 22 62 80 949

% sekretariat. dwmpc@ms.gov.pl

@ ATTACHED DOCUMENTS

1. Document.xml

06/05/2024 11:17

£ RECIPIENT

I CZ{1) Krajske statni zastupitelstvi Usti nad
Labem

Q Palac Zdar, Diouha 1/12
62000 Usti nad Labem

(o
B

& podatelna@ksz.unl justice.cz

Dellvery Status: DELIVERY Changed on: 06/05/2024 11:30 E=TEsUTRET B (Che Tyl T SVTS (TS

Figure 99: SoD Form B- checking delivery status

7.5.3. Provide Decision

7.5.3.1. SODAT Form F

Return ofSODA covers situations provided under Article 10(3) of Regulation (EU)
2020/1784 of the European Parliament and of the Co[ADIL]:

dNVhere the request for service is manifestly outside the scope BEtiugation or where
non-compliance with the formal conditions required makes service impossible, the request
and the documents transmitted shall be returned to the transmitting agency upon receipt,
without undue delay, together with a notice of returmg$orm F in Annex &.
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Figure 100 SODA Create Form F

Click Workflow > Create Form F.
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Figure 101 SODA Form F draft version

FormF draft version will be createaind displayed.

While filling data in Form Fsectionsremember to save your data.
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Sending Form F:
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Figure 102 SoD Form F: sendio review option

Click Sendto review buttonfrom Workflow.
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Figure 103 SoD Form F: accept review option

The user with Reviewer role showddlectAccept Reviewto move it to the next step
(Reject and Return for amendment are also the available opfldtresAssigned can also
edit the case.
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Figure 104 SoD Form F:preparation for signature

The user with Sender role should selatparation for signature to sign and upload
the signed document (other available optionsRegect and Return for amendment). The
Sender cannot edit the case.
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Figure 105 Signing SoCForm F

The user with Sender role should sel&ign.
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Figure 106 SoD Form F: upload document

Click Upload document

Sigrature Form F

1. Pasam doartosd e P A POF document to yout dak.
Enggian KN
2. You can change Bw Socument furme # necessary. 1

@ Dyarat signatien i POE Tonner Hecommenasd

Omaw 1ypas of signatires

1 SN the Socument and Lposd it

Figure 107: Signature SoD Form F

Download, sign and upload tdeo c u me nt a sSighehspted i bed i n 0

NOTE:When 60Ot her types of signaturesd option
can be uploaded (e.g.: jpg, jpeg, png). The document musigbhed with one of the
following: digital signatures or seals, stamps, handwritten signatures.
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Figure 108 SoD Form F confirmation pepp

Close the confirmation pepp.
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Figure 109 SoD Form F 'Send’

Send thdorm by using Send buttomdm a Workflow dropdown list.

7.5.3.2. SODAT Form K

Executing Authority sends Form K to the Issuing Authoritgaonmunicate the result of
processingODA requestThe following results are possible:

1 service of documentsas beersuccessfull}completed;
1 orit was not possible to effect service within one month of receipt;
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1 or documentvas refused by the recipient
1 or reason for nogervice of documerghall be provided

To create Form K,raassigned user should:

Click Workflow > Create Form K.
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Figure 110 SODA Workflow dropdown list Create Form K
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Figure 111 SODA Form K draft version

Form K draft version will be createnhd displayed.

While filling data in Form Ksectionsremember to save your data.
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Sending Form K:
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Figure 112 SoD Form K: send to review

Click Sendto review buttonfrom Workflow.
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Figure 113 SoD Form K: accept review

The user with Reviewer role should selActept Reviewto move it to the next step
(Reject and Return for amendment are also the available options). The Assigned can also
edit the case.
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Figure 114 SoD Form K:preparation for signature

The user with Sender role should selatparation for signature to sign and upload
the signed document (other available options are: Reject and Return for amendment). The
Sender cannot edit the case.
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Figure 115 Signing SoD Form K

The user with Sender role should sel&ign.
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Figure 116 SoD Form K: uploading document

Click Upload document

Sagn Form K
1 P10200 Cowmioad the Form A POF 000Gmant TD your aisk
T Engisn LEWD

2. ¥oul cun ehango the tocarmar—t b # secmesery. O
@ Dygte sgraturs m POF format {recommesdec]

Qmar 1vpos of sgranres

1 Sign the docurment snd ughnad It

Figure117: SoD Form K document with signature

Downl oad, sign and upl oaShndhdped .document as

NOTE:When 60Ot her types of signaturesd option
can be uploaded (e.g.: jpg, jpeg, png). The document must be signed with one of the
following: digital signatures oseals, stamps, handwritten signatures.

Pagel09/ 287



REFERENCE IMPLEMENTATION Date202604-22
Version:2.10 Service of Documents & Taking of Evidence
User Manual

Figure 118 SoD Form K: document upload confirmation pap

Closetheconfirmationpop-up.
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Figure 119 SoD Form K: sending

Send thdorm by using Send buttomdm a Workflow dropdown list.

7.5.3.3. SODB7T Form C

To provide address of the person to be served as a reply to the SoD Form B an assigned
user should:
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Figure 120 SODB Workflow dropdown list CreateForm C

Click Workflow > Create Form C.
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Figure 121: SODB Form C draft version

Form C draft version will be creatamd displayed.

While filling data in Form Gectionsremember to save your data.
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Sending Form C:
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Figure 122 SoD Form C: send to review
Click Sendto review buttonfrom Workflow.
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SIGNATURE AND DATE u
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1,4. Other information:

°
Figure 123 SoD Form C:accept review

The user with Reviewer role should selActept Reviewto move it to the next step
(Reject and Return for amendment are also the available options). The Assigned can also
edit the case.
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Figure 124 SoDForm C preparation for signature

The user with Sender role should seleaparation for signature to sign and upload
the signed document (other available options are: Reject and Return for amendment). The
Sender cannot edit the case.
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Figure 125 Signing SoD Form C

The user with Sender role should seleign.
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Figure 126 SoD Form C: uploading document

Click Upload document.

Signatiers Form €

1 Pose Jowniosd the Form A POF Gocwment 10 pour disk
Domrtaas Fam Engith £00)

2. You can change e docerrmet farmat # recessary: O

@) Oigta sgpationn a1 POF frarmat (rcoovendse)

One Tyes of sigranares

1 Sgn e tocument s Liloed &

Nodond syreea Foew

Figure 127: Signature SoD Form C

Download, sign and upload tdeo c u me nt a sSighehsptdd i bed i n 6

NOTE:When 60Ot her types of signaturesd option
can be uploaded (e.g.: jpg, jpeg, png). The document musigbhed with one of the
following: digital signatures or seals, stamps, handwritten signatures.
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Signature Form C

Figure 128 SoD Form C: document upload confirmation

Closethe confirmationpop-up.
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Figure 129 SoD Form C sending

Send thdorm by using Send buttomdm a Workflow dropdown list.

7.5.4. Forward SODA

To forward aSODA request to another Executing Authority an assigned user should:
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Figure 130 SODA Workflow dropdown list Forward + Create Form G

Click Workflow > Forward + Create Form G.

Forwaed + Create Form G

1 sevoen

Figure 131 SODA Forward + Create Form G pojup window

Click Choose Authority button.
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Search for competent suthority

Figure 132 SODAforward: Searching for an appropriate receiving agency

® Al Executing Authorities in the chosen Member State which have the right pair of
instrument and competence will peesented

® To find and select the correct authority, the user can scroll down the list or expand
and usesearch filters by selecting tide Show search filter®button.
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Search for competent muthoclly

SEANCH COSTTRA

Q

Figure 133 SODAforward: Searching for an appropriate receiving ageingearch
results

Optional fields can be filled in with already known authority details such as
Municipality or Address.

Clicking theSearchbutton will return the authorities that match the entered criteria.

Select Authority fronthelist of results by clicking a radio button.

Click Select
After selection, 0F oupwiadow wilHookGike¢ha dscreenshatr m GO
below.
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Forward + Creale Form G
: -
<

Figure 134 SODA Forward + Create Form G pojup window and filled in data of the
appropriate receiving agency

Click Sendbutton to forward the requett another Authority in the same Executing
State

7.5.4.1. SODAT Form G

When arequesis being forwarded by inappropria®eceivingAgency to the appropriate
ReceivingAgency, the inappropriateeceivingAgency should complete and send Form
G to thelssuing Authority.

\
[N - e l am JUstice Digital EXchange System (JUDEX) Jut] Gt Qv AN n D

Rofwsance o =1 e tamrssing aguncy

e < |

Figure 135 SODA Form Gdraft

Form G tab with filled in data of the appropriate receiving agency will be displayed.

Fill in Form G and kick Sendbutton on action bao send Form G téssuingAuthority.
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Figure 136 SoD Form G: upload document

Click onUpload document.

Sign Form G
I Peaes cowrisad the Form A POF document 33 your ik
Enghan 1B

T P00 0O ENANGE The SOOurrer Irmt # resessery (O
©®  Owptal sgratiow i POF hman ioccmmervied]

Ot 1ypes ol sgpuata

B g B e A i)

Figure 137. SoD Form G: upload signed document

Downl oad, sign and upl oaSiindhdped .document as d

NOTE:When 60Ot her types of signaturesd option
can be uploaded (e.g.: jpg, jpeg, png). The document must be signed with one of the
following: digital signatures or seals, stamps, handwritten signature

Closethe confirmationpop-up.

NOTE: Bef ore sending Form G, pl ease check the
confirm whether the case was forwarded successfulys isindicated when the main

form appears in gree@nce has been successfully forwarded to the receiving authority,

send Form G to the requesting authority.

Send thdorm by using Send buttomdm a Workflow dropdown list.
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7.5.4.2. SODAT Form H

When appropriate receiving agency receives a forwarelgaestit should send Form H
to the Issuing Authority.

\
- - —— l - JUstice Digital EXchange System (JUDEX) M CNY CIe2 AS 0 (o]

SO0A test P . -

] a 3 L

Figure 138 SoD Form H creation

SelectCreate Form H from Workflow.

\
= - —— | - JUstice Digital EXchange System (JUDEX) ..v-.....‘,..u.,n o
"

Figure 139 SoD Form H: draft form

Complete all mandatory fieldsave your datand clickSendbutton on the action bar.
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Figure 140 SoD Form H: upload document

Click onUpload document

Sgnature Form W
L Pease Oowerboid W Form A FOS 20Cumwn 10 your disk
Izmriraz Form Erghes (FA) v
2. You 0en thange 11w Socurrt foemet ¥ necanaary: O
® Uwgpa sgremaw = PO dormat becommended |

S TyDes oF Sgratises

1 Sagn the Oocurmet and sploed A

Figure 141 SoD Form H:download, sign and uploaal document

Downl oad, sign and upl oaShndhdped .document as

NOTE:When 60Ot her types of signaturdosutnenopti on
can be uploaded (e.g.: jpg, jpeg, png). The document must be signed with one of the
following: digital signatures or seals, stamps, handwritten signatures.
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Figure 142 SoD Form H confirmation pepp

Closeconfirmation popup.

Figure 143 SoD Form H sending

Click Send

7.5.5. Forward SODB

To forward aSODBrequest to another Executing Authority an assigned user should:
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Figure 144 SODB Workflowdropdown listi Forward + Create Notice of

retransmission

Click Workflow > Forward + Create Notice of retransmission

Forward + Create Notice of retransmission

£ sinen S o
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Figure 145 SODB Forward + Create Notice of retransmission pap window

Click ChooseAuthority button.
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Search for competent authority

LCARCH CRITTRIA

SANDH ERTATE

Figure 146 SODBforward: Searching for an appropriate requested authority

All Executing Authorities in the chosen Member State which have the right pair of
instrument and competence will peesented

To find and select the correct authority, the user can scroll down the list or exphnd
usesearch filters by selecting tide Show search filter®button.
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Search for competent suthority

SLAS CHTEA

STARCH RESATE
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Figure 147. SODBforward: Searching for an appropriate requested authdrigearch
results

Optional fields can be filled in with already known authority details such as
Municipality or Address.
Clicking theSearchbutton will return the authorities that match the entered criteria.

Select Authority fronthelist of results by clicking a radio button.

Click Select

After selection, O6Forward -tdpwihdosvaitlleokld® t i ce o f
the screenshot below
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Figure 148 SODB Forward + Create Notice of retransmission pap window and
filled in data of the appropriate requested authority

Click Sendbutton to forward the request.
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Figure 149 SODB Notice of retransmission

Notice of retransmissiotab with filled in data of the appropriate receiving agency will
be displayed.

Fill in Notice of retransmissioand dick Sendbutton on action bao sendthe Notice
of retransmissiomo IssuingAuthority.
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Send Notice of retransmission

Do you want to send Notice of retransmission?

Figure 150 SODB Sending Notice of retransmission

7.5.6. Terminate a process upon withdrawal of the request

If you receive a Withdrawal request from the Issuing Authority, then you should abort all
ongoing actions and send confirmation to Issuing Authority. The SoD statubewill
changd to Withdrawn.

Listice Digital EXchange System (JUDEX) Je¥% Ol S A 0 u
T —

\
L

Wotdtiowd! @ gk Mesange Tieaiew  aDan

Figure 151 SODA Create withdrawal acknowledgement

Click Create acknowledgemenbn the action bar

Pagel28/ 287




REFERENCE IMPLEMENTATION Date202604-22
Version:2.10 Service of Documents & Taking of Evidence
User Manual
- I - Diget pe Sy 1 (JUDEX 0 u

Figure 152 SODA complete and send withdrawal acknowledgement

RI creates a new tab: Withdrawal Acknowledgement.

Complete and send the withdrawal acknowledgement by clic&éamglon the action
bar.

The process of creating withdrawal acknowledgement is the same for SODA and SODB.

7.6. Deadlines execution

7.6.1. Deadlines executiorSODA

This feature shows whether:

1. Manual SoD Form D (Acknowledgement of receipt) or SoD Form H
(Acknowledgement of receipt by the appropriate receiving agency having
territorial jurisdiction to the transmitting agency) has been sent within seven days
of the SoD Form A receipt.

2. SoD Form K (Certificate of service or nservice of documents) has been sent
within thirty days of the SoD Form A receipt.

7.6.2. Deadlines executior5ODB

Currently, no deadlines f@ODB instrument implemented.
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7.6.3. Viewing deadline information in the Dashboard tab

Cases with an overdue deadline (one or many) are marked with a reddéatdife

t hat

7.6.4. Viewing deadline information in the Issuing Requests tab

2P 100 e R

Figure 153 Viewing deadline information in the Dashboard tab

expires on todayso dat e

Two tabs provide information:

My Issued Requests: list of all issued open cases.

is al so

Deadlines: list of all deadlines for a case, both upcoming and overdue.

U rn

LT R B R R SR R N

Figure 154 Viewing deadline information in the Issuing Requests tab
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My Issued Requests Tab: similarly to the dashboard, overdue cases or cagasha
deadline is due today are marked with a red dot.

Click Deadlines a list of all overdue and upcoming deadlines is displayed by default. The
overdue or those with a deadline due today are marked in red.

Jstice Digital EXchange System (JUDEX) g "n @

L

......

I

]
i
;Q
1

Figure 155 Deadline information in the Issuing Requests tab

Due date: displays the deadline date.
Expected Response: indicates what response subject to a deadline is expected.
Filtering possibilities are provided to narr@own the list of cases displayed.

Expected Response: 3 tick boxes allow the search on a specific deadline. Depending
on the selection, a particular subset of cases is returned. It is possible to select several
response types at the same time.

Deadlines: by default, all deadlines are shown when entering this tab. Three tick boxes
allow the search to be narrowed down to either only upcoming or only overdue ones.

Click Apply to activate the filter.
Click Clear all filters to revert to the default display mode (All).

Clicking the arrows enables switching to next or previous pages.

7.6.5. Viewing deadline information in the Received Requests tab

Two tabs provide information:
1. My Received Requests: list of all received open cases.
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2. Deadlines: list of all deadlines, both upcoming and overdue

The same functionality is provided as for thsuedcases (Overdue marking, filtering).

7.6.6. Viewing deadline information on case level via Overview tab

As soon as the case is issuld) relevant deadlines are displayed on the Overview Tab.
This is applicable to both issued and received cases.

The main difference being here that on Issued cases, in case a forward occurred by the
initial Executing Authority, deadlines are displayed next to each other for all authorities
involved.

¥ DUE DATE
Form D: 02/05/2024 00:00
Form K: 25/05/2024 00:00

Figure 156 Viewing deadline information on case leirethe Overview tab

7.6.7. Manual deadlines managemengoD

The deadlines can be manually managed due to exceptional circumstances by the
Supervisor who iassigned to the authority where the case belongs. In order to manage the
deadline manually, the user should:

1. Open the Overview tab.

E DUE DATE @ Manage deadiines

Form M: 16/01/2025 v

Figure 157. Manage deadlines
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2.1l n section 6Due dated, click the edit

3. TheRl displays the following screen:

Manage deadiines

Autdarly name

CACIv.! Krapid slir sasagetants sl nad Latasn
CACIV- T Mugh SLANe Savicmen b O (48 Libern
CACIV-E NImphs Fi370 DVagments Unt nat | stam
CA-CIV-T Wruphd 99vT Dywagesenty et nesd | stem
CACHA Kinpes 3iar symagseins U

" nag Lapen

Figure 158 manual deadlines management

deadl i

ar e

User can

t he

manage ne

Once updat es done, a

TheRI saves updates and closes the-ppp

dat es

user

or
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8. TAKING OF EVIDENCE

8.1. Introduction

A Taking of Evidence (ToE) is a crebsrder cooperation between the courts of the
Member States in the taking of evidence in civil or commercial matters [AD.2].

The ToE may also be issued to the central body or the competent auihmoeityiestor

the direct taking of evidence. The central body or the competent authority may assign a
court of its Member State to take part in the direct taking of evidence in order to ensure
that this Article is properly applied and that the conditions under wheldirect taking

of evidence is to be carried out are complivith.

8.1.1. Overview

The process between creating a new case and sending it occurintertina \Workflow .
During that processhe 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 .

8.1.2. High Level End to End Process

1. A competent authority creates the ToE.

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

3. The ToE isbeingsent to an appropriate Executing Authority in another Member
State.

Communication between Issuing and Executing Authorities takes place.

The receipt of the ToE request is confirmed within seven days.

A decision is provided within ninety days of ToE receipt.

The case can beithdrawn by Issuing Authority, and/éorwarded by Executing
Authority to another Competent Authority for full Teecution.

No oA
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8.2. Create ToE

8.2.1. Initiate arequestcreation

8.2.1.1. Starting a new case TOEA

Steps below are applicable to users vadthororole.

To begin a process of requestiiog the taking of evidencereate a new case.

2 ' oo -« e
s S = . -~ [ ]
Figure 159 @Start new requeSbutton

Click Start new requestbutton in the lefhand menu.

Prepare request

Start a new request

Type of Request*

TOEA Taking of evidence (Form A) 9

Subject of Request*

TOE A test (3]

Figure 160 ToE: Selecting the request type and entering the request subject

A pop-up window will appear. SeleGiOEA from theType of requestdropdown list.

Pagel35/ 287




REFERENCE IMPLEMENTATION Date202604-22
Version:2.10 Service of Documents & Taking of Evidence
User Manual

Fill in Subject of request andclick Continue. If you wish to cancel, clickébutton
atthe top right corner of the payp.

Figure 161 ToE Form A sections

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

Completesections 113 andSignature 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 shassiynadditional users witthe
relevantroles required toeviewand send the request askSupervisorfor adding those
users

8.2.1.2. Choosing Executing Authority

Stepseloware applicableto userswith GAAuthodand Reviewedrole.
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JUstice Digital EXchange System (JUDEX)

~ o L5

Figure 162 ToE Form A section 3. REQUESTED COURT

Justice Digital EXchange System (JUDEX)

e °
M A Moo
& v ]
Courery *
2
o

- —

Figure 163 ToE Form A:Selecting an Executing Authority
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Click Choose Authority button.

poatal oo ”

SERMCH MESULTS

Mo Search result

Figure 164 ToE Form A: Searching for a requested court

To find and select the correct authority, the user needs to pravicect business data
according to the business rules required by the Executing State. At the example above, the
user should enter a postal cadel 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 compeieaceept this type
of request

Pagel38/ 287



REFERENCE IMPLEMENTATION Date202604-22
Version:2.10 Service of Documents & Taking of Evidence
User Manual

SEARCH RESULTS
RECET/ING AGENCIZE

No Search resull

CENTRAL BODY

Figure 165 ToE Form A: Searching for a requested cdusgearchresults

SelectAuthority fromthelist of results by clicking a radio button.

Click Select

8.2.1.3. Starting a new caséd TOEL

Steps below are only applicable to users wkhthoiorole.

To begin a process of requestiiog the direct taking of evidere; create a new case.

& . =

Figure 166 dStart new requedbutton

Click Start new requestbutton in the lefhand menu.
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Prepare request

Start a new request

Type of Request*

TOEL Direct taking of evidence (Form L) o

Subject of Request*

ToEL test] e

Figure 167. TOEL Selecting the request type and entering the request subject

A pop-up window will appear. Seled@OEL from theType of requestdropdown list.

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

Figure 168 ToE Form L sections

A new draft will be created and displayed with Form B readgdonpletion.

Completesections 112 and Signature and Date sectioof TOE Form L by using the
List of Sections menu.
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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 shasdgiynadditional users witthe
relevantroles required toeviewand send the request askSupervisorfor adding those
users

8.2.1.4. Choosing Executing Authority

Stepsheloware applicableto userswith GAAuthorband Reviewebdrole.

[ - | —— | = JUstice Digtal EXchange System (JUDEX) it Ot NI NI n o
L 0 &
TOE sl 7 + -
" 2 & 0
Temnt e
a ' \ v ]
= I -
ALATID .
\ Connery

Ll Vs

- JUstice Digital EXchange System (JUDEX) oy o 0 [ o»
L] ov
TOEL test » -

n > 4 o

B8

Figure 170 ToE Form L: Selecting an Executing Authority
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Click Choose Authority button.

poatal oo ”

SERMCH MESULTS

Mo Search result

Figure 171 ToE Form L: Searching for a Central Body/ Competent Authority

To find and select the correct authority, the user needs to pravicect business data
according to the business rules required by the Executing State. At the example above, the
user should enter a postal cadel 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 compeieaceept this type
of request

Pagel42/ 287



REFERENCE IMPLEMENTATION Date202604-22
Version:2.10 Service of Documents & Taking of Evidence
User Manual

SEARCH RESULTS

RECET/ING AGENCIZE

No Search resull

CENTRAL BODY

Figure 172 ToE Form L: Searching for a Central Body/ Competent Authorggarch
criteria

SelectAuthority fromthelist of results by clicking a radio button.

Click Select

8.2.1.5. Starting a newrequesti TOEX

Steps below are only applicable to users withthotdrole.

To begin a process ah exceptional casereate a new case.

Figure 173 'Start new request' button

Click Start new requestbutton in the lefhand menu.
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Prepare request

Start a new request

Type of Request *

TOEX Exceptional taking of evidence 9

Subject of Request *

TOEX test e

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

Figure 174 Create new TOEXequest

A pop-up window will appear. SelefOEXEx cept i onal s eifrom ce
the Type of requestdropdown list.

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

B trnpren | - JUstice Digital EXchange System (JUDEX) o Gt CRTAR 0 o]
el 2
1 e &
* hal
3 s -
— -
2]

----- B

Figure 175 TOEX draftrequest

A new draft will be created and displayed WiOEX ready for completion.
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8.2.1.6. Choosing Executing Authority

Stepseloware applicableto userswith GAuthordrole.

. - ! tarnpe I - JUstice Digital EXchange System (JUDEX) 00 et CNT AR n u
a2 o e &
TOE t + -~
o E5

Figure 176 TOEX selecting executing state

SelectExecuting Statefrom the list.

. - ! taraoean | = JUstice Digital EXchange System (JUDEX) o) vt Srvr A n o
e ] e @ &
TOEX lest -~
o B

Figure 177. TOEX: selecting executing authority

Click Choose Authority button.

For selection of the executing authority of exceptional caseRltttisplays all authorities
that have a relevant instrument assigned in CDBTEX instrumentTE i service of
documents- is relevant) in the chosen Executing Stalbe userselects the correct
Executing Authority from the list (filters can be used for easier selection).
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Search for competent authority

SEARCH CRITERIA

Name

1:1 m

SEARCH RESULTS

Figure 178 TOEX searching for executing authority

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

After choosingexecuting Authority :

Type a fredorm message (mandatory field) and attach documents (optional).

NOTE: TOEX casecan be sent only by a user with Sender bkbe user with an Author
role who initiated th&oE does not have additional Sendele, then the Author should
assign a Sender askSupervisorffor adding the Sender

The TOEX does not ave SIGNATURE AND DATE section. A user can attach a signed
document vidAttach Documentbuttonfrom theaction baroptional)

The TOEX cannot borwarded or withdrawn.

8.2.1.7. Mandatory fields

All mandatory fields must be filled in before the ToE 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 foonedk is
performed to verify that all required (mandatory) fields of TOoE Form A or Form L have
been filled. You cafrigger validation manually at any time, while you edit a Form A or
Form L.
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To triggervalidation:

Figure 179 ToE Form L validation

View an edited case and selecrm A/ Form L tab.

Click Validation check.

9 EEmm——

. o

Figure 180 ToE Form L mandatory fields

Validation will be performed and thieast notificatior{warning or succes®yill be
displayed. If there are validation errors, fields and sections containing errors will be
highlighted in red colour.

8.2.1.8. Pushing a case to the next step

Steps belovare applicableto users withbAuthoband/or Supervisor role.
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JUstice Digtal EXchange System (JUDEX) Je¥) Chyl D2 A8 0 u

Figure 181 ToE Form L send to review

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

1 A toast notification (successjll show up in the bottom.

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

1 If you have no other roles except Author, the workflow button willlisabled as
there are no other actions that can be performed.

8.2.1.9. Review

The next step in the workflow of a case is to review it and marldRa@sitively Reviewedl
or return it for amendment, or to reject completely if needed. Edition of an ToE is also
possible.
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Steps belovare applicableto users withtReviewedrole.

b - —— | - JUstice Digital EXchange System (JUDEX) i) Cat Civ2 AR n o
n " e L S
TOEL test + -~
= [ - 4 h o
e « ’
....... Bvent & Mosoge Bowies ¢ Beraistses
El
I AWTS - BIFCU TS AN =
a
1 HANG AUTHONTY ' ] ARCUTMG AUTWORTY
© swrs  CIIEIREETIED % LNKED CAset +
DA
T

9 ATTACHED COCUMENTS

Figure 182 ToE Form L:accepting review

In a reviewed case click/orkflow > Accept review:

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

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

\ e,
= - turnpear I - JUstice Digital EXchange System (JUDEX) il Cwd Ched AY n (o]
LR - 09 &
TOEL tést = -
n - A o
Cmwrvew * AW
(S5LMMG STATS - EALOUTIVG STATE -
I0LEMG ALITMORITY . v L CRECUTING M THORITY
O smarus % LINKED CASES +
204
4
& .

« ASHIGRED UsEWS

B 2 Cus oAl

%, ATIACHED DOCUMEN TS

Figure 183 ToE Form L:dPositively reviewedistatus
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Alternatively:

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.

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

Reviewer is also able to edit a case.

8.2.1.10Signature step

The next step in the workflow, after positively reviewing, is to add a signature to TOE Form
A/ ToE Form L. Edition of the ToE request is also possible.

Steps belovare applicableto users with Sender role.

IUstice Digital EXchange System (JUDEX) Mt it Cx2 AN 0 u

Q@ sTaTus % LMD CAES +

=% ASIGNED USERS 5 +

& ATTALRD OOCUVENTY

Figure 184 ToE Form L preparation for signature

M In a reviewed case clickorkflow > Preparation for signature. A warning pop

C.

up with languages accepted by a Receiving State is displayed.

Click Workflow > Return for amendment - the case will go back to a draft
editable by Reviewer role. The Reviewer will have to make amendments and click
againWorkflow > Accept Review.

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

Sender is not able to edit case
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Figure 185 SigningToE Form L
@ After the user clickSignin Workflow, then theRI displays a pojup window.

Swgnature Form L
1 Plaans downkos e Farmm A POF B3cwmart 30 your dek
P BN
7 VOu CMN CNANGE T 000U Wvee § rossy &

©)  Dighut sgration o POF Sumal pooasumersiod]

Cenvar 1ppes ot wgratises

S e e )

Figure 186 ToE Form L downloa@nd upload signed document

To download and upload ToE Form A/ ToE Form L request, follow the desusibed
i rSigdchapted .

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

Steps belovare applicableto users withSendedrole.
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Open a case.

\ P
El ) e | = Ustice Digial EXchange System (JUDEX) e s 0 ox
® . o
TOEL test -
] - a “ 1]
o
Crervwm 3 T - -
or; n - CUTIG STATE -
t1 1L AT FEOUTING M -
O suns CIID R UNCID CAsE +
e
i

Q ATTACHED DOCUMEINTS

Figure 187. Sending ToE Form L

Click Workflow > Send
System sends ToE Form A/ ToE Form L and confirmation message appears.

\
- - traptar | - JUstice Digital EXchange System (JUDEX) MITT Y Gl AR 0 a
= N e

RIS AL TY " ' SXRCU NG AL O

O swns EIED 9, UNKED cAses +

o ASEGNED UEERS 4 +

& i Ct Cut e

faiceee
B ATIACHED DOCUMENTA . Do it O,

Figure 188 Sending ToE Form LConfirmation 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 error 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 alOEA request to an Executing Authority, before receiving a reply, the
Workflow menu of an Issued Request will allow to perform the following actions:
1 Create Form N
1 Create Form F
1 Withdrawal
1 Send other information
1 Close a case / Reopen a case
After sending alTOEL request to an Executing Authority, before receiving a reply, the
Workflow menu of an Issued Request will allow to perform the following actions:
1 Create Form N
Create Form F
Withdrawal
Send other information
Close a case / Reopen a case

=4 4 4 A

Please kepin mind, that the content of the Workflow menu is changing according to the
status of the ToE.

Workflow State: ISSUED (Open)

! l

Figure 189 TOEAWorkflow State: ISSUED (Open)
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Figure 190 TOEL Workflow State: ISSUED (Open)

Workflow State: CLOSED

B | —— Justice Digital EXchange System (JUDEX)
| - ;

Figure 191 TOEAWorkflow State: CLOSED

Justice Digital EXchange System (JUDEX)

Figure 192 TOEL Workflow State: CLOSED

Vst A1 Rpen Ao Croepe Assigned l‘.l) L]

Tesr AL Robon A Croups Assigeed (!{l ]
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8.3. Withdraw TOEA

JUstice Digtal EXchange System (JUDEX) Tomt A Rodes At Garagis Assgned :x! [~
-

rumLTeas e T

Figure 193 Withdraw TOEA

Open a case.

Click Workflow > Withdrawal

Then, theRI displays a draft version of Withdrawal Form.

- JUstice Digital EXchange System (JUDEX) Test Al by Ard! Groegn Azsegred 4_! ] Rel

-----------

Figure 194 Steps to withdraw AaOEArequest

Complete all mandatory fields bfitial section, Date and Reason of withdrawabnd
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.
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Send Withdrawal

Yes

Figure 195TOEA Send Withdrawal confirmation
The status of the casell be changed t&WWITHDRAWN.

8.4. Withdraw TOEL
;-‘ tesousn | amm JUstice Digtal EXchange System (JUDEX) sy Gt “-"*'ﬂ o]

Figure 196 Withdraw TOEL

Open a case.

Click Workflow > Withdrawal

Then, theRI displays a draft version of Withdrawal Form.
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Figure 197: Steps to withdraw aOEL request

Complete all mandatory fields tfitial section, Date and Reason of withdrawahlnd
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

Yes

Figure 198 TOEL Send Withdrawal confirmation

The status of thease will bechanged t&WITHDRAWN.
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8.5. Execute ToE

8.5.1. Acknowledgement of ReceipT OEA

When Executing Authority receivB$DEA request, it needs to send Acknowledgement of
receipt of a request for the taking of evidence.

Sending manual confirmation of the receipt (Form B) to the Issuing State is divided to two
(2) steps:

Step 1. Creating Form B:

View the incoming request.

IUstice Digital EXchange System (JUDEX) st Covt Civd A 0 ]

o$ ABSIGMID vooe:

o " L) L) L) o o [\ Q i L)

Figure 199 TOEA Creating Form B: Acknowledgement of receipt

Click Workflow > Create Form B.
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L] = e &
TOEA_authority + -
1)

..... ’ Som #
A e ® E0art & Mersage Trrmiee

Figure 200 TOEA Form B draft version displayed

Form B draft version will be createshddisplayed.

Hasriy
TUEA mg;)\,cz.nng.-mr.«e o -
Orervve e Meralon

- = B

While filling data in Form Bsectionsremember to save your data.

Sending Form B:

Justice Digital EXchange System (JUDEX)
YEA tost
L 13 @ o
........ .
4 S u v
Flafacercn o g soue

- Ex3

Figure 201: TOEA Form B: Acknowledgement of receipsend button

Click Sendbutton on action bao send Form B téssuing Authority.
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Figure 202 TOEA Sending Form B

Click Upload document.

Segnature Foem B

1 Meaie downiosd e Farm A POF Socuent 1o your dek
Engésy (WM -

2 You van change 11e S0CuTWre fivmat F necessany @

® Uigtw sgreran i I0F tormal fwocmmended|

Other types of mgnatires

1 Sgn the docurment enc spkosd i

Figure 203 TOEASignature Form B

@ Downl oad, sign and upl oaSyndhdped .document a

NOTE:When 60Ot her types of signaturesd option
can be uploaded (e.g.: jpg, jpeg, png). The document must be signed with one of the
following: digital signatures or seals, stamps, handwritten signatures.

Figure 204 Signeddocumenbdf ToE Form B uploaded
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@Signeddocument shoulte uploaded.

Send Form B

Form B must be signed before sending

Please upload signed document

{1 SIGNED FORM B

Document_pdf

22/03/2024 11:48

Figure 205 TOEAForm B: Send

@ Click Sendbutton
@ And status Sent will be displayedivent & Message Timelinetah

8.5.2. Acknowledgement of ReceipT OEL

For TOEL (Request for direct taking of evidenc#)ere isno dedicatedform for
acknowledging receipt.

To check if the request was received by the Executing Authaityser at Issuing

Authority needs to perforriine followingsteps:

Go to theEvent & Messagetimeline tabin the request.

Click

on

OForm LO. For m deeetptamll besdisphayed.h
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Form L X
[~ SENDER 2 RECIPIENT
i CA1 Ministerstwo Sprawiedliwosci 1l CZ(1) Krajske statni zastupitelstvi Usti nad
(Departament Wspotpracy Miedzynarodowej i Labem

Praw Cztowieka)

@ Palac Zdar, Dlouha 1/12
Q Al. Ujazdowskie 11 62000 Usti nad Labem

00-950 Warszawa .

B
% podatelna@ksz.unl.justice.cz

. 222390 870

I8 22 62 80 949

¥ sekretariat.dwmpc@ms.gov.pl
% ATTACHED DOCUMENTS

Created at: Size:

1.~ Documentxml 25/04/2024 15:40 9 KB

Delivery Status: Changed on: . : .
DELIVERY 25/04/2024 15:49 & GetPDF / Print ‘ &= Download Technical Evidence

Figure 206 TOELT Form details viewand delivery status

8.5.3. Provide Decision

8.5.3.1. TOEA T Form K

Form K is being useatsend a decision that a receiViGdEA:

9 has been executed
9 has been refused.

A userassigned to the casbould:

Click Workflow > Create Form K.
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£ - — I - JUstice Digital EXchange System (JUDEX) JofT) Ciat Covit AN 0 0]

NOTEDe X Oy ‘ ween he 1e Morsbes Siae S
8 nisamit o
1. Mefudurren o of the fetpietng cowrt

2 Myferwacs Mo of 1te reoueriad coert:

Figure 207: TOEA Workflow dropdown list Create Form K

\
B - Carnpeir l - JUstice Digital EXchange System (JUDEX) Juitt Cive Cre2 AN n 2

TOEA_authorty NN G NS -
TOEA TORAPL-OI-IC04-10-23-20821 e © L 0
Overview RunA vty Pum? @ s Tveert & Mezsage Timdiae ™
& L] v
e ECTIN XE £ EQUE F iCE

* Retecnces M of the TRcuestng coart

B L:{w;.‘).ﬂm?

Figure 208 TOEA Form K draftform

@ Form K draft version will bereatedand displayed.

(® While filling data in Form Ksectionsremember to save your data.

Sending Form K:
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B - — | am JUstice Digital EXchange System (JUDEX) N v Ca A 0 =

a
>
a
r
>
.
e
"
I»

Cvervaw

14 INTIL SECTION

L. Retersncy MNa of the seguesang court

Figure 209 TOEAForm K: sendo review

Click Sendto review buttonfrom Workflow.

\ —
| - —— I - JUstice Digital EXchange System (JUDEX) Sniry Covd OS2 M n m

FOEA - TORAM C220249 2000020 » &

Cure =]
o -]

Please rermerriser o ehgn Al stamp JF aveskesie) this ferm ooce I hes been poitied B o

Figure 210 TOEA Form Kaccept review

The user with Reviewer role should selActept Reviewto move it to the next step
(Reject and Return for amendment are also the available options). The Assigned can also
edit the case.
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\
3 - ap—— l - JUstice Digital EXchange System (JUDEX) Jattt Cive Cied AD n 2

TOEA_authonty

TOEA  TORAPLLZIBIAEI3300)1 o

Ove B

Phenbe (orrarnled Lo ShEn Al SEaste OF et T Tarre anoo i hes Seen (eiried -

Figure 211 TOE Form K: preparation for signature

The user with Sender role should seleaparation for signature to sign and upload
the signed document (other available options are: Reject and Return for amendment). The
Sender cannot edit the case.

5 -
™ - —— | - JUstice Digtal EXchange System (JUDEX) et Snt Sivd AR n (o]

TOEA_authority [ + -

TORA  TORAPLLCZNGH10J30000 © 4 o
’ '

Pinane revmrnime be wget ersl slamg (F sratabi Drm baree s i b hewr grivied . e

Figure 212 TOEA: Signature Form K

The user with Sender role should seleign.
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Send Form K

P W ot de agred Satu wending

Prlesie Lrusd Lgred OcCemart

SIGNED FORM K

+ yond et

£ G

Figure 213 ToE Form K uploading document

Click Upload document.

Sigratwrw Form K
1 P clonrioad the Form A POF gocument 1 yor dish
Dwrwrasact burm Enghah itn ~

2. Yoo can change e aocumnent format # necassary @
@ Ogtw signaties 0 POF larmand ecommended)

Othar type of signatises

3 5ign the BocuEment and wokied &

Figure 214 ToE Form K: upload signed document

Downl oad, sign and upl oaShndhdped .document as

NOTE:When 60Ot her types of signaturesd option
can be uploaded (e.g.: jpg, jpeg, png). The document must be signed with one of the
following: digital signatures or seals, stamps, handwritten signatures.
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Figure 215 ToE Form K: confirmation pojip

Closetheconfirmationpop-up.

:- b bernpuan l - JUstice Digital EXchange System (JUDEX)

TOEA_stat

67, EXECUTION OR NOM

EXECUTION

BICNATURE AND DATE

1 INTIAL SEGTION INFORMATION ON THE EXEC

TN

1. Raforenes N0 OF 1 requeating courn

2 Racerecson No of 1he requested court: *

TOEA  TORAPL-OTI004-1304.0008 L
Owvew VMA@ B gy EStA Message Tisebtn W Tnsksens
& O PO (Pt W ATan Desurent "8 Foom Trenwas  VeII0N Dk

Figure 216 ToE Form K sending

Jut a1 Ei A 0 m
A ANtsmurx 11y

LI | e 0 &a 0 o 0o

Send thdorm by using Send buttomdm a Workflow dropdown list.

8.5.3.2. TOEL T Form M

To reply to a request for direct taking of evidence an assigned user should:
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- - : t g ar | = JUstice Digital EXchange System (JUDEX)

TOEL_tes!

TORL TORLPLCZI0I- 10190421 >

1. Materetce Me of (T feqeasiing eourt

£ Mubwrance Mo of the cerfr budpcorpeiest suthonty

Click Workflow > Create Form M.

JUstice Digital EXchange System (JUDEX)

TOEL _test

ToR| 'ce.-r.-::-:::t-':~z\-‘->::~'e o
o e B Towibee o Tranndations

ES 4 Q v

"™ N s ] T

ED

|} r
ENTHAL
A 4

T
1 Reterarzs Mo of Ihe reguering court

Figure218 ToE Form M draft form

Form M draft version will be createthd displayed.

W Acovete buniein @ &'

+ -
A 0
: 1
=
=
-
=
-
Tre o
v
I
v

Figure 217. TOEL Workflow dropdown list Create Form M

Ja¥ Cw? ChV2Z AR 0 u

-
s

o 23

While filling data in Form Msections remember to save your data.

Sending Form M:
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= - tarnpeer l - JUstice Digital EXchange System (JUDEX) Jeit! CivECh2 AN 0 g

1 ossvos

P00l TORLPLLLNA-10.21-0002-1 o L o
P PEROMOUENTS
Dunivivm Pom\ @ ‘“f"." " & Mevsage Tiredd T ' o
=
& o L] v
-]
o
» |
r ' (] ) W ™ -

1 Mowrotce Mo of Ie requErSng court

Figure 219 TOELForm M: send button
Click Sendto reviewto move Form M to the next step.
am JUStice l‘n_)-':i EXchan ge System (JUDEX) Jat) Chv? Civ2 AR Q u

TOEL _test AN COONS -

rog  TORLPLCZ-2004-10-T1-0003-1 >

*
13
| 3

Form L3
Orarsine L e Wobein Wvett & Mesaage Timedre

1. Ratwrence Nz -=f e requesting oswrt

o B3
Figure 220 TOEL Form M accept review

The user with Reviewer role should selActept Reviewto move it to the next step
(Reject and Return for amendment are also the available options). The Assigned can also
edit the case.
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- JUstice Digital EXchange System (JUDEX) Joftt Cit Civ2 A3 0 m
L T = L
TOEL _test - -
FOEL TOSLALCZ-I034A8-249003-¢ o L 0
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RaNORIE WD OF Ihe el 0 1

Figure 221 ToE Form M:preparation for signature

The user with Sender role should seleatparation for signature to sign and upload
the signed document (other available options are: Reject and Return for amendment). The
Sender cannot edit the case.

\
B - —— | = JUstice Digital EXchange System (JUDEX) JefTE Chyt Cied A Q (o]
= N Aok twmitse @ S
JOEL TOEL-PLCZI0840-21-0002-1 - i )
conwn "ol @ Seoniy Rverri & Mesaegs Timvetne o Tramwations o
mtmnkieltatins. -]
ES . wF v
=
-]
1Al < =
1 FORM F ME CENTRA NFETE -
=
o

1. Reterarce Mo of tw requesting coart:

Figure 222 Signing ToE Form M

The user with Sender role should seleign.

Pagel70/ 287



REFERENCE IMPLEMENTATION Date202604-22
Version:2.10 Service of Documents & Taking of Evidence
User Manual

Send Form M

o A it S e Setern vy

Putre piodd vigred documart

JGNED FORM W

+ U diumen

Lomm

Figure 223 ToE Form M: upload document

Click Upload document.

Signatute Foem M

1. Pinmse doweload i Farm A POF docusent 5o your disk
Enghah {ENI

2. ¥ou s changs e dscumest toomat # necessary O
@ DQra sgratues # POF 100ma ecommenseal

Ottwr typers of sigratiom

3 Sagn e docuament snd spriond &

Uiomt nigriatt o

Figure 224 Signature ToE-orm M

Downl oad, sign and upl oaShndhdped .document as

NOTE:When 60Ot her types of signaturesd option
can be uploaded (e.g.: jpg, jpeg, png). The document must be signed with one of the
following: digital signatures or seals, stamps, handwritten signatures.
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Figure 225 ToE Form M confirmation pepp

Closetheconfirmationpop-up.

h ‘ e oel
Cmmemvatoir

- JUstice Digital EXchange System (JUDEX)

SHMATURE AND DATE

1. Sefurens Mo of e reguesting court

Figure 226 ToE Form M sending

. "a-a.’ac\cgvzmn 2

] L2 I
TOEL test s = |
TRl TORL-PL-CZ-I534-11-05-0001-1 P & on 0
Owmves ""“‘ o = :‘:','"y‘, _ Wvers & Meszage Tivwibes e Baraistons
1 e e
B Croem 7 )
& G0 Pret G Atach Dexarwer 'R Fam Tremass « VaAtEsn Twed s
o
oo S
13, INTIAL SECTION INFOFORATION FROM THE CENTHAL BODVITOMPE TENT AUTHORITY CONG o prrwws bs ot
EViDENCT
4 CENTRAL BOOYTOMPE TENT .
AUTHORITY R et ot pespe
50, INFORMATION FROM THE Arsiie SOMNNY ELT S92 TEY of 1ot Eavonst Marsent e e Cand w2 B  rase
CENTRAL BODYIOCAPETENT S ————
ALTHOR(TY
treage (0 ary bod

e Qa4 nar
v

Send thdorm by using Send buttomdm a Workflow dropdown list.
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NOTE:

The user should complete and sendMbéfication of forward

Figure 227. ToE Form M section 6 completed

If in TOEL Form M point6 6 . The f ol

JUstice Digital EXchange System (JUDEX)

TOEL test

PoEL  TOBLILLZ024-1 450004 0 >
Treivien Fom i RoRtiveien ot Boert & Metaage Tiowiion o Tranmsations

owing court was
practical assistance in the direct takingesidencétherewas an assisting courtdicated,
FormL is being automatically forwarded to the assisting cafier sending Form Mn
that case, after sending FormM®ea ut omat i cal | vy

creates

Atiscemarts

Figure 228 ToE Form M automatic forward and 'Notification of forward'
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8.5.4. Forward TOEA

To forward aTOEA request to another Executing Authority an assigned user should:

Justice Digital EXchange System (JUDEX) MITI G G2 AR 0 u
L] o5
OEA test .
064 & o L o
™ o - %

.....

L] ] o o o o o o o 1} o

Figure 229 TOEA Workflow dropdown list Forward + Create Form C

Click Workflow > Forward + Create Form C.

Formard + Creste Form C

] sSsas S e

e o N

Figure 230 TOEA Forward + Create Form C pojip window

Click Choose Authority button.
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Figure 231 TOEAforward: Searching for an appropriate requested court

All Executing Authorities in the chosen Member State which have the right pair of
instrument and competence will peesented

To find and select the correct authority, the user can scroll down the list or expand
search filters by selecting tlée Show search filter®&button.
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Search for competent mithoclly

SEANTH COSTIRA

Figure 232 TOEAforward: Searching for an appropriate requested cdusearch
results

Optional fields can be filled in with already known authority details such as
Municipality or Address.

Clicking theSearchbutton will return the authorities that match the entered criteria.

Select Authority fronthelist of results by clicking a radio button.

Click Select

After selection, 06F oupwiadow wilHooldiketha screendghatr m CO

below.
Formard + Croate Form C
e o) & ROPENT

" A L

9 v

Ll Gl

" - )

< o e

Figure 233 TOEA Forward + Create Form C pojp window and filled in data of the
appropriate requested court
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Click Sendbutton to send forward the request.

St St G2 Ad
petmencas ) g

Cwmemvatiir

h b AS—— l am JUstice Digital EXchange System (JUDEX)

TOEA test
ToeA mu-n.-c:em-u-u@ ® o & Nearas TR e 0

Orwrmw  FMA . o I Ivenh Mersee Tiewiee e Tieratiers
o et A CurDr vt % AN Ourert 0 Fun Tiene ¥ Veton
f-L IMITIAL SECTION NOTIPCATION OF FREVINIDNG OF A REQUEST FOR THE TAKING OF EVIDENCE
& REQUEST WAS FORWARDED
4] A Perterert wxd of fu t
Verme Tutas n fw ey of evesry

SIENATURE aNG OATE

1. Meference N of the seguewsing court:

] -
Figure 234 TOEA Form C

Form C tab with filled in data of the appropriate requested court will be displayed.

Fill in Form C and lick Sendbutton on action bao send Form C to Issuirfguthority.

Figure 235 TOEA Sending Form C

@ Click Upload document
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@Downl oad,

NOTE: Wh e n

Signsture Form C
1 0o e ke e P A POE 0000t 1o your dek

Erghet (D)

2. You Gan change the dosumnent huemat ¥ necassary 0

(@) Tges syraman i BOF tormal Pacomammeond)
Cobver Iypes of Mgpretures

1 Sgn the nocumant ane wpoed &

Figure 236 TOEA Signature Form C

0600t her types of signaturesbo
can be uploaded (e.g.: jpg, jpeg, png). The document must be signed with one of the
following: digital signatures or seals, stamps, handwritten signatures.

Figure 237: ToE Form C confirmation pepp

Close the confirmation pepp and click nd

8.5.5. Forward TOEL

To forward aTOEL request to another Executing Authority an assigned user should:
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Figure 238 TOEL Workflow dropdown list Forward + Create Notification of forward

Click Workflow > Forward + Create Notification of forward .

Forward + Craate Notification of farwaed

1= GONDER & fpowe

Figure 239 TOEL Forward + Create Notification of forward pepp window

Click Choose Authority button.
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BCARCH CRITTRIA

ars
a o

+ " o Ow

SANDH EREATY

9 ]

Figure 240 TOEL forward: Searching for an appropriate executing authority

All Executing Authorities in the chosen Member State which have the right pair of
instrument and competence will peesented

To find and select the correct authority, the user can scroll down the list or expand
search filters by selecting tide Show search filter®button.
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Sewch for competent suthority

SLAS CHTEA

STARCM RESATS

0
=3

Figure 241 TOELforward: Searching for an appropriate executing authorigearch

results

Optional fields can be filled in with already known authority details such as
Municipality or Address.

Clicking theSearchbutton will return the authorities that match the entered criteria.

Select Authority fronthelist of results by clicking a radio button.
Click Select
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the screenshot below

Forward + Creste Notification of forward
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v v
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:

Figure 242 TOEL Forward + Create Notification of forward pepp window and filled
in data of the appropriate executing authority

Click Sendbutton to forward the request.

\ ot oW
= - traprar | - JUstice Digital EXchange System (JUDEX) e Ot T2 AL n =
L L
TOEL test o o~ 1. -
ronL  TOELALOZL 0. 110000011 @ a A 0
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I
"9 K{\'ﬁ.ix‘i

Figure 243 TOEL Notification of forward

Notification of forward tab with filled in data of the appropriate executing authority
will be displayed.

Fill in Notification of forward and tick Sendbutton on action baio send Notice of
forward to Issuing Authority.
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Send Notification of forward X

Do you want 10 send Notificstion of forwaed?

Figure 244 TOEL Sending Notification of forward

8.5.6. Terminate a process upon withdrawal of the request

If you receive a Withdrawal request from the Issuing Authority, then you should abort all
ongoing actions and send confirmationth@ Issuing Authority. The ToE status will
change to WTHDRAWN.

8.6. Deadlines execution

8.6.1. Deadlines executionfTOEA

This feature shows whether:

1. ToE Form B (Acknowledgement of receipt of a request for the taking of evidence)
has been sent within seven days of the ToE Form A receipt.

2. ToE Form K (Information on the execution of the request for the taking of
evidence) has been semthin ninety days of the ToE Form A receipt.

3. ToE Form D Reply (Reply to request for additional information for the taking of
evidence) has been sent within sixty days of TOE Form D receipt.

4. ToE Form E (Acknowledgement of receipt of deposit of advance) has been sent
within 10 days of Form D Reply receipt.

8.6.2. Deadlines executionfOEL
This feature shows whether:
1. ToE Form M (Information from the central body/competent authority concerning

direct taking of evidence) has been sent within thirty days offtte Form L
receipt.
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8.6.3. Viewing deadline information in the Dashboard tab

2P 100 e R

Figure 245 Viewing deadline information in the Dashboard tab

Cases with an overdue deadline (one or many) are marked with a red dot. A deadline
thate x pi res on todayso dat e

8.6.4. Viewing deadline information in the Issuing Requests tab

Two tabs provide information:

1. My Issued Requests: list of all issued open cases.
2. Deadlines: list of altleadlines for a case, both upcoming and overdue.

i s

g Uy e ran

al so | eadi

L0 R N I S R SR R N

Figure 246 Viewing deadline information in the Issuing Requests tab
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My Issued Requests Tab: similarly to the dashboard, oveahiesor cases for which
a deadline is due today are marked with a red dot.

Click Deadlines a list of all overdue and upcoming deadlines is displayed by default.
The overdue or thoseith a deadline due today are marked in red.

oW

10
o

e

Figure 247. Deadline information in the Issuing Requests tab

Due date: displays the deadline date.

Expected Response: indicates what response subjedetmlne is expected.

Filtering possibilities are provided to narrow down the list of cases displayed.

Expected Response: 5 tick boxes allow the search on a specific deadline. Depending
on the selection, a particular subset of cases is returned. It is possible to select several
response types at the same time.

Deadlines: by default, all deadlines are shown when entering this tab. Three tick boxes
allow the search to be narrowed down to either only upcoming or only overdue ones.

Click Apply to activate the filter.
Click Clear all filters to revert to the default display mode (All)

Clicking the arrows enables switching to next or previous pages.
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8.6.5. Viewing deadline information in the Received Requests tab

Two tabs providenformation:

3. My Received Requests: list of all received open cases.
4. Deadlines: list of all deadlines, both upcoming and overdue

The same functionality is provided as for the Issued Cases (Overdue marking, filtering).

8.6.6. Viewing deadlineinformation on case level via Overview tab

As soon as the case is issued, 2 relevant deadlines are displayed on the Overview Tab. This
is applicable to both issued and received cases.

The main difference being here that on Issued cases, in case a forward occurred by the
initial Executing Authority, deadlines are displayed next to each other for all authorities
involved.

E DUE DATE
Form B: 02/05/2024 00:00
Form K: 24/07/2024 00:00

Figure 248 Viewing deadline information on case level via Overview tab

8.6.7. Manual deadlines management ToE

The deadlines can be manually managed due to exceptional circumskgndbe
Supervisor who is assigned to the authority where the case bdivogder to manage the
deadline manually, the user should:

1. Open the Overview tab.
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X DUE DATE | Manage deadiines

Form M: 15/01/2025 v

Figure 249 Manage deadlines

2.ln section O6Due date6, click the edit 1icon
3. TheRldisplays the following screen:

Manage deadlines

Autdarily name

CACIV.Y Kb sliye sasagetehe el nad Lataen

CACIV-T Mimgahd 30 Lasiomenbn Ol (a2 Latarn

CACIV-T Krapht 9870 oovapments Uet et | stawmn

CACIV-T srapdid miyr oywagetenty et nad | spem

CACIVA Kinpes 1i0er sowagpeiny Ust nas Laten

Figure 250 Manual deadlines management

A

User can manage deadline dates or mark fulfiledonortharka nc el | ed 6 .
Once the updates are done, a user should cl

TheRI saves updates and closes the-ppp
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9. STATISTIC SHANDLING

Statistis handling is a system modutkat allows users with Statissi¢tiandler role to

generate@ne or any number atatistical reports for any selected period based on monthly

reports. This functionality enables creation of customized summaries accordimg to
specific criterisdbased on thed® andToE RegulationsUsers can flexibly choose the time
range, allowing for more accurate and precise monitoring of sesukrthe selected
period.The date range will be limited to selection from May 2025 to the current date.

The ability to generatthe statistics is available within a single RI instan€ke reports

will be createdmanually i where a user with the Statistics Handler role can select any

report of theirchoice The System will generate repoit CSV format

Currently, we distinguish the following reports for individual legal instruments:

9.1. SOD

9.1.1.

= = =4 =4 A -a -2

9.1.2.

= =2 =4 -2

Transmitted

Request foService of Documents (Form)A

Request to Determirtbe Address of The Person be Served (Form B)
SODX+ Reasons for not Transmittif§ODX + Form A Section 9)
Completion of ServiceHorm K- Section 1)

Refusal of DocumentHorm K- Section 3)

Reason for NotService of Documer(Form K- Section 4)

Consolidated Report for Transmitted SO[his report will present the consolidated number
of all sentmessages for all forms within the SOD instrument.

Received

Request for Service of Documents (Form A)
Request to Determirtbe Address of The Person to be Served (Form B)
SODX + Reasons for not Transmitting (SODX + Form A Section 9)

Consolidated Report for Received SOiis report will present the consolidated number of
all receivedmessages for all forms within the SOD instrument.
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9.1.3. Technical Error Messages

1 This report will present the consolidated number of errors for messages/forms within: Form
A, Form B, SODX

9.2. TOE

9.2.1. Transmitted

1 Request for the Taking of Evidendeéofm A)
1 Request for Direct Taking of Evidendeofm L)

1 TOEX+ Reasons for not transmitting through the decentralised IT sy$@BEX + Form A
Section 13)

1 Information on the execution of the request forthking of EvidenceRorm K Section 5)

1 Information from the Central Body/Competent Authority Concerning Direct Taking of
Evidence Form M- Section 5.1and Section 5)2

1 Consolidated Report for TransmittedH - this report will present the consolidated number
of all sentmessages for all forms within tA®©E instrument.

9.2.2. Received

1 Request for the Taking of Evidence (Form A)
1 Request for Direct Taking of Evidence (Form L)

1 TOEX + Reasons for not transmitting through the decentralised IT system (TOEX + Form A
Section 13)

1 Consolidated Report for ReceivedH- this report will present the consolidated number of
all receivedmessages for all forms within tR®©E instrument.

9.2.3. Technical Error Messages

1 This report will present the consolidated number of errors for messages/forms within: Form
A, FormL, TOEX

9.3. Create Statistics Report

Steps below are only applicable to users wtatisticc Handletdrole.
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The first screen after logging in will be the Statistics Dashboard, where the user can see all
available reports.

Select the report from the presented list.
Select time frame.

Click Generate

) @

Figure 251 Selecting Report and Time Frame

0w

L

Figure 252 Confirmation of the report generation
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Next, the system will display a pagp informing that the reports will be available in the
Downloadssection on the lefhand menu.

Please remember that if you want to generate new reports, there isdalsarasectiod
option available, which will clear the entire section so you can select the desired reports
again.

el § I

Figure 253 Downloads section

NOTE: We recommend scheduling report generation during nighttime hours due the
potential system load, which may impact performance. However, the System
Administrator has the flexibility to adjust the generation time as needed. For more
information, please refer to the Architecture Guidelines and Software Design Document.
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10. BASIC FUNCTIONALITIES

10.1.Communication between Authorities

10.1.1.View incoming message

To see a message received from an Executing Authority:

Selectlssued or Received Requests.

Click a case you wish to view.

Depending on the type of a message:

JUstice Digital EXchange System (JUDEX)

Figure 254 SoD A: Overview tab

If you receive a form, it will be visiblan aseparate tab. Click it to sé®e content.
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am JUstice Digital EXchange System (JUDEX) Teet Al Gobes Azd Tromgs Asztgeed 'i: L

.......

Figure 255 SoD A: Attachments on the Overview tab

Every type of sent/ received message is displayed dbuvitiet & Message Timeline

All attachments, messages exchanged in a process of communication, are digplayed
the Overview tab and in corresponding tabs.

10.1.2.SODA: Send a request foradditional information (Form E)

When Executing Authority receivé&ODA requestsomeadditional informatiormight be
necessary.The Executing Authoritysends Request for additional information or
documents for the service of documents (Form E) to the Issuing State. This process is
divided to two (2) steps:
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Step 1. Creating Form E:

View the incoming request.

E - tnpeen | wmm JUstice Digital EXchange System (JUDEX) wroacam ) @
» L R
S0O0A test + -
A 0 o < - 0
=
---------- ‘e e
- Wit 3T ~ a v
- LAW =3 o
e ar et
NG AT n
Q ' D % wsmeD Cane
=
4
& ANNOASD Ui *

Figure 256 SODA Creating Form E: Request for additional information or documents
for the service oflocuments

(@ Click Workflow > Create Form E.

JUstice Digital EXchange System (JUDEX) e thnd g n s
" o5
SODA test -
s e L o o
Fom i fonf @ - & Wewn
L . -

[P UROTOR——" o
e

e B3

i

Figure 257. SODA Form E draft version displayed

Form E draft version will be createaid displayed.
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While filling data in Form Esections remember to save your data.

Sending Form E:

9- e Justice Digital EXchange System (JUDEX) iyt vng 0 2
= . of o &
DA test - -
Uk L B o
0 e £ o [FST. . 0
S
4 ] -

Figure 258 SODA Form E: Request for additional information or documents for the
service of documensending to review

Click Send to reviewbutton from Workflow.

)
B - —— I - JUstice l-u_f,, b Xchange System (JUDEX) e T Coed AN 0 u
N~ L
- -
0 14103000 & -~ o

Towd & Westege Tmeins  sTiwmiistons e

Figure 259 SoD For E: accept review

The user with Reviewer role should selActept Reviewto move it to the next step
(Reject and Return for amendment are also the available options). The Assigned can also
edit the case.
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9-‘ tseeen | amm JUstice Digital EXchange System (JUDEX) amcacnan ) o
N L S
SO0DA test - -
a © o

Figure 260 SoD Form E: preparation for signature

The user with Sender role should seleatparation for signature to sign and upload
the signed document (other available options are: Reject and Return for amendment). The
Sender cannot edit the case.

Justice Digital EXchange System (JUDEX) s g 0 u
] L
ODA test - -
X " S ° o
— . o
: ]
ES L] v

Figure 261 Signing SoD Form E

The user with Sender role should sel&ign.
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Figure 262 SoD Form E: upload document

Click Upload document

Sigrature Form £

1 Dwune Sowrsoad the Farm A FOF documarn i pour ek
Lrgan (N0

3 Yo can changs tre aociuTane frmat it ececcary ©

@) OWgnel Mpssture in POF formsd (recomemenoed)

Ot Typms oF Syretane

1 Sign e ancwnmt wnd wgisad it

toast ol goemd Frarm

Figure 263 SoD Signature Form E

Download, sign and upload the documendas s ¢ r i Sipe ahapiedn. 6

NOTE:When 60Ot her types of signaturesd option
can be uploaded (e.g.: jpg, jpeg, png). The document must be signed with one of the
following: digital signatures or seals, stamps, handwritten signatures.
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Figure 264 SODA Signeddocumenbf Form E uploaded

Closethe confirmationpop-up.

Send thdorm by using Send buttomdm a Workflow dropdown list.

10.1.3.SODA: Reply to a request foradditional information (Form E Reply)

You can reply to a request for additional information which you received from Executing
Authority. Direct reply will make your response correlated with a request from Executing
Authority.

:- | —— | w-dustice Digttal EXchange System (JUDEX) b Ay n =]
( wmemvatoir ~
] o -
SODA test W Com e |+ -
BOOK  SO0AALC2 30040 102000801 A o . 0
N — PORE @ | et s Meaage Sestee
- Fe ®
NEQUEAT FORALOMYOM L e
FFEORMC KN O DOCUMERTS PO
THE GERYICE OF DOCLARNTS
MATIC : VIR 1 I Mt B OF MO A0 MU NCHTAN £ vl (F COREME DAY pesce o ARBUeRsRA
O Oare e "~
ALt
"
Rutermns We of 1he Verasdbog ooy
e A s b

Artereve Ko of the scewTy sgEay.

View the Request for additional information or documents for the service of
documentsand click aReply button.
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Then, theRlI displays a draft version of a Reply to a request for additional information
(Form E Reply) and confirmation message.

Bl ) 1 | = Ustice Digial EXchange System (JUDEX) wmemcan ) @

® B

Figure 266 SODA Steps to reply to a request for additional information

Complete all mandatory fields of E Reply message by using the List of Sections menu.

Click Sendto send Form E message to the Executing Authority.

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

Send Form E Reply X

Do you want to send Form E Reply?

Figure 267: SODA Send reply to a request for additionaformation

10.1.3.1.SODA: Send a request for information on service or nosservice of
documents

You cansend arequest for informatioron service or noservice of documents to the
Executing Authority (Form 1).
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gs-‘ | = JUstice Digital EXchange System (JUDEX) g 0 o]
L] o<
+ -
’ v F 3 B3 0
"e S & Vessay o i
. LAECUTHG STATE - =
Op LAMED CASCS "
Figure 268 SoD create Form |
SelectCreate Form | option from Workflow.
..- ? ) | - JUstice Digital EXchange System (JUDEX) M1 ENY T AR n o]
[ A - L7 I
SODA test + -
A w0t x3 ™~ E @ o
Forey oe Ferm wt & Wewmge Trned "
e e ¢t A L] v
o 53

Figure 269 SoD Form | draft form

Completeall mandatory fieldssave your datand clickSend
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Figure 270 SoD Form | document upload

Click Upload document

Sgnature Form |

T Pt GOwr bl 11 B A PLDE UGt W gt e
st briven Eraghah (NI -
3. Wene dan Shenge e s isent tame # necesasy. O

@) Oigeal signatuss i PO funmen Secomeiended|

Othar Tyghos f Ignatime

1 AR I mteamien! a0e) spibied €

Figure 271 Download, sign and upload SoD Form |

Downl oad, sign and upl oaSthnchapteé .document as

NOTE:When 60Ot her types of signaturesd option
can be uploaded (e.g.: jpg, jpeg, png). The document must be signed with one of the
following: digital signatures or seals, stamps, handwritten signatures.
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Figure 272 SoD Form | confirmation pepp

Closetheconfirmationpop-up.

Send thdorm by using Send buttomdm a Workflow dropdown list.

10.1.3.2.SODA: Send areply request for information on service or nonservice of
documents

You canreply to arequest for informatioon service or noservice of documents sent by
the Issuing Authority (Form J).
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Ustice Digital EXchange System (JUDEX) -4z 0 od
L] o <
+ -
L a =3 0
..... ‘. ik
& 8]
- -
Figure 273 SoD Form Xreation
When Form | tab is open, click ¢teply button.
!‘-‘ tarnpean | am JUstice Digtal EXchange System (JUDEX) “"“"‘"""‘Q o
L e <
+ -
€ & & - 0
..... o _ forw e
O oo

Figure 274 SoD Form J draft

RI creates and displays Form J. Complete all mandatory fields andseliakbutton
on the action bar.
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Figure 275 SoD Form J upload document

Click onUpload document

Sigrates Foem J
1 Swass doamioad e Form A FOF Socumern 1o your dek
gl (D8]

2 You tae charge e socumers e et # necessary: 0
@ Dighw sgranae e POS 120mat fuoormmesosd |

Orhar 1ypes of signatrss

3 Sgn the docement and cooed A

Figure 276 SoD Form J.download, sign and upload document

Downl oad, sign and upl oaSthnchapteé .document as

NOTE:When 60Ot her types of signaturesd option
can be uploaded (e.g.: jpg, jpeg, png). The document must be signed with one of the
following: digital signatures or seals, stamps, handwritten signatures.
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Figure 277: SoD Form J confirmation pepp

Close confirmation popp.

Send thdorm by using Send buttomdm a Workflow dropdown list.

10.1.4.TOEA: Send a request for additionalinformation (Form D)

When Executing Authority receivd$EA request, and needs additional informatiine,
authority carsenda Request for additional information for the taking of evidence (Form
D) to the Issuing State. This process is divided to two (2) steps:

Step 1. Creating Form D:

View the incoming request.
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) ASSIGMID VIERY

- L J 2 L o 2 o e [ 3 o

Figure 278 TOEA Creating Form D: Request for additional information for the taking
of evidence

Click Workflow > Create Form D.

o B3
Figure 279 TOEA Form D draft version displayed

Form D draft version will be createshddisplayed.

While filling data in Form Dsectionsremember to save your data.

Sending Form D:
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L] 0 =

14, IMITIAL SECTION

|
. 3 bl bl L a L o o 3 e

Figure 280 TOEA Form D: Request for additional information for the taking of
evidence

Click Sendto review from a Workflow dropdown list.

Justice Digital EXchange System (JUDEX) JetT Y Del A2 n u

- " LJ " o v " [\ Ry

Figure 281 TOEA Form D accept review

The user with Reviewer role should selActept Reviewto move it to the next step
(Reject and Return for amendment are also the available options). The Assigredso
edit the case.
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= JUstice Digital EXchange System (JUDEX) T n (o]

Adous rau
TOEA test o -
TEA  TORAPLLT LR 102000014 ot 4

°

]
i
4
§
1
e & 0 & 0 » 0

Figure 282 ToE Form D: preparation for signature

The user with Sender role should seleaparation for signature to sign and upload
the signed document (other available options are: Reject and Return for amendment). The
Sender cannot edit the case.

JUstice Digital EXchange System (JUDEX) AT GO GV 0 o ]

L J " o o 1) 1 o 1) o 1 o

Figure 283 Signing SoD Form D

The user with Sender role should seleign.
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Figure 284 SoD Form D: upload document

Click Upload document

Signature Form O
1. Pumane dowriond thw Form A POF docurment 5o et tivk
Erggear (K0
2. Your man shwrvge S docurnes e # necessary: (O

@ Dagtal mgnatien &1 FOE bamat |iecomimmnaadd

Omar rypac of signatisss

2 fgn the Socumm and arosd

Figure 285 TOEA Signature Form D

Downl oad, sign and upl oaSndhdped .document as

NOTE:When 60Ot her types of signaturesd option
can beuploaded (e.g.: jpg, jpeg, png). The document must be signed with one of the
following: digital signatures or seals, stamps, handwritten signatures.
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Figure 286 TOEA Signeddocumenbdbf Form D uploaded

Closetheconfirmationpop-up.
Send thdorm by using Send buttomdm a Workflow dropdown list.

10.1.5.TOEA: Reply to request for additional information (Form D Reply)

You can reply to a request for additional informatmhich you received from Executing
Authority. Direct reply will make your response correlated with a request from Executing

Authority.

:- —— | - Justice Digital EXchange System (JUDEX) Tiost 230 Sifes Al (s Assigrm @ a
oot b

L

[ra® h Memarge *mate

Figure 287: TOEA Reply to request for additional information: Clickidgeplypbutton
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View the Request for additional information for the taking of evidenceand click a
Reply button.

Then, theRlI displays a draft version of a Reply to a request for additional information
(Form D Reply) and confirmation message.

Justice Digital EXchange System (JUDEX)

* = | .

Figure 288 TOEA Steps to reply to a request for additional information

Complete allmandatory fields of D Reply message by using the List of Sections menu.

Click Sendto send Form D Reply message to the Executing Authority.

System displays a peyp window. ClickYesto confirm that you want to send D Reply
message.

Send Form D Reply

Lo you wint to send Form D Reply?

Figure 289 TOEA Send reply to a request for additional information
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10.1.6. TOEA: Acknowledgementof receipt of deposit or advance (Form E)

As a user at theequested coudide, you can senficknowledgement of receipt of deposit
or advance to the Issuing Authority.

JUstice Digtal EXchange System (JUDEX) dutP) Ciwt CVE A 0 u

3 2

'

i m L] o o o o o o o 3 o
3

|

Figure 290 ToE Form E creation

SelectCreate Form E from Workflow.

JUstice Digital EXchange System (JUDEX) 1 Ov S A 0 o
Rl L7
TOEA test = -

¢ 2041038 - L 0

Y -
« - v v
1 Sabe L,
whore -

=
o B

Figure 291 ToE Form Edraft

Complete all mandatory fields in Form E and cl@&ndbutton.
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Figure 292 ToE Form E upload document

Click Upload document

Swnature Form €

1. Paamee domtiiimt Y Sorm A POE oot in pour dek
Orrrsngst £1oem Enghuh (M) -

2. You can coaege the docssrwnt formee i nncessary ©

B Digrtal myrenurs 41 POY vl (recamimmeaedt)

CRTw Vppen OV Sagnaties

1 Sign To CocumaTt B wples &

Figure 293 Download, sign and upload document.

Downl oad, sign and upl oaShndhdped .document as

NOTE:When 60Ot her types of signaturesd option
can be uploaded (e.g.: jpgped, png). The document must be signed with one of the
following: digital signatures or seals, stamps, handwritten signatures.
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Figure 294 ToE Form E confirmation pepp

Close confirmation popp.

Figure 295 ToE Form E sending

Click on Sendbutton.

10.1.7.TOEA/TOEL : Request for information on delay (Form F)

As a user of theequesting court, you can send a request for information on delay to the
requested court.
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JUstice Digtal EXchange System (JUDEX) Jet Dot S M1 0 ]
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TOEA test + -
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Figure 296 ToE Form F creation

SelectCreate Form Ffrom Workflow.

\
= - g ar I am JUstice Digital EXchange System (JUDEX) MYt Chel Ol A 0 u
LR o<
+ -
A2 ? o N o
° Forre F Evat & Mbaasge 3
L] -
o
Peterws € Wo of Fre apwenrg 1ese
2 Patarince Wz of e GLEESE CEEN TTE body TITEENNE SaTanity
=

o [23

Figure 297: ToE Form F draft

RI displays Form F drafComplete all mandatory fieldsave your datand click on
Sendbutton on the action bar.
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Figure 298 ToE Form F: upload document

Click Upload document

Signaties Form #
1. Pawan dowrdosd e Form A POF gocusseed fo pour dive,
Lt (N)

2 You ean change the dncumert trmst # nncessary 0
®) Dgtw sigranure 1 P0F dorman recamimanced|

Ottt tyoes of signatures

B Sagn e Gtsdumand o) wqrbond 1

o Mgred form

Figure 299 ToE Form F: download, sign and upload document

Download, sign and upload tdeo c u me nt a sSighehsptdd i bed i n 6

NOTE:When 60Ot her types of signaturesd option
can be uploaded (e.g.: jpg, jpeg, png). The document must be signed with one of the
following: digital signatures or seals, stamps, handwritten signatures.
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Figure 300 ToE Form F sending

Close confirmation popp

Click on Sendbutton.

10.1.8.TOEA/TOEL: Reply to request forinformation on delay (Form G)

h§ bospean_| s dUstice Digial EXchange System (JUDEX)
(nmemvatoir

TOEA Jest

JOCA  TORAPL-TZI004-10-26-000%-1 o

Dvwrove

L o -y Form§ el R S e S S —

T3 T BECTON

& FFORMATION ADOUT THE
RPGUEST

DUMNATURE AND DATE

t Petarerce Mo af #w receesing oot ¢

7 Retmwree ool PRS-

Figure 301 ToE Form G creation

o Owt Ov}‘ln u
] 0 <
Yo oy + -

A 0
Adatwemie
Wb !
ans w
-
Vg 111w
BV Oy

- -
n-M‘lwmz.
rvere

You can reply to a received Form F by clickiRgply button on the action bar.
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Figure 302 ToE Form G draft

RI creates and displays Form G.

Complete all mandatory fieldsave your datand clickSendbuttononthe action bar.

Figure 303 ToE Form G upload document

Click Upload document
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Eagies (B8

2 Yeu can change o docurme s forme f neceseey

® DMl agretion %1 POF bormat Hectrmmasmaill
Omver tyome of signatures

1 Bign t1he documm and cosd i

Figure 304 ToE Form G: download, sign and upload document

Downl oad, sign and upl oaShndhdped.document as

NOTE:When 0Ot heirgnypesewd option is selected,
can be uploaded (e.g.: jpg, jpeg, png). The document must be signed with one of the
following: digital signatures or seals, stamps, handwritten signatures.

Sgnature Form G

Figure 305 ToE Form G: confirmation popp

Close a confirmation pepp.

Page219/ 287



REFERENCE IMPLEMENTATION Date202604-22
Version:2.10 Service of Documents & Taking of Evidence
User Manual

Figure 306 ToE Form G sending

Click on Sendbutton.

10.1.9.TOEA: Notification concerning the request for special procedureand/or for
the use of communications technologiggorm H)

h§ [a— I - JUstice Digital EXchange System (JUDEX) o _non '.tﬂmn o]
[g= = Ty 8

fom £ il Form &

SIOAKTURE AND DATE ¢

e

Pintas swamnber 30 sge onk slirns M avahabie) 1t forw aaen 1l St lies rvind

- " o « o L o o « 3 L

Figure 307: TOE Form H creation

SelectCreate Form H option from Workflow.
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L 0 <
TOEA test + -
o B
Figure 308 ToE Form H draft
Complete almandatory fieldeandsave your data
'-- ! burmpnan I = JUstice Digital EXchange System (JUDEX) o1 Chvs € ’”'Q ]
u e

- | ] ) o L ) o o o 3 o

Figure 309 ToE Form H send to review

SelectSend to reviewoption from Workflow.
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. L] o a o o o o n 3 o

Figure 310 ToE Form H accept review

The user with Reviewer role should selActept Reviewto move it to the next step
(Reject and Return for amendment are also the available options). The Assigned can also
edit the case.

™ | JUstice Digital EXchange System (JUDEX) Jam Ot Civa Nl n

L 1 o o o o o o o ) o

Figure 311 ToE Form H: preparation for signature

The user with Sender role should selparation for signature to sign and upload
the signed document (other available options are: Reject and Return for amendment). The
Sender cannot edit the case.
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h} trapran ' - JUstice Digital EXchange System (JUDEX)
i

I BT
m

TOEA  TCRA L LZ-00418-28.8001.1 -

fomA Form £ foen ¥ Forw G fomm

Cwmrvnn e

A CHIFIE e W AsknCmased R Fun Newems o Vesmea ek
T RECTON SCNATURE AND DUTT

4 THE CALL RECUTION 3

MEGUEST COULD 801 BE CLRMMUED Gone ot *

BANATURE AN DATE
Dats

PArenn e 9 S end viern 1 aveiabin $95 S e B e e adeied

Figure 312 ToE Form H: signing

The user with Sender role should sefgign.

Sormi . [T LT e S—————

emencan ) @

- % O 0 0 O O O O I D g
. " ? 7 - '
]

Figure 313 ToE Form H: upload document

Click Upload document
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Sugnatuse Form M
1 Moase dooriced e Parm A POF docoment i yuur Sek

Lrghwn WG

2 You can change the necument formet it rocessary O

@ Dagizal signutunn in POF formen (racommmenosd
Crtver typws af vgres.rm

S I P )

Figure 314 ToE Form H:Download, sign and upload document

Downl oad, sign and upl oaShndhdped .document as

NOTE:When 00Ot her types of signaturesdéd option
can be uploaded (e.g.: jpg, jpeg, png). The document must be signed with one of the
following: digital signatures or seals, stamps, handwritten signatures.

Figure 315 ToE Form H: confirmation pojip

Close the confirmation pepp.

Click on Sendbuttonfrom Workflow.
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10.1.10. TOEA: Notification of the date, time, place of the taking of evidence
and the conditions for participation (Form I)

JUstice Digital EXchange System (JUDEX) M Civt Cad A0 0 u
w LU
TOEA test + -
10EA-PL N4 - 4L o
=
......... ne o
YON0 STATE - S TING STATR ~ =
S Ak 15D LAk [ f
BTG M THORITY CAENA onfihd sUte: botiapinsd
s )
 CEIID % Lawnen case =
=
=
=
.

Figure 316 ToE Form | creation

SelectCreate Form | from Workflow.

JUstice Digital EXchange System (JUDEX) ol A iaye n 2
R ] L
TOEA test + -
Y 2 $ 48! o L o
...... - " . ange
e & L] v
v -

P e of P res -
s ]
o B3

Figure 317: ToE Form | draft

Complete all mandatory fields and cli€lendbutton on the action bar.
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Figure 318 ToE Form | upload document

Click Upload document

Sigratas Form |
1. Plawan domriosd She Torm A POF gocuseet fo pour dive.

Ovrmmcad) # oo Ervghran (KNI

7 You ean change the dncumers tremet # necessary O
@)  Digtw sigranure 01 S0F dorman irecommanced|

Ottt types of signatures

A Shyn 11 Gostumnd e aqrbond 1

Jiroms Mgred Form

Figure 319 Download, sign and upload document

Downl oad, sign and upl oaSndhdped .document as

NOTE:When 60Ot her types of signaturesd option
can be uploaded (e.g.: jpgped, png). The document must be signed with one of the
following: digital signatures or seals, stamps, handwritten signatures.
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Figure 320 ToE Form I: confirmation pojup

Close confirmation popp.

Figure 321 ToE Form | sending

Click on Sendbutton.
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10.1.11. TOEA: Notification of delay (Form J)

\
| = - traprar I - JUstice Digital EXchange System (JUDEX)

TOEA Test
TORA  TORA PLCZ I AS0M o
........ “’""I ' Bvact & Wassage Tirvel Turaies
& o L]

£ Reterwrce M2 of ihe reguessng court: *

Figure 322 ToE Form J creation

SelectCreate Form Jfrom Workflow.

\
| - Carnpear | = JUstice Digital EXchange System (JUDEX)

TOEA Test

TOEA  TORAPLCZI0GA-1142-3002 o

4
-
-
<

1. Retwuzen Mo of the reguesiing cowrt:

Figure 323 ToE Form J draft

0

- 22

Complete all mandatory fields and cli€lendbutton on the action bar.
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