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Introduction

to OCMC

What you need to know




What is an Online Civil Money Claim?

OCMC stands for
Online Civil Money Claim

Users may know this service
as ‘Money Claims’ or ‘Money
Claims — new beta service’

HM Courts &
Tribunals Service
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Members of the public can apply
to a county court to claim
money they’re owed by a person
or business.

This often used to be known as
taking someone to a ‘small
claims court’. Claimants can
apply online or by post.

Small claims are for simple
cases that don’t involve large
amounts

of money or complicated issues.

They’re often used to get
compensation or money back if
something’s gone wrong.

Small claims are never usually
for more than £10,000.

— \_y



Why would someone make a Civil Money Claim?

Example reasons for claims

Q
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Claims might be made due to:

+ a faulty product

* being owed a refund

* being owed money for work
completed

Sometimes these issues can be
resolved via mediation or
making a formal complaint.

Sometimes just starting a money
claim against someone is
enough to make them pay and
the case may not have to go to
court at all.
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OCMC

Service User
Vulnerabilities

And how to respond




Potential service user vulnerabilities

Disputes

Users may have
been through a
difficult experience
with a trader and
be feeling unhappy
about being
involved in a
dispute.
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Stress

They may begin
the process feeling
upset and stressed
if their experience
has already been
particularly
negative.

Finances

If the user has
existing money
worries, then the
claim may feel very
important to them,
and this could
increase their
sensitivity.

Confidence

The idea of going
to court can be
intimidating for
many people and
could result in
users presenting
with low
confidence or low
mood.
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Potential service user vulnerabilities

Wait times

Users are likely to
want to reach a
resolution as
quickly as possible,
so are more likely
to show
impatience or
concern if there are
delays,
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or if they perceive
that progressing
their case has been
delayed.
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How to respond

Make sure you Tips

* Are patient * Bear in mind that everyone going through the
OCMC journey has had a different experience.

* Listen carefully
* We can't give users suggestions on what they

* Show compassion should do, but we can explain and give
information of options so they can make an
* Are encouraging informed choice.
* Refer and signpost * Remember that CTSC may be the right place
appropriately for some enquiries

10



Preparing users for booked appointments

What to remember

If you are booking a user on for an This will vary depending on the service and the help
appointment with a network needed, but it could include:

partner, remind the user of what

they may need for the supported * |dentification

session.

* Documents, such as a marriage certificate and/or
translation

* Paperwork about their finances for Help with Fees
application

* Debit or Credit card to pay the court fee.

11



Any questions?
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Recognising
OCMC Short
Task's

When you can offer
direct support
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Short tasks — Quick Links

Currently supported:

Supporting Sign In

Notifications

Viewing Documents

Resetting Passwords

Claim issued

Defendant requests extra time

Counterclaim

Claimant has issued a CCJ

Settlement agreement signed

Settlement agreement not signed

Uploading Documents

Viewing Hearing Bundle

Case transferred

Defendant paper response

Pay a Hearing Fee - Card

Pay a Hearing Fee — HWF

Viewing an Order

Confirming Trial Arrange

Read and Review Order




Supporting Sign In

How to help users to sign in to the
online portal.
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The most common way for a user to sign in will be through the link in their email when they receive a
notification.

If a user can’t find their email, doesn’t know where to go to sign in to the service, or if they are wary of
clicking links in emails, you can direct them to type the words

“money claim enter number”

GO 9|e money claim enter number X

{=
)
Jo)

into a search engine,

thls ShOUId generqte the ||nk Images Videos MNews Books Maps Flights Finance

to click as shown:
About 1,380,000,000 results (0.37 seconds)

GOV.UK
https:ffwww.moneyclaims . service. gov.uk » enter-claim-n..

Money Claims Service - GOV.UK
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Both claimants and respondents should have a 5 GOV.UK —

claim number from their email or letter of
notification that they can now enter into the claim

:130.Y Thisis a new service - your feedback (opens in a new window) will help us to improve it.

number box to access the portal and view their Enteryour claim number
case. Claim number

If they are a claimant and they don’t know their

claim number, they can sign in using their email Don’t have a claim number?

address and password.

» Contact us for help

If they are a respondent and they don’t have the
claim number, this will be an automatic redirect
to the CTSC.

Q We Are
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Supporting Sign In

The legacy — old — money claims system “Money
Claim Online (MCOL)” looks like this.

It is only relevant for bulk claims.
You don’t need to worry about this as we don’t

offer support to users for those claims at the
moment.

Group —~—~—_
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Which service did you use to view or
make the claim?

Money claims - new beta service

p» What does the new service look like?

O Money Claim Online (MCOL)

You’ll have used an 8-digit Government Gateway user ID.

w What does MCOL look like?

Example of MCOL




Notifications

Supporting users to view
notifications and determine their
next steps

19
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Notifications

Notifications are normally updates telling a
claimant about progress on their claim. These
often require the claimant to take additional
action on their portal.

In most cases these are small tasks, such as
confirming receipt of something or viewing or
downloading a document.

In other cases, a user should be booked for
support at a centre if the notification prompts
them to take additional action on the portal, such
as the one shown here:

Group —~—__
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Dear Jan Clark,

Claim number: 273MC945

Mrs. Mary Richards has been given an extra 14 days to respond
to your claim.

They need to respond to your claim before 4pm on 17 March
2021.

Sign in to view your claim:
https://moneyclaims.demo.platform.hmcts.net/dashboard

HM Courts & Tribunals Service
Email: contactocmc@)justice.gov.uk
Telephone: 0300 123 7050
Monday to Friday, 8.30am to Spm

Find out about call charges: hitps://www.gov.uk/call-charges

Please do not reply to this email, we do not check replies to this
email address.

— T ®
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Notifications

Notifications that do not require further action
include:

* Claim issued to defendant

*  Claim transferred to local court

. IT error

+ Defendant has requested extra time

Note:

If the claimant is struggling to navigate the portal
with your support over the phone and may need
more in-depth support, you can offer an
appointment with a network partner.

Group ~—_
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Dear Alex Richards
Claim number: 222MC222
We've transferred your claim to Shoreditch County Court

From now on, you should send any forms, letters or other documents to this
court and contact them with any questions you have.

Sign in to see the court contact details: htips //hmcts-

access.service gov.ukflogin?response type=code&state=
01a00a89-4d64-4848-8089-4161c79a5f30

&client id=cmec _citizen&redirect uri=https.//www.moneyclaims.service.gov.u
kireceiver

HM Courts & Tribunals Service
Telephone: 0300 123 7050
Monday to Friday, 8.30am to Spm

Find out about call charges: hitps://www.gov.uk/call-charges

Please do not reply to this email, we do not check replies to this email
address.

— T 2
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As just shown, users will be sent an email when Viewing these updates is normally straightforward

something has happened in relation to their once the user is signed into the portal.

application, they can find out more about this by

clicking the link to access the online portal. Some notifications may require signposting to
CTSC for specific guidance or technical support,

Sometimes, early in the process, the other party e.g., if there is a technical issue with the

will have acted and there is an update for the application

user to read before they are prompted to fill in
another form.

That other form would be a long task, but reading
the update first would be a short task.

-Q_.- (A/a\el\r{iﬁre\ S \y




Viewing Documents

Supporting users to view
documents in the portal

23
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MoneyClaims Myaccount Signout
BETA Thisis a new service - your feedback (opens in a new window) will help us to improve it. Cymraeq
. . . . Home
Viewing documents is usually straightforward once the
user is signed in to the portol. Miss Jane Doe v Sir John Doe | want to...
Case number: 1729 0063 9570 9582 Contact the Colit to mhadest 3
Claim amount: £15,000 change to my case (make an
. . application)
All of the user’s previously submitted documents, as well Tell us you've settled the claim

Inform the court of a breathing
space debt respite

An order has been made

as the documents submitted by the other party, will be

The judge has made an order on your claim.

available to view within the portal. View the order
Help and support
The clai Help with fees
. . . . - Find out about mediation
The option to view the document will usually be described T
View the claim Available B . P i
. . epresent myself at a hearing
in blue underlined text. .
View information about the claimant Available Find legal advice
" Find information about my court
Hearing T e T T
» Contact us for help
View the hearing gt available yet The response
Pay the hearing fee Not aWlable yet
View the response to the claim Available
Upload hearing documents In proNgss
Visw dasians e View information about the defendant Available
Add the trial arrangements Not available yet

scroll down to find the Hearing

View the bundle Not available yet
Q We Are
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MoneyClaims My account Signouf]
BETA Thisis a new service - your feedback (opens in a new window) will help us to improve it Cymraeq
Once on the view documents page, A user can B iimospmets
click the blue links to see the individual — PR
documents. View documents

Case number: 1729 0063 9570 9582
Claim amount: £15,000.00

Read and save all documents uploaded by the parties involved in the claim.
Three weeks before the hearing, a bundle will be created containing all
submitted documents in one place. You will be told when this is available.

Ly
Claimant disclosure
Claimant documents for disclosure Document for disclosure statement
Date uploaded [22 October 2024] 01-01-2024.txt
Claimant witness evidence
Claimant witness statement Witness Statement of john smith
Date uploaded [22 October 2024] 09-09-2024.txt

Claimant expert evidence

( ) We Are
Group —~——__ e \y




Resetting Passwords

Supporting users to reset their
password to gain access to the
portal

26
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This is a new service - your feedback will help us to improve it Cymraeg
If a user has forgotten their password and needs Sign in or create an account
to reset it, there are some simple steps they can
Signin Create an account
to ke' Emailaddress You need to create an account to use this service.
I |
Password
The guidance for this is contained in the | |
“Password Reset Flow” document, and in the Forgotten password?
addendum at the end of the Service Overview
Training Guide. & GOV.UK
IEEZN This is 2 new service - your feedback will help us to improve it Cymraeg
You can access the Password Reset document Reset your password
he re Enteryour email address to reset your password.

Email address

|

Q We Are
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https://20293962.fs1.hubspotusercontent-na1.net/hubfs/20293962/Password_Reset_flow_document.pdf

Claim issued

Supporting users to view the status
of their claim and find out more
about what happens next

28
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Dear Sam Clark
This notification is received when the claimant has Claim number: 222MC222
submitted their ClGim Gpp“CGtion and they hOVG Your claim against Alex Richards was issued on 28 June 2021

been Oble to prOVIde the emGII GddreSS Of the The defendant needs to respond before 4pm on 10 July 2021.

defendont‘ The defendant can ask for an extra 14 days to respond. If they do you will

be notified of the date you need to respond by.

Sign in to your money claims account: [URL login link]

It is an automatic notification that is telling the

More information about what happens after you claim:

claimant how |Ong the defendant has to reSpond- https:/www.gov.uk/make-court-claim-for-money/after-you-make-your-

claim

HM Courts & Tribunals Service

The user can click the link in the email to see Email: contactocmc@justice.gov.uk

more about what happens next, including what E;i%iili.?rf;‘;‘j‘ﬁégiﬂospm

happens if they don’t get a response, or if the Find out about call charges: https://www.gov.uk/call-charges

defendant refuses to pay. Please do not reply to this email. we do not check replies to this email
address.

( ) We Are
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Defendant requests extra time

Supporting users to view the
update about the defendant’s
request and the new deadline for a
response

30



Defendant requests extra time We Are
Group

Dear Sam Clark

This notification is received if the defendant has

read the claimant’s initial application and has R INRCE ZRENEe

asked for Ionger than the originol deadline to Alex Richards has been given an extra 14 days to respond to your claim.
respond They need to respond to your claim before 4pm on 24 July 2021.

Sign in to view your claim: https://hmcts-access.service.gov.uk/login?
response type=code&state=0e06c91a-b835-44a2-b11f-

The defendont WI” hCIVG been given a new deodline, LT§:8%?/93§2§;I\2€;I id=cmc_citizen&redirect uri=https://www.moneyclaims.ser
.QoV.uk/

and this date will be detailed in the update to the

claimant, so that they know what is happening. R

Email: contactocmc@)justice.gov.uk
Telephone: 0300 123 7050

The claimant can click the link in the email to see Monday to Friday, 8.30am to Spm
more about what happens next’ inc|uding what Find out about call charges: https://www.gov.uk/call-charges

happens if they don’t get a response, or if the

defendant refuses to pay.

( ) We Are
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Case transferred

Supporting users to see which court
their case has been transferred to
and how to get in touch

32
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Case transferred

The user will only receive this notification if their
case is being moved completely away from the
central system and will be dealt with directly by
the court itself.

All communications will now need to be sent to
that nominated court, including forms, letters,
evidence or any enquiries.

The link in the notification will take the user to

view the contact details for this court. They may
wish to write these down for reference.

Group ~—_
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Dear Alex Richards
Claim number: 222MC222
We've transferred your claim to Shoreditch County Court

From now on, you should send any forms, letters or other documents to this
court and contact them with any questions you have.

Sign in to see the court contact details: htips://hmcts-
access.service.qgov.uk/login?response type=coded&state=
01a00a89-4d64-4848-8089-4161¢79a5f30

&client id=cmc_citizen&redirect uri=https://www.moneyclaims.service.qov.u
kireceiver

HM Courts & Tribunals Service
Telephone: 0300 123 7050
Monday to Friday, 8.30am to 5pm

Find out about call charges: https://www.gov.uk/call-charges

Please do not reply to this email, we do not check replies to this email
address.

T T B



Defendant paper response

Supporting users to see the status
of their claim at the point it moves
offline

34
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Subject Alex Richards will respond by post
If the user receives this notification, it is because the Dear Sam Clark
defendant in their claim has decided not to continue Claim number: 222MC222
responding to the claim process online but wants instead sbion SR T COnCIchert (o mesenEL ey RHER Kb oy os:
to respond through the paper forms by post. This means they now need to respond before 4pm on [response deadline].

We'll contact you when they do.

Sign in to view the claim: https://hmcts-access.service.gov.uk/login?

H H H response type=code&state=
This means that the whole process will now move Ofﬂme’ 1efdaa69-81de-412c-93d8-64e0bf4b4bed&client id=cmc_citizen&redirect uri
and all further communication will be through letters. hitps://www.moneyclaims.service.qov.uk/receiver

HM Courts & Tribunals Service
Email: contactocmc@)justice.gov.uk

imaeli i i Telephone: 0300 123 7050
The same timelines and process applies, but there will be Monitay ko Exiday, 7 Alem o pm

no further updote to the online pOftGl. Find out about call charges: https://www.gov.uk/call-charges
Please do not reply to this email, we do not check replies to this email
The user does not need to take any action, they will be HIGERES:

notified by post of the next steps.

( ) We Are
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Counterclaim

Supporting users to understand

that the defendant has changed
the case, and how it will move

offline

36
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Subject The defendant has applied to change the claim

Dear Sam Clark

If the user receives this notification, it is because the

. . . . . Claim number: 222MC222
defendant in their claim has decided to change the claim

. . Alex Richards has applied to change the claim you made against them.
made against them and launch a counterclaim - to say

. L. . We'll contact you by post to tell you what to do next.
that they are owed something by the original claimant. At
. . . . . This claim will now continue outside the online service. Your online account

this point, the claim process will now move offline, and all won't show any more updates to this claim.

further communication will be by pOSt. Sign in to your account: https://hmcts-access.service.gov.uk/login?
response type=code&state=
1efdaab9-81de-4f2c-93d8-64e0bf4b4bed&client id=cmc_citizen&redirect uri=h
ttps://www.moneyclaims.service.gov.uk/receiver

The claimant can view the status of their claim by clicking _ _ _
This is an automated email — we cannot respond to replles.

the link, but there will be no further updates to the online _ ‘
HM Courts & Tribunals Service
portol. Email: contactocmc@)justice.gov.uk
Telephone: 0300 123 7050
Monday to Friday, 8.30am to 5pm

They don’t need to take any Gction; they will be notified Find out about call charges: https:/www.gov.uk/call-charges
by post of the next steps.

( ) We Are
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Claimant has issued a CCJ

Supporting users to understand the
implications of a CCJ and what
happens next

38



Claimant has issued a CCJ We Are
Group

Subject County Court Judgment requested against you

If the defendant hasn’t responded to the claim by the Dear Alex Richards

deadlines set by the service, then the claimant is entitled ki i I

to request a County Court Judgement (CCJ). This is an _
Sam Clark has requested a County Court Judgment (CCJ) against you.

order by the court to the defendant to pay the money
. Sign in to your account to see what happens next:
claimed. https://hmcts-access.service. gov.uk/login?response type=code&state=
1efdaa69-81de-4f2c-93d8-64e0bf4b4bed&client id=cmc _citizen&redirect uri
=https://www.moneyclaims.service.gov.uk/receiver

The defendant will receive a notification like the one L2 Conrts & Triburals Senvice

i H Email: contactocmc@justice.gov.uk
shown, stating a CCJ has been requested, or issued, Telephone: 0300 123 7050
qgainst them. Monday to Friday, 8.30am to 5pm

Find out about call charges: https://www.gov.uk/call-charges

Note: Please do not reply to this email, we do not check replies to this email

. . ddress.
If the defendant has previously sent a letter in response R

before the deadline which hasn’t yet been picked up by
the service, then the request for a CCJ will be rejected.

( ) We Are
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Claimant has issued a CCJ

The link in the notification will take the defendant to information
about the CCJ and will advise that the judgement (and the request
for the defendant to pay the claimant) has been sent by post.

If the defendant pays within one month and supplies evidence of
payment to the court, then they will not have to worry about the
judgement being added to a public register. If they do not pay
within a month then their credit rating may be affected by the
listing on the register, which will remain for 6 years.

Agents should support the user to read and understand the update.

There is no further online process, but information is available

online that may support the user and they should be helped to
access it.

We Are

We Are
Group

:13¥.Y Thisis a new service - your feedback will help us to improve it. (opens in a new window)

Allclaims - Claim details

Sam Clark v Alex Richards
Claim number: 352MC733
Documents

Latest update

Pay the judgment debt

' A County Court Judgment (CCJ) has been issued against you.

We've sent a copy of the judgment to you and to Jan Clark.

If you pay the debt within one month of the date of judgment, the CCJ
is removed from the public register. You can pay £15 to apply for a
certificate that confirms this.

Contact Jan Clark if you need their payment details. Make sure you get
receipts for any payments.

Group ~—_
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https://www.gov.uk/county-court-judgments-ccj-for-debt/ccjs-and-your-credit-rating
https://www.gov.uk/county-court-judgments-ccj-for-debt/ccjs-and-your-credit-rating

Settlement agreement signed

Supporting users to view and
download a copy of the settlement
agreement

41



Settlement agreement signed We Are
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Subject The defendant signed the agreement

The claimant will receive this notification if the

. Dear Sam Clark,
defendant has accepted and signed a settlement
. . . . Clai ber: 222MC222
agreement. This marks the final stage in the online L

claim process. Alex Richards signed the settlement agreement.
Go to your account to view the agreement: hitps://hmcis-
access.service.gov.uk/login?response type=code&state=

A link to the agreement is contained in the email, 1efdaa69-81de-4f2¢c-93d8-64e0bf4b4bed&client id=cmc citizen&redirect uri
=https://www.moneyclaims.service.gov.uk/receiver

which the claimant can access to view the terms of
HM Courts & Tribunals Service
the agreement. Email: contactocmc@)justice.gov.uk
Telephone: 0300 123 7050
Monday to Friday, 8.30am to 5pm

Find out about call charges: https://www.gov.uk/call-charges

Please do not reply to this email, we do not check replies to this email
address.

( ) We Are
Group —~—__ e \y



Settlement agreement signed We Are
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The user may wish to view and download the Qgreement This is a new service - your feedback will help us to improve it. (opens in a new window)
for reference and safekeeping. They can do this by Allclaims  Claim details
clicking the blue underlined link in the portal. San ClarkyAlex Bichkads

Claim number: 352MC733

It may be important for the user to keep a copy of the

. .. Latest update Documents
agreement (printed or digital) so that they can refer to
the it at a later date, should either they or the other This claim is settled
party do something that breaks the terms. You've both signed a settlement agreement.
The agreement explains what can happen if either party breaks the
terms.

You should help the user to view the document and then
Download the agreement (PDF)

to download or save it if they wish.

( ) We Are
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Settlement agreement not signed

Supporting users to view the
update on their settlement
agreement status and understand
their options

44
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Settlement agreement not signed

The claimant will receive this notification if the
defendant has chosen not to accept or sign the
settlement agreement. They may also receive this
notification if the defendant has not responded to the
settlement agreement.

A link to the agreement is contained in the email,
which the claimant can access to view details of the
update.

If the defendant actively refused to accept the
agreement, then the claim will be referred to a local
court for review. This will be an offline process and
the court will contact both parties directly.

Group ~—_
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Subject The defendant refused to sign the agreement

Dear Sam Clark

Claim number: 222MC222

Alex Richards refused to sign the settlement agreement.
Go to your account for more information: https://hmcis-
access.service.gov.uk/login?response type=code&state=

1efdaa69-81de-4f2¢c-93d8-64e0bf4b4bed&client id=cmc citizen&redirect uri
=https://www.moneyclaims.service.gov.uk/receiver

HM Courts & Tribunals Service
Email: contactocmc@justice.gov.uk
Telephone: 0300 123 7050

Monday to Friday, 8.30am to 5pm

Find out about call charges: https://www.gov.uk/call-charges

Please do not reply to this email, we do not check replies to this email
address.

_— e



Settlement agreement not signed

If the defendant didn’t respond to the settlement
agreement at all, then the claimant can request a
CCJ (County Court Judgement).

You can support the user to view the update and
they can decide whether they want to request a
CCJ. This is a long task and should be booked with
a partner.

g ) We Are
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All claims = Claim details

Jan Clark v Mary Richards

Claim number- 352MC733
Latest update Claim history Defendant's details

You can request a County Court Judgment

Mary Richards didn't respond to your claim by the deadline. You can
request a County Court Judgment (CCJ) against them

The court will order them to pay the money. It doesn't guarantee that
they'll pay it

Mary Richards can still respond to the claim until you request a CCJ

Requesta CCJ

Tellus you've ended the claim

If you've been paid or you've made another agreement with the defendant, you
need to tell us.

Tell us you've settled

We Are
Group




Any questions?
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Uploading Documents We Are
Group

"Miss Jane Doe v Sir John Doe

When there has been a requirement for hearing Case number: 1729 0063 9570 9582 t1he court o request
. Claim amount- £15,000 i ik
documents to be uploaded, there is a blue

highlighted panel at the top of the user's money B ST .-;

Clqims home poge' You can upload and submit documents to Support your claim. Follow

the ingtructions 261 oul in P el By SOCumeits

submitted after the dessli bt LitaFs, Gty o e Help and support

. . idered by the judge Hiakos et ot
The user can click the ‘upload and submit . e
documents’ link as shown by [ to begin the v
prOCGSS. The judige hars made 40 Onoed O yout claim
1 3
They can also see the bundle in other ways as The claim
shown by the next slide. T, oo
Avklabie

Agent Note: If there are Multiple Documents to

upload this may need to be a long task.

0 WoWer .




Uploading Documents

When uploading hearing documents is required, it
will appear in the hearing section of their money
claims home page.

If the Upload hearing documents section is
marked as ‘not available yet’ then it cannot be
viewed at this time.

If it is marked ‘Action needed’ then the user needs
to click the ‘Upload hearing documents’ link as

shown by ‘

( 2 We Are
Group ~—~——__ _/

Hearing

Vel Thie edning

Pay the hearing Tes

Liplaad heearing d il
WVidrwr doCumenti " ‘
Add the trial AFTangemenii

Virwr The Dundle

ok avaslatde el
MOt avadlablde yel

Ad tion meecied
ol reslabde yo!
Pl arvdlabse pet

Mot rvalabie yel

We Are
Group
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Uploading Documents

The user will get information on the requirements
and deadlines for uploading documents.

The user must click ‘start now’ to begin the

process as sl‘ by

g 2 We Are

Group ~—_
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Hismae L] [pinid (oo

Hear ing

Upload your documents

Case number: 1729 0063 9570 9582

Claim amount: £15,000

Check the onder the court sent you for what documents you need 10 upload
o wour case

You cannot withdraw 2 eCcument Dnce you hanve submitted i i you want to
add moee information to something you have already submitted. you can
upload the document again. You should add a version number to the name,
for example "versiond'

Thees cithier parties will be able 10 tee the doCuMents Fou have uplosded, and
you will ke abie (0 see ther documents
Deadlines for uploading documents

Check the order the court sent you for the deadlings for uploading your
docurments

After the deadiineg, you will hawve to apply 1o the 1 o weant 20y new
document 1o be used at the trisl or hearing

¥oul 00 Rl vt 10 Luplosd Bl your oCuments 31 ON0e. You CBA Metun 1o
upload them Later
Before you upload your documents

Belore you uplosd the doCUment, ghve it 2 rame that Tells the Cowrt what @ &
for example "Witness statement by Jane Smith'

Each document must be less than 100MB. You can upload the following fle
types: Word, Excel, PowerPoint, PDF, RTF, TXT, CSV, JPG. JPEG. PNG. BMP,
TIF.TIFF,
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Uploading Documents What types of documents do you want We Are
to upload? Group

Case number: 1729 0063 9570 9582
Claim amount: £15.000

Select the types of documents that apply 1o your case. You may not need to
upload documents for every calegory

Disclosure :
. O i iasiis omii
The next page will cover what types of documents e, conTicts e, RGE et tr esge
the user wants to upload. Users must tick the box Dl o
next to the item to indicate they want to upload Witness evidence
D wmm&uaem‘n( sl sl ge o Trial documents

that document. O e | —

Its important to note that for each of the items

ticked on this list, the user will have to provide the

upload in the relevant section on the next page [ soomms wrsrmmesenen
(the list can get quite long if they have a lot to Expert evidence
upload) [ e

The user must click ‘continue’ to begin the process P s e st e s
as shown b
Y ‘ ] st i

D AN wers 10 QUESTIONS Asked Dy OIher party

Q We Are o e R
o I —/ \y




Uploading Documents We Are
Group

Hearing

Upload documents

Case number: 1729 0063 9570 9582
Claim amount: £15,000

The first section of the document upload in this example

Acceptable documents formats

is disclosure, however the sections shown here depend ON s scument must e iess 10015, vou canusross e tosomos e

types: Word, Excel, PowerPoint, PDF, RTF, TXT, CSV, JPG, IPEG, PNG. BMP,
TIF.TIFF

what the user has selected.
Disclosure

Documents for disclosure.

(examples of these are on the following pages) ———

Date document was sued or messsge was sen!
Forexample, 279 202

The user needs to provide all the information requested
(some will cause error messages if not complete).

Dy Month  Year

A I -
Users can use the ‘Add another’ button to upload more Uploadafle
than one file. Browse..] No fle selected
When all evidence is uploaded, the user needs to click the Add sncther

green ‘Continue’ button at the bottom of the page to ;
Sections depend on user

proceed. selection (next slide)

g 2 We Are
Group —~—__ e \y




Uploading Documents We Are
Group

Witness evidence

This is an example of what the witness evidence Tg—
section of the page asks for when a user wants to Witnass's name

provide (upload) a witness statement as evidence. | |

Daté itatement was wiltlen
When all evidence is uploaded, the user needs to e Hon:h. =
click the green ‘Continue’ button at the bottom of 1011 1
the page to proceed.

Upload a file

Browse... Mo fle selected

Upload file

Add ancther

o



Uploading Documents We Are
Group

Expert evidence

This is an example of what the Expert Advice Eaparts repost

Expert's name .
I |
Fleld of expertise

I ]

Date report was written

section of the page asks for when a user wants to

provide (upload) an Expert’s Report as evidence.

When all evidence is uploaded, the user needs to
click the green ‘Continue’ button at the bottom of e

the page to proceed. Day b W

][]

Upload a file

Browse . No file welected

Uptoad file

Add anothes

-Q_.. (A/a\e%%f‘re\ S \y




Uploading Documents We Are
Group

This is an example of what the Trial documents Trial documents

section of the page asks for when a user wants to
provide (upload) a Skeleton argument as evidence. i

Upload a file

When all evidence is completed, the user needs to
Browse... Mo fle selected

click the green ‘Continue’ button at the bottom of the

page to proceed. Upload file

Add ancther

0 WoWer .




Uploading Documents We Are
Hearing GrOUp
Check your answers

Case number: 1729 0063 9570 9582
Claim amount: E15.000

Warning

The final page is the ‘Check your answers’ page the You Canno! withdraw 3 Gocument 0nce you have submtted it
user needs to review their answers on this page.
Disclosure
The user can click ‘change’ on any of the uploaded T
items on this page by clicking the ‘Change’ link. This esedoisas o
lets the user alter the information or upload another g

L. Document uploaded
copy before submitting. foMo gt gn T Lt
Sections depend on user selection for upload

(it can be longer or shorted in sections)

Finally, the user must confirm the documents are

correct and they understand they cannot withdraw Confirmation

them after submission. They do this by ticking the box @ voucamot witnarama document oncer

and C”Cking the green ‘Submit’ button. D :T;Tl:';ﬁ:::;‘ﬁ:ff:;“nﬁ"ﬁm"’""“’
E

g 2 We Are
Group —~—__ e \y



Q__ Wolkthe

Uploading Documents

The final page should be a confirmation page like the
image on the right of this page.

The user can click the green ‘view documents’ button
to look at the uploaded documents post submission.

We Are
Group

ot GOV.UK

Money Claims

BETA, TRaiia B Py R - e e E " n il Perl 1 B e A

Documents uploaded

Your case reference number
1729 0063 9570 9582

You £an upload mofe docwmenls iow oF Coms Btk Lites Yow £ i vidw your
docurments and he other party's documenis

58






Viewing the Hearing

Bundle

When a bundle is available, there is a blue
highlighted panel at the top of the user’s money
claims home page.

The user can click the ‘Review the bundle’ link as
shown by ‘ to see the bundle.

They can also see the bundle in other ways as
shown by the next slide.

We Are
Group ~—_

Q

Money Claims

BETA  This is a new service - your {e ck will help us to improve it.

Home

Miss Jane Doe v Sir John Doe

Case number: 1725 0263 7969 4075
Claim amount: E15.000

The bundle is ready to view

The bundle contains all the documents that will be referred to at the
hearing. Review the bundle ta saciire that the information is accurate.

You must pay the hearing fee

You must either pay the hearing fee of £545 or apply for help with fees.
You must do this by 6 September 2024 If you do not take one of these
actions, your claim will be struck out.

Ahearing has been scheduled

Your hearing has been scheduled for 27 September 2024 at Central
Lendon County Court, Please keep your contact details and anyone you
wish to rely on in court up to date. You can update contact details by
telephoning the court at 0300123 7050,

View the hearing notice

We Are
Group

Myaccount Signout

Cym:

Iwant to...
ct the court to request a
1y case (make an

Inforr ourt of a breathing
space debt respite

Help and support

Help with fees
ut about mediation

pect at a hearing

Represent myself at a hearing

zgal advice
information about my court

» Contact us for help

raeg

T T’



Viewing the Hearing

We Are
Bundle Group

Hearing
View the hearing Available
. . . . Pay the hearing fee Action needed
When a bundle is ready for the user to view, it will Deadine s 123m on 6 Sestember 2024
. . . . Upload hearing documents Action needed
appear in the hearing section of their money V_L , ] =
iew documents Mot available yet
Cloims home page. Add the trial arrangements Not available yet
ﬁiew the bundle Not available yet
If the view the bundle section says ‘not available
yet’ then it cannot be viewed at this time.
Hearing
View the hearing Available
If it is marked available then the user needs to Pay the hearing fee Action needed

Deadline is 12am on & September 2024

click the ‘view the bundle’ link as show‘y Uptoa hearing documents Action needed

View documents Not available yet
fidd the trial arrar@' Inactive
View the bundle Available

( 2 We Are
Group —0 - \y



Viewing the Hearing

Bundle

After clicking ‘View the bundle’ this page will

appear.

User must click the link shown by '

A pdf document will then appear on their browser

with the bundle information.

To leave the page the user must click the green
‘Close and return to case overview’ button.

g ) We Are

Group ~—_

We Are
Group

u.-.t'.u GOV.UK Money Claims Myaceount  Signout

BETA | This is a new service -your feedback will elp us to improve it. Cymraeq

Home » View the bundle

Hearings » Contact us for help

View the bundle

Case number: 1725 0263 7969 4075
Claim amodint; £15,000.00
You can find the bundle below,

As the bundie has now been created., you will have te apply to the court if you
want any new decuments you upload to be used at your trial or hearing.

Any new documents you upload will not be included in the main bundie. They
will be listed separately below and under 'Documents'.

Document name Date uploaded Document

Bundle1 30/08/2024 Doe v Doe-27092024
Bundle.pdf

Close and return to case overview
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Pay a Hearing Fee

We Are

(Card) Group

MoneyClaims Myaccount Signout
BETA Thisis a new service - your feedback (opens in a new window) will help us to improve it. Cymraeq
To pay a hearing fee the user needs to click the s
‘ H ’
pay the hearing fee’ URL on the Home Page or by S e DS v Sl NN DB ——
clicking the same text in the notification. Case number: 1729 0063 9570 9582 Contact the court to requesta
Claim amount: £15,000 change to my case (make an
application)

Tell us you've settled the claim

You must pay the hearing fee

Inform the court of a breathing
space debt respite

See the URLS marked by the ’ for the
You must either pay the hearing fee of £619 or apply for help with fees.

locat | on. You must do this by 26 November 2024. If you do not take one of these
actions, your claim will be struck out.

Help and support
Help with fees
Find out about mediation

What to expect at a hearing
Represent myself at a hearing

The claim

Hearing View the claim Available

View information about the claimant Find legal advice

Wiew the hearing Available Available

Find information about my court

Pay th aring fee e » Contact us for help
Deadline is 12am on 6 September 2024
The response

Upload hearing documents Action needed

) View the response to the claim Available
View documents Mot available yet

View information about the defendant Available

Add the trial arrangements Inactive

S L Scroll down to find the hearing section

— 64




Pay a Hearing Fee

(Card) g\r,oeupA e

Civil Money Claims

This will redirect the user from the HMCTS Service Enter card details

to a Government Payment service. S

card payment
The User will need their Card Details, Billing Total amount:
Address and Contact Details ready. £619

Card number
Accepted credit and debit card types

They will get a confirmation email to confirm the = & 2

payment. |44443333222011 |

Expiry date
For example, 10/26
Month Year

Name on card

| asd

Card security code
The last 3 digits on the back of the card

Q We Are
Group ~— e \y




Pay a Hearing Fee
y 9 We Are
Group

(Card)

Money Claims

BETA This is a new service - your feedback (opens in a new window) will help us to improve

Once complete the user will get a green confirmation
screen to confirm their payment was successful.
Your payment was
They will also see a blue notification confirming this on successful
their case page (below).

Your payment reference number is
Miss Jane Doe v Sir John Doe Iwant to... RC"1729'6068'5482'5579

Case number: 1729 0065 6406 6459 C:”TECT the court to fEEuest a
Claim amount: £15,000 c arg\?tl'o IYW case (make an L\&
e You'll receive a confirmation email in the next hour.

Tell us you've settled the claim

The hearing fee has been paid Intorm the court of a breathing
space debt respite Payment summary
The hearing fee has been paid in full.

Help and support Payment for Hearing fee

A hearing has been scheduled
Hearing Total amount £619
Your hearing has Heen scheduled for 24 December 2024 at Cen
London County Court Please keep your contact details and any

i View the hearing Available
wisht to rely onan teart up to dste You can update contact detal
Leledboniogthe court.at 03¢0 123 7050. N
View the hearing notice Pay the hearull\vg fee Done Go to your account

Upload hearing documents Action needed

-—
g 2 We Are
Group —~—_ S \y




Pay a Hearing Fee
(Help with fees)

If a user does not have a
HWF reference number -
They will need a long task
with a partner.

67



Pay a Hearing Fee

. We Are
(Help with Fees) Group

: GOV.UK Money Claims Myaccount Sign
BETA  This is a new service - your feedback (opens in a new window) will help us to improve it. Cymraeq
To pay a hearing fee the user needs to click the s
¢ H ’
apply for help with fees’” URL on the Home Page S e DS v Sl NN DB ——
or by clicking the same text in the notification. Case number: 1729 0063 9570 9582 Contact the court to requesta
Claim amount: £15,000 change to my case (make an
application)

Tell us you've settled the claim

You must pay the hearing fee

Inform the court of a breathing
space debt respite

See the URLS marked by the ’ for the
You must either pay the hearing fee of £619 or apply for help with fees.

locat | on. You must do this by 26 November 2024. If you do not take one of these
actions, your claim will be struck out.

Help and support
Help with fees
Hearing i e
Theclaim Find out about mediation

Vit this hasring - What to expect at a hearing
View the hearing Available View the claim Available .

Represent myself at a hearing
Pay the hearing fee Action needed View information about the claimant Available Find legal advice
Deadling is 12am on § September 2024 Find information about my court
Upload hearing documents Action needed » Contact us for hel
View documents Not available yet The response
Add the trial arrangements Inactive View the response to the claim Available
View the bundle Available View information about the defendant Available

( 2 We Are
Group —~—__ S 68




Pay a Hearing Fee

(Help with Fees)

This will redirect the user to a help with fees
application page.

They must click the ‘Apply for Help with Fees

(open in a new window)”URL and complete that

process before clicking continue.

g 2 We Are
Group —~—__ e \y

We Are
Group

Hearing

Apply for help with fees

Case number: 1729 0068 8989 5590
Claim amount: £1,500

If you already have a help with fees reference number in relation to the claim
issue fee or any application fees, you should not use this reference number
for this application.

Instead, you should make a new help with fees application which will provide
you with a new reference number. Note down this number and keep it safe as
you will need it later in the process.

During your application, you will be asked for the number of your court or
tribunal form. Enter 'hearing fee' followed by short explanation, for example
'hearing fee small claims' or 'hearing fee for fast track'.

Once you have made your application, return to this page and click continue
to proceed.

Apply for Helpdhjth Fees (openinan

o

window)




Pay a Hearing Fee We Are
(Help with Fees) Group

Hearing
Help with fees
Case number: 1729 0068 8989 5590
The user will now need to either provide their help Claim amount: £1,500
with fees reference number (starts with HWF). Do you have a help with fees reference number?

® -

Enter your help with fees reference number
You'll only have this reference number if you've applied for help with

If they do not have a help with fees reference

number they Wi” hqve to Complete the |onger help fees. Do not submit a number that has already been used fora
previous application.

with fees journey (please follow the help with fees s it

guidance). 5
O No

Next steps
You must apply for help with fees before submitting your application.

1. Go to apply for help with fees (opens in a new tab).

2. When you are asked to enter a court or tribunal number, enter
‘hearing fee' followed by short explanation, for example hearing
fee for small claims’ or ‘hearing fee for fast track'.

3. Complete the help with fees application.

4. Return here to your online money claims account.

5. Complete the hearing fee payment by entering your help with fees
reference number.

Cancel

g 2 We Are
Group —0__ e \y




Pay a Hearing Fee

(Help with Fees)

The next page (if a HWF reference was provided)
confirms the application is complete for HWF.

The user needs to now close the window and click
the green continue on the original window (see on
the far right of this page)

We Are
Group ~—_

Q

We Are
Group

Money Claims

BETA This is a new service - your feedback (opens in a new window) will help us to improve

Your application for help

with the hearing feeis
complete

Hearing
Apply for help with fees
Your reference number

Case number: 1729 0068 8989 5590
Claim amount: £1,500

HWF-123-123

If you already have a help with fees reference number in relation to the claim
issue fee or any application fees, you should not use this reference number

for this application.
You'll receive a decision on your application within 5 to 10 working d

Instead, you should make a new help with fees application which will provide
Go to your account

What happens next

you with a new reference number. Note down this number and keep it safe as
you will need it later in the process.

During your application, you will be asked for the number of your court or
tribunal form. Enter 'hearing fee' followed by short explanation, for example
‘hearing fee small claims' or *hearing fee for fast track'.

Once you have made your application, return to this page and click continue
to proceed.

Apply far Helpdhjth Fees (open in a new window)

-







Viewing an Order

To View to an order the user needs to click the
‘View the Order’ URL on the Home Page or by
clicking the same text in the notification.

See the URLS marked by the’ for the
location.

Q__ Wolkre___ —

An order has been made

The judge has made an order on your claim.
View the order

We Are
Group

73






Confirming Trial

We Are

Arrangements Group

To confirm trial arrangements the user needs to
click the ‘confirm your trial arrangements’ URL on

the Home Page or by clicking the same text in the

notification. You mygt confirm your trial arrangements by 22 October 2024. This
mea t you'll need to confirm if the case is ready for trial or not.
You'll also need to confirm whether circumstances have changed since

See the URLS marked by the’ for the S A A
you completed the directions questionnaire. Refer to the questionnaire

location. you submitted if you're not sure what you previously said. ’

The user can also refer to the ‘questionnaire you
submitted’ if th’qre not sure what they had said
previously. See for the location.

g 2 We Are
Group —~—__ e \y




Hearing

Finalise your trial arrangements

Case number: 1729 00711906 7521 We Are
Arra nge ments Claim amount: £15,000 Group

9 You have until 22 October 2024 to provide this information.

Confirming Trial

You should finalise your trial arrangements to ensure the court has the
necessary information for the trial to proceed ina stjitable way.
A

Is the case ready for trial?

We are asking you to confirm the case is ready for the trial. This means you

The Usel’ Wi” be greeted With O pdge th(]t eXplGinS have'ta;enallthea:tionrequirednlyouinthedwr@chonsnrdermatyouhave
inform(]tion Qround the process for finqlising their 1fyour case s not ready and you do not think it will be ready by the deadline
for finalising your trial you may wish to oradjourn

the trial. To do this, you will need to make an application to the court.

trial arrangements.

If you need to make an application, you must complete and submit
your trial arrangements first. You should only make an application once
this has been completed. There will be a link to make an application
T h e u se r CG n q I SO refe r to t h e ¢ d i rect i o n S ance you have finalised your trial arrangements.
- If you make an applicatiori, please note the trial will go ahead as planned
until the application is reviewed by a judge and an order made changing

questionnaire’ if they are not sure what they had ihe date ofthe trial

said previously. See ‘ for the location. Sl skt d e

N

You will be asked to speafg“if there are any changes to the support or ‘
adjustments you previously specified in your directions questionnaire. You
should review this to identify if your circumstances have changed.

To start the process, the user needs to click the

We will remind you of the time allocated for the trial. If you feel less time is
needed. you can specify why in the ‘other information' box.

¢ ?
Green ‘Start now’ Button. . .
If you feel that more time will be required, you will need to liaise with the
other party and make an application to the court.

If you need to make an application, you must complete and submit your trial
arrangements first. You should anty make an application once this has been
completed,

Other information

You will be given the opportunity to provide any other information relevant to
the trial, for example if any party is only available at a specific time

Startnow > EENE

g 2 We Are
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Confirming Trial

Arrangements

Next the user will be asked if their case is ready
for trial. It’s important the user reads this page
carefully before making their decision.

The User must select ‘Yes’ or ‘No’. They then need
to click the green ‘Continue’ button to proceed.

If the user selects ‘No’ they should be sure to read
and understand the text on screen carefully as it
does not stop the process, and other action will
need to be taken by them.

We Are
Group

Hearing
Finalise your trial arrangements

Case number: 17729 00711906 7521
Claim amount: £15,000

Is the case ready for trial?
You are reminded that this information will be shared with all other parties

O Yes ’
O No

You will still need to continue and provide some information on trial
arrangements.

You will need to make an application to the court if this case is
not ready for the trial.

The trial will go ahead as planned on the specified date unless a judge
makes an order changing the date of the trial. If you want the date of
the trial to be changed (or any other order to make the case ready for
trial) you will need to make an application to the court.

( ) We Are
Group —~—__ e \y



g ) We Are

Confirming Trial

Arrangements

The user will then be asked about changes and
have to confirm ‘Yes’ or ‘No’. They can also add
detail with a text box.

The user can also refer to the ‘directions
questionnaire’ if they are not sure what they had

said previously.

To continue they need to click the green ‘Continue’
button.

Group ~—_

We Are
Group

Hearing

Finalise your trial arrangements

Case number: 1729 00711906 7521
Claim amount: £15,000

Has anything changed to the support or adjustments you
wish the court and the judge to consider for you, or a
witness who will give evidence on your behalf?

You can check your previous answers in the directions questionnaire.

@ Yes

What support do you, experts or withesses need?

For example, a witness requires a courtroom with step-free access.

O
o

T T B



Confirming Trial
We Are
Arrangements Group

Hearing
Finalise your trial arrangements

Case number: 1729 00711906 7521
The user will next be given another page to read Claim amount: £15,000

about the trial information, they will also be given Trial duration

The trial duration originally allocated is 2 and a half hours.

an optional opportunity to provide any other
information they feel the court needs to know via e
the text box.

If you think you will need more time for the trial, you will need to liaise
with the other party and make an application to the court.

The time allocated for the trial will not be increased until an application

The use must click the green ‘continue’ box to S .
is received, the fee paid. and an order mjade.

proceed.
Other information

Is there anything else the court needs to know (optional)?
For example, a witness needs to leave the court by 3pm due to caring
responsibilities.

Q We Are
Group —_ e 79




Confirming Trial

We Are
Arrangements Group
Hearing
Check your answers
Finally the user needs to review their responses,
they can click the ‘Change’ link next to any Case number: 1729 00711906 7521
response to update it. Claim amount: £15,000
Is the case ready for Yes Change
The use must click the green ‘Submit’ button to trial?
complete this process.
Are there any changes Yes Change
to support with
access needs or wheelchair access
vulnerability for
anyone attending a
court hearing?
Other information test Change

Cancel
0 WU
Group \ / \y




Confirming Trial

We Are
Arrangements Group

You have said this case s

The user will be shown the green confirmation

page to signify the process has been completed. ready for tr|al

The user can click the green ‘Go to your account’ What happens next
button to return to their case view.

You can view your and the other party's trial arrangements under Orders and
notices in the case details.

If there are any changes to the arrangements between now and the trial date
you will need to make an application as soon as possible and pay the
appropriate fee. N

For any changes to accessibility requirements between now and the trial date
you will need to phone the court on 0300123 7050.

Go to your account

( 2 We Are
Group —~—__ e \y






Read and Review

Order

To read and review an order the user needs to
click the ‘read and review this order’ URL on the

Home Page or by clicking the same text in the
notification.

See the URLS marked by the‘ for the
location.

If the user does not agree with something in the
order they n’l to click ‘ask the court to review
it’. As show by

( 2 We Are
Group ~—~——__ _/

We Are
Group

An order has been made on this claim

You need to carefully read and review this order. If you don't agree with
something in the order you can ask the court to review it. You can only
do this once. You will have ovide details about what changes you
want made and these will be'reviewed by a judge. This must be done
before 22 October 2024.
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Read and Review

We Are
Order Group

Home * Requestto review order

Request to review order
How and why do you want the order

changed?

If the user wants to ask the court to review the
order and clicks the URL, they will be brought to
the screen shown to the right.

Case number: 1729 0052 5415 2066
They can choose to complete the text box to give Claim amount: £1,000

details.
You can continue without giving details if you prefer. If you enter details Sir

John Doe will be able to see what you said and add their own comTents.

The user must click the green ‘Continue’ button to
proceed.

Continue Cancel

o e




Read and Review

We Are
Order Group
The user must now review their answers. If they ?:eq"'%t to review order
want to change any of their answers they need to heck youranswers
click the ‘Change’ link as show by gy Case number: 1729 0052 5415 2066
Claim amount: £1,000
Finally the user must then click the green ‘Submit’
button to Complete this process. How and why do you OrdIerdoesn't cater to my needs Change

want the order
. . changed? ’
Users can also choose to stop this request at this
stage by clicking the 'Cancel’ link at the bottom of

the page. Cancel

-Q_.. (A/a\e%%f‘re\ S \y



Read and Review

We Are
Order Group

| o You’ve asked the court to
The user W|II‘now be shown a gre.en confirmation reView Order
page to confirm that the request is complete.

Download request for review of

The user must click the green ‘Close and return to Q__r_de_r (PDF)

case overview’ button to go back to their case.

What happens next

We'll tell Sir John Doe you've made the request. They will have until 22
October 2024 to add comments of their own.

A judge will then review the order and any comments, and you will be
contacted if the judge makes a new order.

Continue doing what the current order asks of you unless you're informed a
judge has made a new order.

0 WL




|
04

Recognising
OCMC Long
Tasks

When to book a
Partner appointment
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Long tasks — quick links

Currently supported:

e Review the Defendant’s
Response

* Request a CCJ

e Sign a Settlement Agreement

88




Review the Defendant’s Response

This notification is generated in the
claimant’s portal when a
defendant has responded to the
claim.

89



Review the Defendant’s Response gVe Are
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Money Claims Myaccount Signout

BETA This s a new service - your feedback (opens in a new window) will help us to improve it. Cymraeg

If upon clicking “View” under the “Actions” Your money claims account
column, the user is being asked to “View and Make 3 new money claim

Claims you've made

respond” to the update on the portal this is a long
To view or progress your claim click on your claim number. Most recently created claims are listed first.

t a S k . Claim Defendant name Claim Status
amount

number
Test Company £1,500.00 Your mediation appointment will be arranged within 28
Defendant days.

“View and respond” is a clear indication that a

297MC103 Test Inc £1,500.00 Wait for the defendant to respond
longer appointment is needed should the user | Clammmber as2mcran
choose to be supported. Rsprand o tha defadant

Mary Richards has rejected your claim

You can accept or reject their response. You need to respond before
gooee 020. If you don't respond by then, you might

s . -
have to go to a hearing.

View and respond

If the user would like support to submit their
response, then an appointment with a partner
should be booked.

Tell us you've ended the claim

Ifyou've been paid or you've made another agreement with the defendant, you
need to tellus

Tellus you've settled

Q We Are
Group ~— e \y




Review the Defendant’s Response \GNe Are
roup

Note:

If the user indicates that they will choose “Counterclaim” (which is a paper process) an appointment
won’t be needed. In this instance they should be signposted to form N9B on gov.uk, or to CTSC if they
want further guidance.

If the user has missed the deadline to review, as indicated on their dashboard, then they should be
signposted to CTSC as they would either need to request an extension or move to the paper process.

Claim Defendant name Claim Status
- amount
297MCO017 Test Sgmpany E£1,500.00 Your mediation appointment will be arranged within 28
Defend3nt days.

297MC103 E£1,500.00 Wait for the defendant to respond.

0 WoWer .




Request a CCJ

If the user chooses to request a
County Court Judgement

92



Request a CCJ

If the user is given the option to “Request a CCJ”
this means that they can request that the case is
settled by a County Court Judge instead of
between both parties through the online portal.

This is a clear indication to that a longer
appointment is needed should the user choose to
be supported.

If the user would like support to make the
request, then an appointment with a partner
should be booked.

We Are
Group ~—_

Q

We Are
Group

Al claims - Claim details

Jan Clark v Mary Richards

Claim number: 352MC733
Latest update Claim history Defendant's details

You can request a County Court Judgment

Mary Richards didn't respond to your claim by the deadline. You can
request a County Court Judgment (CCJ) against them.

The court will order them to pay the money. It doesn't guarantee that
they'll pay it

a0 still respond to the claim until you request a CCJ.

Requesta CCJ

Tell us you've ended the claim

If you've been paid or you've made another agreement with the defendant, you
need to tell us.

Tell us you've settled

» Contact us for help

T T B



Sign a Settlement Agreement

If the claimant requests a formal
settlement agreement with the
defendant

94



Sign a Settlement Agreement

In this situation the defendant is notified that the
claimant has requested a formal settlement
agreement. The user will be given the option to
“View and sign the agreement”.

This is a legal repayment plan, and the user has 7
days to sign it otherwise the claimant can request
a CCJ (County Court Judgement).

If the user would like support to view and sign the
agreement, then an appointment with a partner
should be booked.

We Are
Group —~—__

Q

We Are
Group

Money Claims Myaccount Signout

[:130Y This is a new service — your feedback will help us to improve it. (opens in a new window)

Allclaims - Claim details

Sam Clark v Alex Richards
Claim number: 352MC733

Latest update Documents

Sign a settlement agreement

Jan Clark accepted your offer to pay £1,200 but rejected your
repayment plan.

They accepted a repayment plan determined by the court, based on
the financial details you provided.

They've asked you to sign a settlement agreement to formalise the
plan.

If you don't sign or respond before 4pm on 20 April 2021 they can
requ ST dgment against you.

View and sign the agreement

» Contact us for help

— T B



Any questions?
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Index

Search for key terms
within this pack
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Index

Bulk claims

CCJ issued or requested

Claim issued to defendant

Claim number

Claim transferred to local court

Hearing details

IT error

Long tasks
Money Claim Online (MCOL)

Notifications

Counterclaim

Defendant has requested extra

time

Defendant’s response (review)

Evidence
Extra time
Hearing bundle

g 2 We Are

Group ~—_

Offer to pay
Paper response (defendant)

Passwords
Repayment plan
Request a CCJ
Resetting passwords

Review the defendant’s response

Settlement agreement refused or
not signed

Settlement agreement signed
Short tasks

Sign a settlement agreement
Sign in

Updating hearing details

Uploading evidence

View and respond

View and sign

Viewing documents

Viewing the hearing bundle

Vulnerability

T T’
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Glossary

Key terms and
definitions
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Glossary

cclJ
County Court Judgement

Claim

A demand for money, for
property, or for enforcement of a
right provided by law

Claimant

A person making a claim,
especially in a lawsuit or for a
state benefit

Group ~—_

CTSC
Court & Tribunal Service Centres

Counterclaim

A counterclaim is when the
defendant in the dispute decides
to respond to the original claim
with their own claim.

Dashboard
The front page of the user’s
online portal

Defendant / Respondent
A person against whom a
criminal or civil action is brought

HMCTS
His Majesty’s Courts and
Tribunals Service

Notification

Message received via email (or
post) communicating a change
or update in the proceedings

T T e



Glossary

Q

OCMC

Online Civil Money Claim

- also called Money Claims, or
Money Claims — new beta
service

Portal
The online home of the user’s
case

We Are
Group ~—_

Settlement

If the defendant and claimant
cooperate to reach a resolution
about their case this is called a
settlement.
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Thank you!
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