
Industrial Court of Malaysia

Brie�ng on the 

e�ling and eService System



 Practice Note No: 2 of 2014
“Electronic Filing and Service”

 Practice Note No: 2 of 2013

“Exhibits  which are tendered at the Industrial Court”

- they may be viewed on the website of the Industrial 

Court www.mp.gov.my

Prac�se Notes



 Access and filing of documents anytime and anywhere.

 Cost & time effective

 Notifications by email of documents received online, approved 

by the Court and service by the system.

 Improved efficiency in case management system.

 Secured document filed.

Bene�ts of eFiling & eService



Minimum System Requirement

 Recommended Dual Core 2.3 Ghz CPU

 Recommended 2 GB RAM

 Window XP and above

 Internet Explorer 10 and above, Google Chrome, Mozilla 

Firefox

 Safari & Dolphin browser not supported

 Adobe Acrobat Pro (For Marking only)



There will be kiosks set up in each 
branch of the Industrial Court for 

e Filing.

Kiosks



You must have a pending case at the Industrial Court 

registered under –

Code 2: Trade Dispute pertaining to the terms of a 

collective agreement

Code 3: Trade dispute

Code 4: Dismissal

and both parties have consented to eFiling and eService 

To be a registered user:



Online Registra�on for Forms 

S, U, M & N
You wish to file any of the following applications:-

Code 1: Form S – application for Non-compliance with 

award or collective agreement.

Code 5: Form U - Reference on a point of law

Code 6: Form M - Interpretation of an award or 

collective agreement

Code 7: Form N - Variation of an award or collective 

agreement



Online Registra�on for Forms 

S, U, M & N
 Applicants need to fill up the particulars in the form

 View the form

 Print out the form and sign

 Scan the form in pdf format

 Upload the form in the systems



The Court will serve Form F  on both 

parties manually informing you of the 

first mention date. During the first 

mention/ subsequent mentions, both 

parties must consent to eFiling and 

eService. Only then, may you become a 

registered user.

How to obtain 

a username and password



 Authorised persons may register through the Industrial 

Court Website.

 Authorised persons may enter using their Malaysian 

Identity Card Number if they are Malaysian citizens or 

passport number if they are foreign nationals.

How to be a registered user



Who are authorised persons
a) Parties to a case which include the following:-

● Individual

● Sole-proprietorship

● Partnership – a partner 

● Company – a director or employee

● Society – an office-bearer or employee

● Trade union – an office-bearer or employee



b) Legal firms, trade union representatives and 

representatives from MTUC and MEF

Legal firms which are sole-proprietorships – the sole- 

proprietor

Legal firms which are partnerships – a partner

Trade unions – an office-bearer or employee

MTUC and MEF – an office-bearer or employee

Who are authorised persons



 The password will be given by Industrial Court Interpreter 

once parties in a specific case have consented to e Filing 

and e Service and the user has registered online through 

the Industrial Court website.

 The registered user must appear in person before the 

interpreter in a special case to obtain the password.

 In exceptional circumstances such as when counsel is 

based outstation, he may request for the password by 

telephone. The password will be sent by email.

 Passwords should be changed from time to time.  This is a 

security feature.

Password



 Registered users may view, file and receive documents 

online.

 There may be more than one username for a legal firm, 

trade union, MTUC, MEF and if a party has more than 

one case pending.

 Multiple users may use the portal at the same time.

 In the event the user has forgotten his password, he may 

request for a new password through the Industrial Court 

website.

Access to the system



 When a counsel or representative has been registered as a 

user, the party may only view the documents and cannot 

file documents online.  From thereon, only counsel or the 

representative may file and receive documents online.  If a 

counsel or the representative has been discharged, he may 

not view, file or receive documents online as his username 

in a particular file will be disabled.   The party will then 

be allowed to file and receive documents online.

Access to the system



 Counsel must file Forms A and B manually.  When Form 

A has been approved by the President/Chairman, the name 

of the legal firm will be entered in the eIC system.  

 A representative from a trade union must file Form B 

manually. 

 A representative from MTUC or MEF must file Form B 

manually.

Form A & Form B



Documents which can be �led and 

served electronically
 All documents which are mentioned in the Industrial 

Court Rules 1967 maybe filed online except Forms O, P, 

Q & R.

 If a Statement of Case or Statement in Reply is rejected 

pursuant to rules 9, 10 & 11 of the Industrial Court Rules 

1967, Form I and K (respectively) will be issued to file a 

fresh Statement of Case or Statement in Reply.



 Bundle of Documents may be filed online. Practice Note 

No. 2 of 2013.

 Capacity: 20 megabytes

 Equivalent to 300 pages

 Pagination should start from the cover and continue to the 

last page of the bundle of documents

 Do not mark exhibits

 The marking of exhibits will be done online by the 

Interpreter upon instructions by the President/Chairman 

during case management or in open court.

Bundle of Documents



 Exhibits may be attached to pleadings.

 Do not mark exhibits.

 Pagination should start from the first page of the pleading 

and must continue to the last page of the exhibit.

Exhibits



Witness Statements may be filed online. 

At the hearing, 6 hardcopies must be 

tendered and signed by the witness after 

the affirmation.

Witness Statements



 The service of documents will be done online through 
the system after the documents have been accepted by 

the Assistant Registrar online.

Service



 When a document is filed online, there will be an 

acknowledgment by the system:

When a document is filed by a party, there will be a 

notification to the party by email.

When a document is accepted by the Assistant Registrar, 

there will be a notification to the party by email.

When a document has been served on the other party by 

the system, there will be a notification by email to the party 

who has filed the document online.

No��ca�on



 
eFILING & eSERVICE USER GUIDE 
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Login Screen 
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Login Screen - 1 
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Login Screen - 2 
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How To Register An eFiling & 
eService User Account 

(first time user) 
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How To Register An eFiling & eService User 
Account – 1 
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Step 1:  Click on ‘Sign up now’ link 



How To Register An eFiling & eService User 
Account – 2 
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Step 2: Fill in all the necessary 
information 
Step 3: Click ‘Submit’ button  



How To Register An eFiling & eService User 
Account - 3 
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How To Register An eFiling & eService 
User Account - 4 
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How To Register An eFiling & eService 
User Account - 5 
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How To Login 
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How To Login - 1  
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Step 1: Enter User ID, Password & Security Widget 

Step 3: Click the ‘Login’ button 

Step 2: Verify security widget 



How To Login - 2 
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How To Manage Personal Info  
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How To Manage Personal Info -1 
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How To Manage Personal Info -2 
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How To Manage Personal Info -3 



How To Upload Document 
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How To Upload Document -1 
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How To Upload Document -2 
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How To Upload Document -3 
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How To Upload Document -3 
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How To Upload Document -4 
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How To Upload Document -5 
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How To Upload Document -6 

25 



How To Upload Document -7 
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How To Upload Document -8 
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How To View Document’s Remark  
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How To View Document’s Remark -1 
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How To View Document’s Remark -2 
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How To Preview Document  
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How To Preview Document -1 
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How To Preview Document -2 
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How To Download Document  
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How To Download Document -1 
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How To Download Document -2 

36 



How To Reset Your Password  
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How To Reset Your Password -1 
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Step 1: Click the ‘Retrieve here’ link 



How To Reset Your Password – 2 
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Step 2 : Fill in all the info & click ‘submit’ button 



How To Reset Your Password – 3 
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Step 3 : User successfully reset password 



How To Reset Your Password – 4 
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How To Register Case  
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How To Register Case – 1 
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How To Register Case – 2 

44 



How To Register Case - 3 
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How To Register Case - 4 
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Step 7 : Fill in all the necessary information  above 
Step 8 : Click on the ‘submit’ button 



How To Register Case - 5 
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Step 9 : User successfully registered case 



How To Register Case - 6 
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End  
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