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FOREWORD

Twenty-eight chapters, each a careful record of a painstaking journey to learning to be
the best. Daniel’s journeys, generously shared so that another does not have to hit the
pitfalls that he probably had. And, Daniel, being the diligent perfectionist that he is,
would have reestablished and redefined many procedures, simplifying them so that
even the most uninformed and uninitiated, can walk through his “yellow pages”.

Having had Daniel interned with me many moons back and having witnessed and
experienced the quality of his work, | know that he would have spared no effort in
making sure that he is understood; and that the reader need not google anymore on
the general topics discussed in this Guide. From a perusal of this Guide, it is readily
evident that Daniel has spent much time and thought on every process.

Each chapter is a “must know” of every clerk, legal assistant or associate and it is
wonderful how Daniel has patiently explained each internal procedure, general and
basic process and its interface with external process and procedure, be it the Court,
client or some other organization. He takes the inquirer along with him, adding
pictorials for easier comprehension.

Aside from explaining the process, Daniel sets out the rationale for each step and
process, indicating how and where any particular action is in relation to the whole
process. It is quiet subtle education on shared responsibility with the whole office
benefiting from consistency; standards are maintained and emulated; and | believe, to
some extent, this helps reduce if not eliminate needless stress and tensions over the
most mundane but what are in actuality, critical tasks. These seemingly innocuous
tasks, are in reality, arduous but necessary preparations to successful completion of
a brief which must be carried out competently, responsibly and timeously, if reputation
and sterling standards are to be enjoyed.

The chapters are arranged in a logical and sensible sequence; guiding the reader from
taking instructions, opening a “file” to attendance in Court, be it on an interlocutory
application or for trial.

The reader is also guided on how to schedule and conduct virtual meetings and
prepare documentation for use at every level of legal process, with Daniel offering
templates to boot.

The firm, Tommy Thomas is to be envied in having and retaining a wise and tech-
savvy counsel in Daniel. This publication is most laudable and it would be interesting
to see the e-version with animated versions of Daniel, the instructor. My sincere
congratulations, Daniel.

Justice Dato’ Mary Lim Thiam Suan
Federal Court Judge (retired)
Putrajaya

January 2024



In the legal profession, efficiency and precision are paramount. It is with great pride
that | introduce the Guide to Clerking, a meticulously curated resource developed by
Daniel Tan, our senior associate, alongside a dedicated team of associates.

At Messrs Tommy Thomas, we recognize the pivotal role clerking plays in supporting
lawyers and optimizing our firm’s workflows. We applaud Daniel's initiative in compiling
this comprehensive Guide, acknowledging its potential to streamline our processes
and enhance our collective effectiveness.

Covering fundamental tasks such as naming documents for easy reference and
automated chronological sorting, compiling bundles of documents and authorities, and
organizing electronic documents for Zoom hearings and trials, the Guide to Clerking
provides step-by-step guidance for preparing for critical litigation activities. It has
empowered our team in navigating these tasks with confidence and proficiency, made
all the more crucial in the post-Covid litigation regime.

Beyond our firm, we acknowledge the broader impact this guide could have on the
Malaysian litigation community, and hope that it is able to assist litigation lawyers at
all experience levels. That is why we have decided to make this an open-source
initiative, and we hope that as you delve into the pages of this Guide, you embrace
the spirit of innovation and collaboration that defines our profession.

Ganesan Nethi
Messrs Tommy Thomas
Partner
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DISCLAIMERS

Please ensure that you have subscribed to Proview® by Thomson Reuters,
Adobe® Acrobat® Pro DC and/or any other software referred to in this Guide
before accessing or undertaking any of the tasks set out below.

Adobe® and Acrobat® are either registered trademarks or trademarks of Adobe
in the United States and/or other countries.

All Adobe® Acrobat® Pro DC software screenshots used in this Guide are

reprinted with permission from Adobe, valid from 10" July 2024 to 10™ July 2025.

All Proview® software screenshots used in this Guide are reprinted with
permission from Thomson Reuters.

All Microsoft software screenshots used in this Guide are reprinted without any
objections from Microsoft.

All screenshots of the e-filing system used in this Guide are reprinted with
permission from the Office of the Chief Registrar of the Federal Court of
Malaysia. They have also verified the relevant information contained in this
Guide, for which we are grateful.

All procedural explanations and screenshots printed in this Guide are accurate
as of 26" June 2024. Messrs Tommy Thomas shall seek updated views / advice
from the Office of the Chief Registrar of the Federal Court of Malaysia in the
event of any enhancements to the Systems provided through e-Kehakiman.



1. OPENING OF BLUE FOLDERS

1.1 A secretary is to open a blue folder for :-

(i) a matter (originating summons, writ of summons, winding up petitions
and bankruptcy petitions); and

(i)  for each interlocutory application filed in that matter.

1.2 If the contents of a letter relate to the main suit and an interlocutory
application / several interlocutory applications, then that letter should be
copied and pasted in the correspondence folders of the main suit and all
relevant interlocutory applications.

1.3 A blue folder for any new matter can only be opened with a_partner’s
approval.



2.1

2.2

2.3

ARRANGEMENT OF LETTERS IN THE SERVER

Any letters issued or received by are to be
named in the following manner :-

“20210402 [year, month, date] Letter from [Sender] to [Recipient] - [Subject
Matter].”

20230101 Letter from X to ¥

20220103 Letter from ¥ to X

Naming the letters in this manner enables them to be automatically
arranged in chronological order. This saves valuable time and costs for both
the lawyer and the secretary assigned to that lawyer.

A correspondence folder (in the server) should be opened for the main
matter (originating summons, writ of summons, winding up petitions and
bankruptcy petitions) and for every interlocutory application.



3. PREPARATION OF BUNDLE(S) OF DOCUMENTS
3.1 Any documents (except for letters) received by the lawyers will be arranged
by the lawyer in charge or pupil(s) assigned to carry out this specific task.
3.2 The cover page of a bundle of documents comprises the following :-
IN THE HIGH COURT OF MALAYA AT KUALA LUMPUR
(CIVIL DIVISION)
CIVIL SUIT NO: WA-22NCC-001-01/2023
BETWEEN
This is the
intitulement of a suit. ABC SDN BHD
Please  adjust it (Company No.: 100001-A) ... PLAINTIFF
according to the file
for which you are
preparing the bundle AND
of documents.
DEF SDN BHD
(Company No.: 100001-B) ... DEFENDANT

This text box outlines the
purpose of the bundle of

documents.

There are primarily 3

types of bundles :-

COMMON BUNDLE OF
DOCUMENTS

Common Bundle of
Documents (agreed
to by all parties)
Plaintiff's Bundle
of Documents
Defendant’s
Bundle of
Documents

VOLUME 1

Messrs GH & Co
[Solicitors for the Plaintiff]
No 100-3, Jalan [JK
50490 Kuala Lumpur
[Our Ref: [insert]]

This portion sets out :-

the name of the firm

who are we acting for

the firm’s address

the firm’s reference number
for the matter




3.3

This can be taken
from the pleadings.

Copy & paste the
intitulement and
ensure that the
formatting does not
run.

Secretaries or pupils are to take note of the following formatting rules :-

IN THE HIGH COURT OF MALAYA AT KUALA LUMPUR
(CIVIL DIVISION)
CIVIL SUIT NO: WA-22NCC-001-01/2023

BETWEEN
ABC SDN BHD
(Company No.: 100001-A) ... PLAINTIFF
AND
DEF SDN BHD
(Company No.: 100001-B) ... DEFENDANT

|

Make sure that the
text box is centred on
the page.

Ensure that the font
size is proportionate
to the text box (an art
and not a science).

Ensure that the
words are centred
within the text box.

COMMON BUNDLE OF
DOCUMENTS

7

VOLUME 1

I

Font size 12.

No spacing between the lines.

The last line (The firm’s reference
number) is to be italicized.

Messrs GH & Co

[Solicitors for the Plaintiff]

No 100-3, Jalan IJK

50490 Kuala Lumpur

[Our Ref: [insert]]




3.4 Secretaries are to prepare the contents page of the bundle(s) of documents
after the documents are arranged in sequence.
3.5 The header of a table of contents of a bundle of documents would normally
consist of the following :-
No Date Documents Page No
However, the table may contain an additional column entitled
“Categorization” if the categorization of documents in that bundle is not
uniform :-
No Date Documents | Categorization Page No
3.6 As shown above, please ensure that :-
(i) the fonts are aligned to the centre (Click on “Layout” > Click on “Align
Centre”)
@ Autosave (@ off) ¥ Appendix A2 - Compatibility Mode - Saved v O search / 1 @ ¢ - 2 X
File Home Insert Draw Design Layout References Mailings Review View Help Acrobat Table Design Layout Bnts | | Editing
[N S‘e\ect"‘ ‘ 4] Draw Table @ E’I:\ﬂ FE Insert Below ‘ 2‘2.91 cm E‘Ef E] @ E] A- Repeat Header Rows
EH View Gridlines [ Eraser Delete  Insert &H Insert Left [ split Cells ;4‘3.19 an ‘ i E] ‘E‘ Text Cell Sort @ Convert to Text
[ Properties v Above f insertRight [ Split Table B AutoFit ¥ [Z] [Z] [5] Direction Margins Jx Formula
Table Draw Rows & Columns ] Merge Cell size ] Alignment Data e
L |‘\‘l-\‘l‘g‘z‘l‘l‘\-Q‘E)Sg-wsw‘%\‘E‘\-Qw‘ID‘\‘-‘\‘12‘|‘13w-14£“]\‘1§\ds-wl%wlsw-’w‘
; No. Date Documents Categorization Page No.
) 1.
. 2
- 3.
: .

Page20f 18 180 words

[  English (United States)  Text Predictions: On

% Accessibility: Unavailable

0 Focus @

-10-



(i)  the table header is in bold and shaded in “White, Background 1,

Darker 15%”

(i)  the table header is repeated at the top of each subsequent page by
clicking on “Repeat Header Rows” (Click on “Layout” > Click on
“‘Repeat Header Rows”)

@ AutoSave (@ o) ) ) =  AppendixA2 - Compatibility Mode - Saved v £ search / 1 @ - o X
File' Home |Insert Draw Design Layout References Mailings Review View Help Acrobat Table Design Layout | O Comments | | Edltlngzp
I% Select~ 4] Draw Table E:‘ E’]\é E Insert Below |==] II”Z.EH an D ‘ 0¥ E E E A= @ A l Repeat Header Rows ;

View Gridlines ¥, Eraser X €H Insert Left Split Cells E 319am | H = z G| Convert to Text
Delete  Insert = Text Cell Sort
& Properties v Above [HH Insert Right E split Table B3 AutoFit v [=] [=] [£] Direction Margins Jfx Formula
Table Draw Rows & Columns N Merge Cell Size ] Alignment Data v
N I‘\‘!-\‘1‘5‘24‘3‘\-4‘55-\‘5‘\‘7‘\‘8‘\-9‘\‘10‘\‘-‘\‘12‘I‘l3‘\-14‘\‘1§\‘15-\‘17‘I‘lE‘\-"\‘
- +
~
; No. Date Documents Categorization Page No.
-
) 1.
©
~
© 2.
S
g
B 3.
&
8
- 4.
b
0

Page20f18 180words [}  English (United States)  Text Predictions:On  $7% Accessibility: Unavailable

-11-
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u AutoSave(.fo) Z/' -‘ <=

File Ho
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me Insert

[ View Gridlines

E Properties

Table
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©
~
@
@
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&
)
<
n
Page 2 of 18

180 words

Draw Design Layout References Mailings Review View Help Acrobat Table Design Layout

Eﬂ Draw Table @
ol

II]:IO Eraser

(13

Delete

Draw

English (United States)

Potential issue : There may be instances when the table header is
not repeated after clicking on “Repeat Header Rows”. This issue can
be resolved by following the steps below :-

€) Click on the table

Appendix A2 - Compatibility Mode « Saved v £ Search

Daniel Tan @ v - (s X

ﬁl\ﬂ i Insert Below B IIHZ.Q‘I en ‘ 0F E E E A= @ é\l Repeat Header Rows
Insert ZH Insert Left ﬁ Split Cells 5‘3.19 an L ‘ H E ‘E‘ E Text el cort (’;_l Convert to Text

Above [I3 Insert Right 5 split Table

Rows & Columns 5] Merge

\‘\‘E‘l‘l‘g‘Zw‘S‘l‘

£ AutoFit v [=] [£] [£] Direction Margins Jfx Formula
Cell Size [ Alignment Data ~

1671819 0200 12001300 14 19 160001701 +18 0

3
No. Date Documents Categorization Page No.
1.
2.
3.
4.
Text Predictions: On ﬂ%pAccessibility: Unavailable fD:FDcus @ -——+ 0%
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(b)

Right-click on the table and select “Table Properties”

ﬂ AutoSave E Z) O = Appendix A2 - Compatibility Mode - Saved v £ search Daniel Tan e $ - [u] X
File Home Insert Draw Design Layout References Mailings Review View Help Acrobat Table Design Layout ‘ 1 Comments ‘ ‘f Editing v ‘
(| = _ 1=
BE oy FEEEE A O B B A8 £
2 = ] A~ A~ (2 M
Paste @ B I U-=x XA El “| A A EE" E)Q“ ate PDF  Create PDFand  Request | Dictate  Editor
v & A £~ Avpay AN YT ‘ Insert Delete |Sharelink Share via Outlook Signatures v
Clipboard Ty Font [ - Adobe Acrobat Voice Editor | Add-ins v
= o 108190110 1 Bt 120 1130 1 14: | 1501 160 117 1 18 1 W)
- ‘ Search the menus |
S
- E # Review selection in Editor
~
- X Cut
- @ copy
¥
. Lﬁl:ll Paste Options:
"
i o
- Insert >
~
B ER Delete Table
@
. D} Distribute Rows Evenly
)
< 5 Distribute Columns Evenly
2
B Border Styles >
b
a AutoFit > P
- 14 Text Direction... /
o
-
EE B |nsert Caption... /
< E Table Properties...
7
b
- #
Page20f18 1220f180words [2  English (United States) T ¥ New Comment M. Focus B ——b——+ so%
“ ” . “ H ” =
(c) In the “Table” section, make sure that “Text wrapping” is set
to “None”
@ o -
File Home Insert Draw Design Layout References Mailings Review View Help Acrobat Table Design Layout ‘ I Comments ‘ |f Editing ¥ ‘
- —_ 1— 1 —
ﬁ‘] & g Y| E - E WhEropere 2 x|, \.r/ @
2 faw
paste 1B BT U x XA 5 : lest  Dictate | Editor
P Table Row Column Cell Alt Text
v A L2 v Av Aay A A R tures v
Clipboard [ Font ] Paragr|  S7¢ Voice | Editor | Add-ins h
L Cm i m2 | @Preferred width | 19em E” Measure in: ‘Centimeters M AR e
| |
- Alignment
- +
N Indent from left:
: | @ O
- = =
B Left Center Right
- Text wrapping
s
- 1.
; B
IS
- None Around Positioning
. 2 m B
@
£
- Borders and Shading... Options..
=1 3.
=
2 1 Cancel
&
- \
B
=
- 4.
=
4
Page20f18 180words [  English (United States) Text Predictions:On 3 Accessibility: Unavailable . Focus B ——F—+ 80%
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3.7 The contents of the table are to be formatted in the following manner :-
e Include headings
where necessary .
e Discuss with ey
lawyer-in-charge  if \
in doubt No. .~.~DE“H~._ Documents Page No.
< »| B.[INSERT] |« >
e Dates are to be
centred within the
column >
e Arial Font 1. 22023 Letter from X to Y 1-3
e Fontsize 12
e Names of the
documents are to be
justified within the 2. 2-3-20239 | Letter from ¥ fo X 4-86
column
e Arial Font
e Fontsize 12
e Spacing 1.0
3. 3-4-2023 Letter from X to £ —> T -9 «—>»
o Page numbers (like
Dates) are to be
centred within the T
column
e Arial Font
e Font size 12 4. 4-5-2023 Letter from £ to X 1M0-12
The numbers are to be
centred within the
column
\ 5. 5-6-2023 Letter from X to & 13 -15
. G-7-2023 Letter from & to X 16 - 19

-14-



3.8

3.9

A bundle of documents can be :-
() paginated;

(i)  tabbed; or

(i)  paginated and tabbed.

For more information on pagination and merging, please refer to
Paragraphs 10 and 11 below.

Templates for a table of contents of a bundle of documents are attached as
Appendix A.

-15-



ENCLOSURE LIST

The secretary or pupil is responsible for preparing an enclosure list for
reference during interlocutory hearings or trials.

The table of contents for an enclosure list includes the following :-

No Document Enclosure No

The templates for an enclosure list are attached as Appendix B.

-16-



5.1

5.2

5.3

5.4

5.5

MARKING LIST

The secretary or pupil is responsible for preparing a list setting out the
markings of all documents relied upon at trial.

The table of contents for a marking list includes the following :-

No Document Enclosure No Marking

The secretary or pupil should list all the relevant trial documents filed in the
suit and their corresponding enclosure numbers.

The lawyer-in-charge will be responsible for filling out document markings
when in Court.

The template for a marking list is attached as Appendix C.

-17-



6. BUNDLE OF AUTHORITIES

6.1

compiling a bundle of authorities.

6.2

The cover page of a bundle of authorities consists of the following :-

e

This is the
intitulement of a suit.
Please adjust it

according to the file
for which you are
preparing the bundle
of authorities.

IN THE HIGH COURT OF MALAYA AT KUALA LUMPUR
(CIVIL DIVISION)
CIVIL SUIT NO: WA-22NCC-001-01/2023

This text box sets out

BETWEEN
ABC SDN BHD
(Company No.: 100001-A) ... PLAINTIFF
AND
DEF SDN BHD
(Company No.: 100001-B) ... DEFENDANT
e PLAINTIFF’S

whose bundle of
authorities it is and for

BUNDLE OF AUTHORITIES

what purpose the bundle
is filed (state this if it is
for an interlocutory
application / post-trial
submissions).

[in resisting the Defendant’s Application for a stay
of execution of Judgment delivered on 25-9-2020]

The secretary or pupil is responsible for assisting the lawyer in charge in

Arial Font
Font size 12
Italicize

Spacing 1.0

This portion sets out :- Messrs GH & Co
[Solicitors for the Plaintiff]

e the name of the firm I No 100-3, Jalan IJK
e who are we acting for 50490 Kuala Lumpur
e the firm's address [Our Ref: finsert]]
e the firm’s reference number

for the matter
e hearing date of the

interlocutory application (if

applicable)

-18-




6.3 The header of the table of contents of a bundle of authorities includes the
following :-

CONTENTS
(Arial, Font size 16, Bold and Underlined)

NO AUTHORITIES PAGE NO./TAB /BOTH

(Arial, Font size 12, Bold and Underlined)

6.4 Please ensure that :-

(i) the table header is repeated (See Paragraph 3.6(iii) above) and that
the header font is in bold and in caps (See Paragraph 6.3 above);

-19-



Refer to
Paragraph 6.6
below for more
details.

Ensure that
the description
is justified
within the
column

(ii)

TAB NO.

Ensure that
there is some
space between
one authority
and the next

Ensure that the
numbers are
centred in the
column

N

the contents are formatted in the following manner :-

description of

No spacing between the
the
authority and the specific
section / citation, as the

case may bhe
AUTHORITIES AGE NO
Court of Judicature Act, 1964 | 1.2
Section 73

Evidence Act 1950

Sections 42 — 44

Ensure that the
page numbers are
centred in the
column and are
aligned with the 1%t

line of the
description of the
authorities

7

Sarkar on Evidence +—>11-44 «—»

Sections 42 - 44

Takako Sakao (f) v Ng Pek Yuen (f] & Anar 45 _53
(No 3]

[2010] 2 MLJ 141 [FC]

Kosma Palm O Mill Sdn Bhd & Ors v h9_T2
Moperasi Serbausaha Makmur Bhd

[2004] 1 MLJ 257 [FC]

Associgted  Cover Sdn  Bhd v MCIS 73-79

Insurance Bhd
[2004] 4 MLJ 408 [HC]

-20-




(iii)

the borders of the table of contents should be made invisible once
you are done typing in all the authorities. To do this :-

(&) Move your cursor over the table and click on the 4-way arrow
cursor that will appear at the top-left corner of the table

u AutoSave (. OH> -0 = Bundle of Authorities - Cover + Contents (Page No & Tabs) - Compatibility Mode = Saved to this PC v 0 Daniel Tan @ 9 - o X
File Home Insert Draw Design Layout References Mailings Review View Help Acrobat Table Design  Layout | 1 Comments ‘ ‘f Editing v ‘
X | |adal v ~| v 1= v =~ 'z 3= a o [
TP — O B B A8 EE
Paste EB B I U~ x X fo v Styles  Editing Create PDF  Create PDF and ~ Request Dictate Editor  Add-ins
v A~ £ v A par AA v v and Share link Share via Outlook Signatures v

Clipboard IS Font m Paragraph [ Styles Adobe Acrobat Voice Editor | Add-ins v
. Cere e B 12 3456 71 8109 10 11 B 120101300 14 1 15 B e e
= a
- CONTENTS
- ]
N
- TAB NO. AUTHORITIES PAGE NO
=
b 1. Court of Judicature Act, 1964 1-2
- Section 73
©
’E 2. Evidence Act, 1950 3-10
- Sections 42 — 44
®
@
- 3. Sarkar on Evidence 11-44
z Sections 42 - 44
- 4. Takako Sakao (f) v Ng Pek Yuen (f) & Anor 45 - 58
) (No 3) v
Page20f2 970f153words [ Malay (Malaysia) Text Predictions:On %, Accessibility: Good to go M, Focus B ——Bb—+ =0%

@ Autosave (@ off) “) ) =  Bundleof Authorities - Cover + Contents (Page No & Tabs) - Compatibility Mode + Saved to this PC v jel Daniel Tan @ K o X
File Home Insert Draw Design Layout References Mailings Review View Help Acrobat Table Design  Layout ‘ 13 Comments | ‘f Editing v ‘
X |aal V| v = v i= e iD= = ,A D 3 8 (]
ﬁj . / @f’ @ X LQ/ [m[m|
M B I Uva x XA = - v =
Paste = 2 ¢ =|= Styles  Editing Create PDF  Create PDF and ~ Request Dictate Editor ~ Add-ins
v g A 2. A v Aav A A o /i\l q v v and Share link Share via Outlook Signatures v

Clipboard 1 Font [ Paragraph [ Stles ™ at Voice Editor Add-ins v

L IRNRNRRRET | ‘\-lw‘2‘l3w‘4w‘5-ws‘|‘7w‘E‘\-Qy 1 | 13010240 115 B 10 g
i v A - .= [l =

- o KN E SR O 2 B
. = New Delete Merge Insert
B BIEZ2 Ao [ et vdte i Rows cells Boow
—_" Bottom Border -
E TAB NO. Al Top Border PAG 2
” Left Border
i 1. Court of Judicat '] Right Border 1-2
,:, Section 73 No Border
© All Borders
R 2. Evidence Act, 19| Outside Borders 3.10
- Sections 42 — 44|
= Inside Borders
R Inside Horizontal Border
- 3. Sarkaron Evider] % 1oiieverionl order ¥ | 11-44
- Sections 42 - 44 ::t Horizontal Line
% FZ Draw Table
&
z 4. Takako Sakao (f| FH View Gridlines 45-58
@ (No 3,

' i i e =

Page2of2  970f153words [ Malay (Malaysia) Text Predictions: O §% Good to go Borders and Shading... T Focus B ——1b—+ ao%

(b) A mini toolbar will appear. Click on the “Borders” icon and
select “No Border”
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6.5

6.6

(iv)

there is sufficient spacing at the bottom of the page so that the
Court’s serial number and QR Code on the e-filing copy of the bundle
of authorities placed at the bottom left corner of each PDF document
can be clearly seen :-

QR Code on the e-filing copy of a PDF document

(9)  The Koursk 206 - 229
[1924] P 140 (COA)

a
S/N uz7BOB/NY0an5EuSRbyxw
w2 ""Note : Serial number will be used to verify the originality of this document via eFILING portal

The order in which the authorities are to be arranged differ from lawyer to
lawyer. For this reason, the lawyer in charge should specify the order of the
authorities before instructing the secretary / pupil to compile the bundle of
authorities.

The following authorities should be cited in the contents page in the
following manner :-

()

(ii)

(iii)

Legislation :-

Competition Act [Italicize and underline], [comma] 2010 [year]

Section 3 [cite the relevant sections]
Cases :-

Associated Cover Sdn Bhd v MCIS Insurance Bhd [Italicize and
underline]

[2004] 1 MLJ 257 [citation of the case] [FC] [level of Court]

Textbook / Practitioner’s text :-

Sarkar on Evidence [ltalicize and underline] (2" edn, 2019) [state
the edition of the book and the year of publication]

[State the chapter / sub-chapter of the book referred to]

-22-



All tools

S

k‘
5
2

N

Do mwe = »

6.7 The excerpts of authorities referred to in the written submissions should
also be sidelined and highlighted in yellow. If this is not already done by the
lawyer in charge, the authorities can be sidelined by following the steps
below :-

(i) Open the PDF document using Adobe® Acrobat® Pro DC

(i)  Click on “Find text or tools” in the top-right corner of the Adobe®
Acrobat® Pro DC software interface

= Menu @  YY RulesofCourt2012010.. X | + Create O QL ##® - O

X

Alltools  Edit  Convert  E-Sign o [E] D G Al Assistant

(7)  Order 18, rule 2(1) does not apply to any defendant making an application
under rule 1, unless the application is dismissed and, in which case, the defendant shall
serve his defence within fourteen days after the dismissal of the application or within

such other period as the Court may order.

| IR

Application by defendant where writ not served (0. 12, r.11)

TR 11. (1)  Any person named as a defendant in a writ which has not been served on
{011 4
him may serve on the plaintiff a notice requiring the plaintiff within a specified period
a that is not less than fourteen days after service of the notice either to serve the writ on
“

the defendant or to discontinue the action against him.

(2) Where the plaintiff fails to comply with a notice under paragraph (1)
within the time specified, the Court may, on the application of the defendant by notice of
application, order the action to be dismissed or make such other order as the Court

thinks fit.

(3) A notice of application under paragraph (2) shall be supported by an
affidavit verifying the facts on which the application is based and stating that the
defendant intends to contest the proceedings and a copy of the affidavit must be served

with the notice of application.

s ne =

(i)  Search for, and click on, “Line”

= Menu [ ﬁ{ Rules of Court 2012.01.0.. X + Create @ 0 5% —_—

Q
[
s}
8
A

<

5 Q

N

JON )

Edit  Convert E-Sign o a ® Q G Al Assistant

Ling|

(7)  Order 18, rule 2(1) does not apply to any defendant making an applicatio

under rule 1, unless the application is dismissed and, in which case, the defendant shall
; o i EXACT MATCHES (D
serve his defence within fourteen days after the dismissal of the application or within

line
such other period as the Court may order.
TOOLS
Application by defendant where writ not served (0. 12, r. 11) I Line Add comments I
11. (1)  Any person named as a defendant in a writ which has not been served on Connected lines  Add comments
him may serve on the plaintiff a notice requiring the plaintiff within a specified period Edit Edit o PDF
that is not less than fourteen days after service of the notice either to serve the writ on More

the defendant or to discontinue the action against him.

(2)  Where the plaintiff fails to comply with a notice under paragraph (1)
within the time specified, the Court may, on the application of the defendant by notice of
application, order the action to be dismissed or make such other order as the Court

thinks fit.

3) A notice of application under paragraph (2) shall be supported by an
affidavit verifying the facts on which the application is based and stating that the
defendant intends to contest the proceedings and a copy of the affidavit must be served

with the notice of application.
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(iv)

Draw a vertical line while simultaneously pressing “CTRL” + “SHIFT”
to ensure a straight vertical line

= Menu @ Y RulesofCourt2012.010.. X | + Create @ - X
Alltools  Edit  Convert  E-Sign o Find text or tools Q ® 6}3 =
B L T
=
*4 (7) Order 18, rule 2(1) does not apply to any defendant making an application
E under rule 1, unless the application is dismissed and, in which case, the defendant shall DJ
“ serve his defence within fourteen days after the dismissal of the application or within DE
.@A such other period as the Court may order.

= Menu

All tools

t== »
Bl 8~

Do s ne =

@  Y¥ Rulesof Court2012.010.. X

Edit

Convert

(v)

E-Sign

Application by defendant where writ not served (0. 12,r.11)
1. (1)

him may serve on the plaintiff a notice requiring the plaintiff within a specified period

Any person named as a defendant in a writ which has not been served on

that is not less than fourteen days after service of the notice either to serve the writ on

the defendant or to discontinue the action against him.

(2) Where the plaintiff fails to comply with a notice under paragraph (1)
within the time specified, the Court may, on the application of the defendant by notice of
application, order the action to be dismissed or make such other order as the Court

thinks fit.

(3) A notice of application under paragraph (2) shall be supported by an
affidavit verifying the facts on which the application is based and stating that the
defendant intends to contest the proceedings and a copy of the affidavit must be served

with the notice of application.

Select the drawn line and press “CTRL” + “C” and “CTRL” + “V” to
copy another line to complete the side line

+ Create

0L 8O -

o e

(7) Order 18, rule 2(1) does not apply to any defendant making an application
under rule 1, unless the application is dismissed and, in which case, the defendant shall
serve his defence within fourteen days after the dismissal of the application or within

such other period as the Court may order.

Application by defendant where writ not served (0. 12, r. 11)
11. (1)  Any person named as a defendant in a writ which has not been served on
him may serve on the plaintiff a notice requiring the plaintiff within a specified period
that is not less than fourteen days after service of the notice either to serve the writ on

the defendant or to discontinue the action against him.

(2) Where the plaintiff fails to comply with a notice under paragraph (1)
within the time specified, the Court may, on the application of the defendant by notice of
application, order the action to be dismissed or make such other order as the Court

thinks fit.

(3) A notice of application under paragraph (2) shall be supported by an
affidavit verifying the facts on which the application is based and stating that the
defendant intends to contest the proceedings and a copy of the affidavit must be served

with the notice of application.
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Format of the Sidelining

Colour : Black

Thickness 2 pt

To configure the properties of the sidelining :-
(i) Select the Sideline;
(i) Right-click;
(i) Select Properties; and

(iv) Configure settings accordingly

6.8 The cases can be marked by following the steps below :-
(i) Open the PDF document using Adobe® Acrobat® Pro DC

(i)  Click on “All tools” at the top-left corner of the Adobe® Acrobat® Pro
DC software interface, then select “Edit a PDF”

= Menu ¥ Yy 3 AmalanTepatSdnBh. X | + Create ® 0L EH — X
Alltools f| Edit  Convert  E-Sign o Find text or tools Q 2 o
Alltools 2]
X JOBNAME: No Johg#ime PAGE: 1 SESS: 1 OUTPUT: Fri Scp 30 13:25:16 2011 I &
fcaseml/casc/mgh-Amalan_Tepat_185583_126936_01 | o
C‘j Al Assistant (beta) [ NEw | L
=} Generative summary (beta) [ new | D=
E
»} Exporta PDF 0
I F Edit a PDF I R 512 Malayan Law Journal [2011] 5 ML) 8
Am A &
@ Request e-signatuUEEIITYELECUATNERES alan Tepat Sdn Bhd v Panflex Sdn Bhd *

pages, and more 4

©

Create a PDF
- FEDERAL COURT (PUTRAJAYA) — CIVIL APPEAL NO 02()-20 OF

N

m o 2010())
4~ Combine files S N B
8 RICHARD MALANJUM CJ (SABAH AND SARAWAK), ZULKEFLI 1
e AND RAUS SHARIF FC
&. Fi&sign 21 JUNE 2011 o 9
Organize pages E‘\ C -
Add " "l::d Civil Procedure — jua’gmz'm and orders —]udgmmt in a’q‘}zui{ of‘de fence — v
comments Main velief in impugned judgment was declarvatory relief — Whether defanlt
D‘ declaratory judgment should be supported by evidence of factual marrix ro enable c
. = . Judge to exercise his discretion to grant or refitse declaratory relicf— Whether rule
GetPDFs zs;ﬁn;fir'?:;wsnts “gn T, of practice shoule be followed in present case— Whether impugned juegment could D
be severed to exclude declaratory relief
Request e-signatures . X R ®‘
Panflex Sdn Bhd (‘the respondent’) had commenced an action in the High
PRI ~ ~ N caomE 1 e " o Q
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= Menu ¢ Yy 3.Amalan TepatSdn Bh.. X

Alltools  Edit  Convert  E-Sign

Edit 2 &
MODIFY PAGE

c kT G

£l organize pages

ADD CONTENT

T, Text

Header and footer .

(@ watermark
& Link

More

OTHER OPTIONS

B3 Combine files

Redact a PDF

(iii)

X

(iv)

Select “+ Text”

A= T

+ Create

©Q

Find text or tools Q @ (»p [El l:-_f Al Assistant
|

JOBNAME: No Job Name PAGE: 1 SESS: 1 OUTPUT: Fri Sep 30 13:25:16 2011
//caseml/case/m]j/(:P-AmalnniTc‘paL 185583_126936_01

512 Malayan Law Journal [2011] 5 MLJ

Amalan Tepat Sdn Bhd v Panflex Sdn Bhd

FEDERAL COURT (PUTRAJAYA) — CIVIL APPEAL NO 02()-20 OF
2010())

RICHARD MALANJUM CJ (SABAH AND SARAWAK), ZULKEFLI
AND RAUS SHARIF FCJ]

21 JUNE 2011

Civil Procedure — Judgment and orders — Judgment in defanlt of defence —
Main relief in impugned judgment was declaratory reliecf — Whether defanlt
declaratory judgment should be supported by evidence of facrual marrix ro enable
judge to exercise his discretion to grant or refuse declaratory reliecf— Whether rule
of practice should be followed in present case— Whether impugned judgment could
be severed 1o exclude declaratory relief

Panflex Sdn Bhd (‘the respondent’) had commenced an action in the High
~ -~ I S i ¢

850x11.00in

= Menu | ¥ Yy 3 AmalonTepatSdnBh.. X | + Create

Alltools  Edit  Convert  E-Sign

Edit B &

X

FORMAT TEXT

Arial Black

MODIFY PAGE

c kB o B
£1] organize pages
ADD CONTENT

T, Text

B3 Image

o

a n

@

N

N

e‘

Type out the citation of the case at the top of the first page

Q
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8
A

<
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JOBNAME: No Job Name PAGE: 1 SESS: 1 OUTPUT: Fri Sep 30 13:25:16 2011
//usemume/mxi/qz,AmaLm;repm,lsﬁxs-,l26956,01 |

i [2011] § MLJ 512 [FC] i

512 Malayan Law Journal [2011] 5 MLJ

Amalan Tepat Sdn Bhd v Panflex Sdn Bhd A

FEDERAL COURT (PUTRAJAYA) — CIVIL APPEAL NO 02()-20 OF
2010()) B
RICHARD MALANJUM CJ (SABAH AND SARAWAK), ZULKEFLI
AND RAUS SHARIF FCJJ
21 JUNE 2011

Civil Procedure — Judgment and orders — Judgment in default of defence —
Main relicf in impugned juclgment was declaratory relicf — Whether defou
declaratory fudgment should be supported by evidence of fictual matrix to enable
juelge to exercise his discretion to grant or refuse declaratory relief — Whether rule

of pracice shold be followed in presens case— Whether impugned juclgmens could D
e scuered to excluce declaratory relicf

Panflex Sdn Bhd (the respondent’) had commenced an action in the High
Court against Gymtech Development Sdn Bhd (‘Gymtech’) as the first
defendant and Amalan Tepat Sdn Bhd (the appellant) as the sccond
defendant. In this action the respondent had prayed, inter alia, for a declaration
that the supplementary agreement that it had entered into with the appellant
and Gymtech had been validly cancelled and terminared, for the refund of the
purchase price or as an alternative special lossand specific damages, interestand
costs. The appellant failed to file its defence within the time prescribed and filed
an application for an extension of time to file the defence. In the meantime the
respondent had filed an application to enter judgment in default of defence.
Both applications came up for hearing on the same date. The court dismissed
the appellant’s application for an extension of time to file its defence bur g

Allsarard vha rarnmndans e ancar fadmmane in Aafasle A8 dafanca Tha annallane
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6.9

6.10

Format of the Text

Font : Arial Black

Font Size : 12 — 18 (depending on the space available)

The “FORMAT” panel below can be found on the left-hand side
of the Adobe® Acrobat® Pro DC software.

A bundle of authorities can either be:-
() paginated;

(i)  tabbed; or

(i)  paginated and tabbed.

For more information on pagination and merging, please refer to
Paragraphs 10 and 11.

Templates for a table of contents of a bundle of authorities are attached as
Appendix D.
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6.11 For authorities with excessively large margins, use the crop function so that
the words do not appear too small in the middle of the page :-

(i) Open the PDF document using Adobe® Acrobat® Pro DC

(i)  Click on “All tools” at the top-left corner of Adobe® Acrobat® Pro DC
software interface, then select “Edit a PDF”

= Menu (¥ ¥ 3. AmalanTepatSdnBh. X | + Create ®

All tools Edit  Convert  E-Sign o Find text or tools Q ® (13 E.']

Alltools

X u JOBNAME: No Job Name PAGE: 1 SESS: 1 OUTPUT: Fri Sep 30 13:25:16 2011

//caseml/case/mlj/CP-AmnlmLTepaLl 85583_126936_01
G} Al Assistant (beta)

)
3

Generative summary (beta) LIE1E

3T

Exporta PDF

I 52 Edita PDF i3 512 Malayan Law Journal [2011] 5 MLJ
@ Request e-signatu CHITCERMOIAIERCH % Amalan TePat Sdn Bhd v Panflex Sdn Bhd A
pages, and more
Create a PDF
- FEDERAL COURT (PUTRAJAYA) — CIVIL APPEAL NO 02()-20 OF
E}3 Combine files r 2010()) B
o RICHARD MALANJUM CJ (SABAH AND SARAWAK), ZULKEFLI
) . AND RAUS SHARIF FCJJ
& Filssign 21 JUNE 2011
“[] Organize pages &'\ c
Add " fa Civil Procedure — Judgment and orders — Judgment in default of defence —
comments Main relief in impugned judgment was declaratory relicf — Whether default
E declaratory judgment should be supported by evidence of factual matrix to enable
) . X “ judge to exercise his discretion to grant or refuse declaratory relief — Whether rule
GetPoRs i:llﬁ':fiﬁ:flem S T of practice should be followed in present case — Whether impugned judgment could D

be severed 1o exclude declararory relief

Request e-signatures . R . . .
Panflex Sdn Bhd (‘the respondent’) had commenced an action in the High
~ . ~ o c1omi e T e

850X 11.00in
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Alltools  Edit  Convert

Edit

MODIFY PAGE

clklw G

£]] Organize pages

ADD CONTENT

T, Text

Header and footer
[B watermark ,

& Link,

More

OTHER OPTIONS

B Combine files

Redact a PDF

= Menu &  Y¥ 3 Amalan Tepat Sdn Bh.. X [7+ Create |

Alltools  Edit  Convert

Edit 2 &

MODIFY PAGE

C ey @ G

£[] organize pages

ADD CONTENT
T, Text
B} Image
B Header and footer
3 Watermark
& Link
More
OTHER OPTIONS
E3 Combine files

Redact a PDF

=] B

(iii)
= Menu &y ﬁﬁ’ 3. Amalan Tepat Sdn Bh.. X | + Create [©) Q

Find text or tools Q [E] tffb IE] C'EAI Assistant
=

E-Sign

(iv)

A= R g

Select the “Crop Pages”icon

JOBNAME: No Job Name PAGE: 1 SESS: 1 OUTPUT: Fri Sep 30 13:25:16 2011
/lcaseml/case/mlj/f qZ-AmalanfTepaLl 85583_126936_01 |

512 Malayan Law Journal [2011] 5 ML]

Amalan Tepat Sdn Bhd v Panflex Sdn Bhd A

— FEDERAL COURT (PUTRAJAYA) — CIVIL APPEAL NO 02()-20 OF
2010()) B
RICHARD MALANJUM CJ (SABAH AND SARAWAK), ZULKEFLI
AND RAUS SHARIF FCJ]
21 JUNE 2011

=)

Civil Procedure — Judgment and orders — Judgment in default of defence —
Main relief in impugned judgmenr was declaratory reliecf — Whether default
df't!(tratwy jua’gmmr should be ,vupportf'd by evidence 0f ﬁcma[ matrix to enable
Jjuedge to exercise his discretion to grant or refuse declaratory relief— Whether rule

T, of practice should be followed in present ease — Whether impugned judgment could D
be severed 1o exclude declararory relief

086 o
@]

Panflex Sdn Bhd (‘the respondent’) had commenced an action in the High

e oM s 1

850x11.00in

Place the mouse cursor over any corner of the page, then press and
hold the left mouse button to create a blue box over the text of the
PDF document (see the blue box below)

=

JOBNAME: No job Name PAGE: 1 SESS: 1 OUTPUT: Fr Sep 30 13:25:16 2011
Tiasemcselmlp-Amalan_Tepae_185383.126936_01 |

k‘
2011] 5 MLJ 512 [FC]
&,
2,
4

Amalan Tepat Sdn Bhd v Panflex Sdn Bhd A

FEDERAL COURT (PUTRAJAYA) — CIVIL APPEAL NO 02(-20 OF
2010(])
B
RICHARD MALANJUM CJ (SABAH AND SARAWAK), ZULKEFLI
AN JS SHARIF ECJ]

21 JUNE 2011

a. 2
4
Panflex Sdn Bhd (the respondent) had commenced an action in the High
Court_againse Gymtech Development Sdn Bh k) as the f
— defendant and A E
; S—

ion of time to file the defence. In the meantime the

i ythe High C

had not provided a reasonble explanation s
b lied e

the ap atio peal
ellant submitted that since the main relef sought
£, default j uld

ken

o dent maintined that the appellants application to sct aside
the default judgment was made long after the 30 days provided for under the

F0 8B
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(v)

Once satisfied with the selection, press “Enter” on the keyboard,
and the following pop-up window will appear

= Menu & ¥ 3. Amalan Tepat SdnBh.. X [] Set Page Boxes

Alltools  Edit  Convert  E-Sign
Edit ®] & x
MODIFY PAGE

cB@oc

£l organize pages

ADD CONTENT

Ty Text

B} Image

B Header and footer
[B watermark

4

& Link |

More
OTHER OPTIONS

3]

. Combine files

Redact a PDF

(vi)

AC I

G‘

Page Boxes
8 show All Boxes
Upits:  Inches v
Margin Controls

Apply to CropBox v

w o
e
o2
for 2

[:] Constrain Proportions

Bottom
Left:

Right

[J Remove White Margins

SetTo Zero

Change Page Size
° Fixed Sizes Page Sizes:

O Custom

Center

Revert To Selection

None e

Width: [0in Height: [0in
XOffset: |00 YOffset: |0in

Cropped page size: 6115 x 9297 in

Page Range

Oal
OFom:

To: | of 9

Even and Odd Pages -

o]

Apply to:

Cancel

*xpHe - X
; O CIIZD
| |
=5
2

®

<

B Q

N

JORNN©}

Select “All” under the “Page Range” heading and click on “Ok” :-

= Menu (¥ Y 3.Amalan Tepat Sdn Bh.. X (Set Page Boxes

Alltools  Edit  Convert  E-Sign

Edit 8] & x
MODIFY PAGE

cC ey T B

£]] organize pages

ADD CONTENT
T, Text
B3 Image
] Header and footer
[ watermark
& Link,
More
OTHER OPTIONS
B3 Combine files

Redact a PDF

»

8~ |

»
o
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Page Boxes
8 show All Boxes.
Units:  Inches v
Margin Controls

Apply to: CropBox v

Top: [092in
07831 =

Bottom: n
Left: [1243in E
Right: [1142in El

[:] Constrain Proportions
[CJ Remove White Margins

Set To Zero

Change Page Size
© Fixed Sizes
O Custom

Center

Page Sizes:

Width: [0in Height: (00
XOffset: [0in YOffset: [0in

Revert To Selection

None ~
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(vii)

Once the cropping process is complete, scroll through the rest of the
document to make sure that no parts of the authority or sideline(s)
have been accidentally cropped out.
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BOOKMARKING PDF DOCUMENTS

7.1 Documents can be bookmarked by following the steps below :-

= Menu

All tools

08

® A

= Menu

All tools

() Open the PDF document using Adobe® Acrobat® Pro DC

(i)  Click on the bookmark icon on the right-hand side of Adobe®
Acrobat® Pro DC software interface

@ Y Bundle of Authorities .. X | + Create (@A) H ) — ] x
Edit Convert  E-Sign Find text or tools Q FE I - T = @ E Al Assistant
[E
O
IN THE HIGH COURT OF MALAYA AT KUALA LUMPUR
(CIVIL DIVISION)
CIVIL SUIT NO: WA-22NCC-001-01/2023 IE
BETWEEN 2
ABC SDN BHD
(Company No.: 100001-A) ... PLAINTIFF
AND
DEF SDN BHD
(Company No.: 100001-B) ... DEFENDANT ’
2
A
v
c
PLAINTIFF’S [,
BUNDLE OF AUTHORITIES a
S}

(i)  Navigate to the page to be bookmarked and click on the “add
bookmark” icon

) 77 Bundle of Authorities-.. X | + Create LR —_ X
Edit  Convert  E-Sign A= Find text or tools Q B o = @
x  Bookmarks B}
=
IN THE HIGH COURT OF MALAYA AT KUALA LUMPUR E
(CIVIL DIVISION)
CIVIL SUIT NO: WA-22NCC-001-01/2023 ]
BETWEEN 3
ABC SDN BHD Q‘
(Company No.: 100001-A) ... PLAINTIFF
AND
DEF SDN BHD
(Company No.: 100001-B) ... DEFENDANT N
2
~
-
c
PLAINTIFF’S B,
BUNDLE OF AUTHORITIES
@
Q
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(iv)

Rename the bookmarked page accordingly (please consult with the
lawyer in charge regarding how they want the bookmarked pages to
be named) :-

Example 1 (Identifying cases in a bundle of authorities by Tab No.)

Qe - o x
Find text or tools ‘Q_ @ @ =
x  Bookmarks [ EY
Tab1 @ l:"‘]
PAGE NO 173
1-2 8
[
3.10
2
1 -44 2
45 - 58 ~
C
59.72 @‘
Q
Q

Example 2 (Identifying cases in a bundle of authorities by name)

= Menu | (R Yy Bundleof Authorities-.. X | + Create
Alltools  Edit  Convert  E-Sign o
&, CONTENTS
‘ TAB NO. AUTHORITIES
e
Pl
Y 1. Court of Judicature Act, 1964
L Section 73
a2,
2. Evidence Act, 1950
—_— Sections 42 - 44
3. Sarkar on Evidence
Sections 42 - 44
n 4. Takake Sakac (f) v Ng Pek Yuen (f) & Anor
“ No 3)
[2010] 2 MLJ 141 [FC]
T,
m 5. Kosma Palm Oil Mill Sdn Bhd & Ors v
Koperasi Serbausaha Makmur Bhd
[2004] 1 MLJ 257 [FC]
= Menu (@ Y Bundleof Authoriies-.. X | + Create
Alltools ~ Edit  Convert  E-Sign A=
&, CONTENTS
z‘
TAB NO. AUTHORITIES
e
4
i 1 Court of Judicature Act, 1964
18 Section 73
&,
2 Evidence Act, 1850
f— Sections 42 - 44
3 Sarkar on Evidence
Sections 42 - 44
n 4. Takako Sakao (f) v Ng Pek Yuen (f) & Anor
., (No 3]
[2010] 2 MLJ 141 [FC]
T,
m 5. Kosma Paim Oil Mili Sdn Bhd & Ors v

Koperasi Serbausaha Makmur Bhd
[2004] 1 MLJ 257 [FC)

@QE - x
et QB B
[EX]
&
]
]
a

x  Bookmarks R e -

|}

Takako Sakao

PAGE NO

1-2

<

45-58

B Q

598-72

JORNSC)
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v)
(vi)

Save the PDF document once all bookmarks are inserted.

Although the examples given are on bookmarking pages in a bundle
of authorities, the same can be done on any other PDF documents,
including affidavits. For an affidavit, it is good practice to bookmark
each exhibit in that document for easy reference.
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8.1

8.2

INSERTING REFERENCES IN WRITTEN SUBMISSIONS

The secretary or pupil is responsible for assisting the lawyer in charge in
inserting the references into the Written Submissions.

Authorities should be cited in the footnotes in the following manner :-

Paginated

1st citation :-

Page 425 of the Plaintiff's Bundle of Authorities (“PBA / 425”)

Subsequent citations :-

PBA 425

Tabbed

1st citation :-

Tab A of the Plaintiff's Bundle of Authorities at page 2 (this refers
to the natural page numbers of the case in Tab A) (“PBA / Tab A
/ 3’1)

Subsequent citations :-

PBA/TabA/3

Paginated and Tabbed

1st citation :-

Tab A of the Plaintiff's Bundle of Authorities at page 425 (“PBA /
Tab A /425”)

Subsequent citations :-

PBA/Tab A /425
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8.3

[Note: To change according to the party you are acting for]
Affidavits should be cited in the footnotes in the following manner :-

Exhibit TT-1 of the Affidavit [or Affidavit in Reply] affirmed by [insert] on 17-
3-2024 at Page 133 (“Exhibit TT-1/ [insert]’s Affidavit / Page 133”)
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9. FINALIZING AFFIDAVITS

9.1 The secretary or pupil is responsible for assisting the lawyer in charge in
finalizing an affidavit by :-

) paginating and marking the exhibits referred to in the affidavit;
(i) preparing the exhibit certificates for each exhibit; and

(i) merging the affidavit with the exhibit certificates and the paginated
exhibits.

9.2 The lawyer in charge should specify the order of the exhibits before
instructing the secretary or pupil to finalize the affidavit.

9.3 The exhibits can be marked by following the steps below :-

(

) Open the PDF document using Adobe® Acrobat® Pro DC

(i)  Click on “All tools” at the top-left corner of Adobe® Acrobat® Pro DC
software interface, then select “Edit a PDF”

= Menu & Yy Affidavitpdf X | + Create ® Q0 # ® - X
All tools Convert  E-Sign Find text or tools Q B & =
Alltools &l
% Al Assistant (beta) [EET Q
B% Generative summary (beta) [EETD 2, [
B Exports PDF <} IN THE HIGH COURT OF MALAYA AT KUALA LUMPUR ©
S egita poF - (CIVIL DIVISION) 8
E—— 2, CIVIL SUIT NO: WA-22NCC-001-01/2023 A
Create 3 PDF I BETWEEN
48 Enhance this POF [N o ABC SDN BHD 1
2. Fil&sign (Company No.: 100001-A) ... PLAINTIFF 2
ED Combine files =2y AND ~
Organize pages DEF SDN BHD ”
T (Company No.: 100001-B) ... DEFENDANT &
R et @ B,
Request e-signatures )
827 x11.69in @\
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(i) Select “+ Text”

= Menu | R jﬁ? Affidavit.pdf X | + Create @ Q 35! — X
Alltools  Edit  Convert  E-Sign Find text or tools Q @ 6;5 [E]
Edit e & x n &
2
MODIFY PAGE

&, 0

CRBEC
(s}

£l organize pages o
‘ 8

Y

ADD CONTENT | had
a a

T, Text Q‘A

B3 Image

Header and footer | 2
2
@ Watermark
& Link, = "
More m‘
T, c
B,
E3 Combine files I}
Redact a PDF . [©]
(iv) Position the typing cursor at the top centre of the page and type the
description of the exhibit
= menu QY Affidavitpdf x [+ Create @ L #® - X

Alltools  Edit  Convert  E-Sign o Find text or tools Q ® 5;5 = @ G} Al Assistant

Edit < & x u / &
FORMAT TEXT - Exhibit "JD-1"] Q,l
EA

Arial Black v l:]E
.'A
12 vl = = = 0
TS
@, S

B-8-: ||,

1= 120 1= o0 N 2
= = 8,

1w ~ YAOQ v _

2
(&}

MODIFY PAGE 2
c BB & )
£l organize pages E‘ v

T, ¢

ADD CONTENT

&

B B,

T, Text ®
B} Image . Q
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Format of the Text

Font : Arial Black
Font Size : 12 — 18 (depending on the space available)

The “FORMAT” panel below can be found on the left-hand side
of Adobe® Acrobat® Pro DC software.
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9.4 The exhibit certificates must then be prepared. An exhibit certificate
consists of the following :-

Mark the exhibit certificates
according to how the exhibits are
described in the affidavit

N

Ensure that the exhibit
certificate is only a page

long. S B « » |
| EKSHIBIT “JS-1

Reduce the font size of DALAM MAHKAMAH TINGGI DI KUALA LUMPUR

the  intitulement  if DALAM WILAYAH PERSEKUTUAN, MALAYSIA

el 00001

ANTARA

_ o PLAIN“F
DAN

_ o DEFENDAN
DAN

_ o PENCELAH

PERAKUAN MENGENAL PASTI EKSHIBIT

Saya, dengan ini mengakui bahawa ekshibit berikut bertanda "J$-1" yang

anio dolare N > cikraran d

hadapan saya pada 11 haribulan Oktober, 2021.

Pesuruhjaya Sumpahr
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9.5 If the affidavit, together with its exhibits, is voluminous, break them up into
volumes. Ensure that :-

(i) each volume is between 200-250 pages long. It should not exceed
250 pages; and

(i)  the top right corner of the cover page of every volume is marked the
following way :-

Amend according to the
total number of volumes

JiLID2/2

DALAM MAHKAMAH TINGGI MALAYA DI KUALA LUMPUR
DALAM WILAYAH PERSEKUTUAN, MALAYSIA

... PLAINTIF
... DEFENDAN
Set out all the exhibits ... PENCELAH
contained in the volume
\ SAMBUNGAN KEPADA EKSHIBIT “JS - 11” SEHINGGA “JS-19”

Tetuan [N

[Peguamcara bagi pihak ]
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9.6

9.7

The template for the cover page of the subsequent volume(s) of an affidavit
is attached as Appendix E.

The exhibits must then be paginated. For more information on pagination
and merging, please refer to Paragraphs 10 and 11 below.

Make sure that there is at least 1 paragraph in the page containing the Jurat
section :-

-15-

Berkenaan dengan Afidavit oleh
n

38.

diikrarkan pada

[Terjemahan tidak diperlukan]

W 747
SITHAMBARAM A:

PITCHAY PILLAL
*\01.01,2021-31.12.2022

444% Pesuruhjaya Sumpah

3A, LORONG CHAN AH TONG
BRICKFIELDS,
50470 KUALA LUMPUR

Afidavit Jawapan oleh || NG - cikrerkan pada [}
I dan difaikan pada [ o'eh Tetvan [ v2no alamat
penyampaianys o I
I a1 50
L
I (<! No. 2632 9682) (Faks No. 2632 9681)
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10. PAGINATING DOCUMENTS

10.1 Documents can be paginated by following the steps below :-
) Open the PDF document using Adobe® Acrobat® Pro DC

(i)  Click on “All tools” at the top-left corner of Adobe® Acrobat® Pro DC
software interface, then select “Edit a PDF”

= Menu | (¥ Yy GUIDETOCLERKING-.. X | + Create (OJWANE - ) — X
All tools Convert  E-Sign Find text or tools Q @ @ IEI @
Alltools 1 [E]
l:-} Al Assistant (beta) [0 Q"
El‘ Generative summary (beta) m 3 'r‘ . tommy'I"HOMAS l:|=
(&l
[ Exporta POF e, advocates & solicitors
52 EditaPDF Al ©
Hath
&
@ Request e-signatures *
Create a PDF
EIB Combine files :[3: ]
A Fill & Sign 120
Organize pages rc=d A
A
Add comments =) GUIDE TO CLERKING
T+ th . C
Get PDFs e-signed. Recipients sign @ (as at 30 Aprl I 2 O 24 )
online for free. ”
Request e-signatures C)
827x1169in Q

-43-



(iii)

= Menu

Alltools  Edit  Convert  E-Sign

Edit ] & x u

MODIFY PAGE E

c G o B “,

£ organize pages
ADD CONTENT

T, Text

BT Image

E] Header and footer

@ Watermark I Add

. Update
& Link,
Remove
More

I

OTHER OPTIONS 5

E combine files

Redact a PDF

&  YY GUIDETOCLERKING-.. X | + Create

827x11.69in

Select “Header & Footer”, then click on “Add”

Find text or tools Q ® @ IEI C‘} Al Assistan

ri . tormmyTHOMAS

advocates ¢ solicitors

@ L # O®

GUIDE TO CLERKING
(as at 30" April 2024)

-44-

X

t
=
=
[§]
8
a

<

B Q

N

JORNS )



(iv)

Set the pagination setting to Arial Black with font size 22 (these

settings can be saved for convenience)

= Menu ) ¥ GUIDE TO CLERKING -, Add Header and Footer — X
All tools Edit Convert E-Sign Saved Settings: v Delete Save Settings... ;] C-.l Al Assistant
- Font I
. — —n
Edit 8] O& x I Neme: Arial Black Bold ~ Sige: oAl | I Top: [05 < Botiom: [o5 1 =
= . e o 2
MODIFY PAGE Appearance Options... Left- [09 = Right: [02 =
Left Header Text Center Header Text Right Header Text I]E
c GG T G | | —
£]] organize pages
Left Footer Text Center Footer Text Right Footer Text 8
ADD CONTENT | | | &
g
Insert Page Number Insert Date Page Number and Date Format..
T, Text
Preview
B3 Image Preview Page |1 < oft20 Page Range Options.
T T 1
B3 Header and footer : 1:
4 1 H
1 1
- 120
[@ watermark i
4 H
H ~
H
& Link, Y
v
More
OTHER OPTIONS
a
B3 Combine files Q
Helj OK Apply to Multiple Files Cancel
Redact a PDF P Py P Q
-
= Menu & i\? GUIDE TO CLERKIN Add Header and Footer X ) g ﬁg . = X
All tools Edit Convert E-Sign Saved Settings: [None specified] ~ Delete Save Settings 2 @ C‘} Al Assistant
- Font Margin [

. =
Edit 8 & x Name: Arial V  Size unm - |05 < Bottom: {05 S 1=
MODIEY PAGE Appearance Options. Left: 1 : Right: |1 : D“]

Left Header Text Center Header Text Right Header Text 1 DE
£ organize pages ’ , i . l ©
p & g Left Footer Text Page Number and Date Format X {tFooter Text 8

200 conTEnT | Dote Format . / P
| %
Insert Page Number b 4 Page Number and Date Format..
| PageN Format: v
T, Text ) age Number Forma
Preview
. = | Start Page Number: |1 = i
E"_ Image Preview Page |1 S of120 I Page Range Options.
B3 Header and footer | !
i
"""""" [iaa———— 00000 120
Watermark E
1
, ; ri-pfommyTHOMAS @ | 4 ”
& Link, [
: v
More !
i c
1
OTHEROPTIONS | [=========== e it ieiieieielaieieleieieieleieieieielieieleieieieleielieieielieliieieleleliniele 5
|
1

E3 Combine files

Redact a PDF

OK Cancel

Help Apply to Multiple Files

N

JORNY©}
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(vi)

Adjust the positioning of the page number based on the document
type

ac® . X

= Menu @ ﬁ GUIDE TO CLERKING - | Add Header and Footer X Q 888 _
All tools Edit Convert E-Sign Saved Settings: v Delete Save Settings_ ;] C-.l Al Assistant
- Font argin (Inches) |
. __"
Edit S @ 2 Name: Arial Black Bold v Size: e Top: [05 . Bottom: |05 < I &
3 _ = = 2
MODIFY PAGE Appearance Options.. Left: {0.9 +~ Right: 02 S
Left Header Text Right Header Text D=
crR WG | J
£]] organize pages
Left Footer Text Center Footer Text Right Footer Text 8
ADD CONTENT | | 2
Zd
Insert Page Number Page Number and Date Format..
T, Text
Preview
E‘. Image Preview Page |1 2 of120 Page Range Options.
T T ]
B3 Header and footer : H
‘ : 1
"""""" e R 120
[ watermark i i
H H
H H
PN
_ ; 1= j tommyTHOMAS AR
& Link , 1
T v v
More E E
H H C
H H
H H
OTHEROPTIONS Bl p-mmm-moe B - 5
! : @,
H H
1 1
B3 Combine files Q
Hely OK Apply to Multiple Files Cancel
Redact a PDF P prlyio TP Q
-

(vii)

Click on “OK” to commence pagination

= Menu ¢ Yir GUIDETO CLERKING -. Add Header and Footer X Q * @ - X
All tools Edit  Convert E-Sign Saved Settings: i Delete Save Settings... ;] m C‘} Al Assistant
— Font Margin (Inches) [
. =
Edit 8] & x Name: Arial Black Bold v Size unm Top: [05 - Bottom: |05 I =
-
MODIFY PAGE Appearance Options... Left: |09 = Right: (02 = D’)
Left Header Text Center Header Text Right Header Text |:|=
crREE ’ j :
<<I>> [_D
£l organize pages
Left Footer Text Center Footer Text Right Footer Text 8
ADD CONTENT ’ ’ ’ P
“a
Insert Page Number Insert Date
Ty Text
Preview
E‘. Image Preview Page |1 2 of120
= 1
Header and footer
-------------------------------------------------------------------------------- 120
(3 watermark
~
& Link‘ """""
v
More
OTHER OPTIONS | Frm=======es >
B,
E Combine files Q
Hel, OK Apply to Multiple Files Cancel
Redact a PDF 5 P el v Q

(Vi)

Save the paginated PDF document in the same folder.
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(iIX) Please ensure that the document’s page numbers correspond to the
PDF page numbers

= Menu | ¥% Bundleof Documentsp. X | + Create QL HE® - X
Alltools  Edit Convert  E-Sign Find text or tools Q B & @ G Al Assistant
D .

[w]
@, o
é‘

i)
(< P
AL a
&

‘ |

ir}
1]

e &

=} A
=] v
Ts c
B 6,
@
Q

-47-



11. MERGING SEVERAL PDF DOCUMENTS TOGETHER

11.1 Several individual PDF documents can be merged together by following the
steps below :-

) Number the PDF documents according to the order set out in the
contents page of the bundle of documents / bundle of authorities

1. 20230107 Letter from X to ¥ 16/4/2023 1:13 PM Adobe Acrobat

2, 20230103 Letter from ¥ to X | 6/4/2023 1:14 PM Adobe Acrobat

Adobe Acrobat

3. 20230371 Letter from X to A

(i)  Select all the numbered PDF documents

1. 20230101 Letter from Xto ¥ 16/4/2023 1:13 PM Adobe Acrobat
2. 20230103 Letter from ¥ to X 16/4/2023 1:14 PM Adobe Acrobat
3. 20230311 Letter from X to A 16/4/2023 8:45 PM Adobe Acrobat

-48-



(i) Right-click and select “Combine files in Acrobat...”

1. 20230107 Letter from X to ¥ 16/4/2023 1:13 PM Adobe Acrobat
2. 20230103 Letter from ¥ to X 16/4/2023 1:14 PM Adobe Acrobat
3. 20230311 Letter from X to A 16/4/2023 8:45 PM Adobe Acrobat
Open with Adobe Acrobat
Print
B8 winRaR >

Add to Favorites
ﬁ Combine files in Acrobat...

] Eitdefender >
Copy as path
¥ Share

Send to >

Cut
Copy

Create shortcut
Delete

Rename

Properties

(iv)  Ensure that the PDF documents are arranged in the correct order
before clicking on “Combine”

= Menu | ¥  New document X | + Create ® 0 i @ = x

Combine files [} Addfies T 88 S {8} Options

20230101 Lette...pdf 20230103 Lette....pdf 20230311 Lette....pdf

(v) Save the merged PDF document in the same folder.

-49-



12. CONVERTING PHYSICAL DOCUMENTS INTO MACHINE-READABLE
TEXT
12.1 A PDF document can be converted into machine-readable text by following

the steps below :-

(i) Open the PDF document using Adobe® Acrobat® Pro DC

(i)  Click on “All Tools” at the top-left corner of the Adobe® Acrobat®
Pro DC software interface, then select “Scan & OCR”

= Menu ¥ Yy INTHEHIGHCOURTO.. X | + Create ® L0 85 & - X
All tools Convert  E-Sign Find text or tools Q B & = C-_?AI Assistant

All tools [E]
L’*l Export a PDF u DJ
52 Edita PDF IN THE HIGH COURT OF MALAYA AT KUALA LUMPUR D=

(CIVIL DIVISION)
@ Request e-signatures CIVIL SUIT NO: WA-22NCC-001-01/2023 [_D
Create o PDF BETWEEN e
{A}
£& Enhance this POF [E . ABC SDN BHD A
P (Company No.: 100001-A) ... PLAINTIFF
4. Fill&Sign x
AND
EIB Combine files -
DEF SDN BHD
Organize pages k] (Company No.: 100001-B) ... DEFENDANT 1
2
Add comments
d "
Scan & OCR
pzn v
(% Protecta PDF ‘ c
Get PDFs e-signed. Recipients sign o
COMMON BUNDLE OF B,
Request e-signatures e D O C U M E N T S ®‘
Q
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(i)  Select “In this file”. Choose the page range for text recognition before
clicking on “Recognize Text”

= menw | (¥ 7Y INTHEHIGHCOURTO. X |+ Create O Q #66 - X
Alltools  Edit  Convert  E-Sign Find text or tools Q B & =
< Scan & OCR x n B}
1 =
MODIFY PAGE ®
4 IN THE HIGH COURT OF MALAYA AT KUALA LUMPUR u=
c *@' [a a Y (CIVIL DIVISION)
L K4
“ CIVIL SUIT NO: WA-22NCC-001-01/2023 [‘D
ENHANCE FILE
“ BETWEEN 8
9 Enhance scanned file Y
4 “ ABC SDN BHD &
@ Enhance camera image , @‘ (Company No.: 100001-A) ... PLAINTIFF
AND
RECOGNIZE TEXT _
DEF SDN BHD
In this file o (Company No.: 100001-B) ... DEFENDANT 1
a Rk
r 2
I Itipl
(& Inmultiple, pages & )
~
@ Correct rec ‘ All pages v ‘
v
Language
Bates numb ‘ English(US) v ‘ c
COMMON BUNDLE OF °
DOCUMENTS Q
Q

(iv)  Save the text-recognised document in the same folder
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13. EXTRACTING CERTAIN PDF PAGES FROM A PDF DOCUMENT
13.1 Selected pages can be extracted from a PDF document by following the
steps below :-

(i) Open the PDF document using Adobe® Acrobat® Pro DC

(i)  Click on “All tools” at the top-left corner of Adobe® Acrobat® Pro DC
software interface, then select “Edit a PDF”

= Menu ¢ Y7 GUDETOCLERKING-.. X | + Creste @ n #EH® - X

All tools Convert  E-Sign Find text or tools Q B & = @ E.f Al Assistant

All tools 1 B
C‘} Al Assistant (beta) [EEH D"‘
4
El‘ Generative summary (beta) [ new | .eA 'r‘ . —tommyTHOMAS uE
D
[ _Exporta PDF C, advocates & solicitors
G2 Edita PDF ¥ 8
Hath
@ Request e-signatures &
Create a PDF
[513 Combine files B, 1
A, Fill &sign 120
Organize pages f‘d ~
Add comments GUIDE TO CLERKING v
T+ C
Get PDFs s-signed Recipients sign @ (as at 30th Ap rII 2024)
online for free. .
Request e-signatures G)\
827x1169in Q
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(iii)

= Menu () ¥ GUIDETO CLERKING - ..

Alltools  Edit  Convert  E-Sign

Edit 8] & x

a

MODIFY PAGE

c o of5]

£l organize pages

ADD CONTENT

T, Text

B} Image

B Header and footer
[® watermark

& Link

More

OTHER OPTIONS

E‘Iﬁ Combine files

Redact a PDF

(iv)

= Menu ()  Y¥ GUIDE TO CLERKING - ..

Alltools  Edit  Convert  E-Sign

Edit ] & x
MODIFY PAGE .
c G T G

£]] organize pages

ADD CONTENT
T, Text

B3 Image

[ Header and footer |
B Watermark

& Link
More
OTHER OPTIONS

B3 Combine files

Redact a PDF

Click on the “Extract Page” icon

X

®
2

N

N

+ Create

827x1.69in

oo HS - x
e QB B

&

Q
ri ¥
' . tornmyTHOMAS o
8
&

advocates & solicitors

<

GUIDE TO CLERKING
(as at 30" April 2024)

B Q

N

JORNS )

Select the page(s) to be extracted, then click on “Ok”

+ Create

827 x 11.69in

© o # - x

e @B B B
| B
(]

fommyTHOMAS o

P
advocates & solicitors 0

x 8

Pages: |1 of 120 74

(") Delete Pages After Extracting

[ ) Extract Pages As Separate Files

1

GUIDE TO CLERKING -
(as at 30" April 2024) o
®RQ

Q
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(v)

Save the extracted PDF document in the same folder

13.2 Alternatively, you can use the “Drag and Drop” method, which allows you
to extract page(s) from one document (Document A) and insert it / them

into another document (Document B) :-

[Note: This does not delete the pages you have extracted from
Document A]

() Have Document A and Document B opened side by side

Zmew @ Yy GUDETOCLERKING-. X | + Creste @ 0 H® — O X | =wmen (O 7yGUDETOCERKNG-- X | + Creste og®Ee® - 0 X
Mlods Bt Coment  Esign Fodtetortoos Q| @ D @ Altoos  Edt Convent  ESign Frdtetortoos Q| B B @
Document A P o8B | DocumentB | contents | o
[ B‘ [nl}

2, 2,
(4] o]

(<) (<)

, olle 5
B ol B b
a, a,

o o
a 2
= =]
= =
= =
T T
® B
&) [E]
& &
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(i)  Select and enlarge the ‘Page Thumbnails’ of both Documents A

and B

= e | t¥ GUDETOCLERKING-. X | + Create

Mitocs Bt Convert  ESign

LSRN - |

P HBE S 0AaAB G |

2. Enlarge the “Page
Thumbnails” panels of
both Documents A and B

oQxe - 0 X% - o x
a0 o G CIEED e = o\ €D GIED
x pages ] o « a - @
Contents Contents [
) ) | o
2,
<, e
i N

B

1. Click on the
“Page Thumbnails”
| icon

PH P2 P0Aa. ed |

(i)  When the “Page Thumbnails” panels of both documents are partially
enlarged (as can be seen in (ii) above), or fully enlarged (as can be
seen below), you can start to “drag” page(s) from Document A to
Document B

= Mew | VY GUDETOCLERKING-- X  + Creste

Alltools  Edt  Convert  ESign

x Pages

O = IR SRCE I

W P B PR

@@L ® — O X | =wmw @ YrGUDETOCLERANG-- X + Creste

s Q. B @ © Ao G 50 Fodtaros Q

a ¥ a R - E x  Pages -3

c c
a = = m— = 8
— R — @ o = 5
= = al _ = w0 Q
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= Menu

All tools

[ ch e

I3

&

= Menu

All tools

(iv)

When the “Page Thumbnails” panel is enlarged, you can also re-
organize the pages of a document by dragging them

@ Y7 GUIDETOCLERKING-.. X | + Create

Edit

Convert

E-Sign

& Y% GUDETOCLERKING-.. X |+ Create

Edit

Convert

E-Sign
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14. COLOURING THE COVER PAGE OF A DOCUMENT

14.1 The cover page of a document can be coloured with :-
(i) Adobe® Acrobat® Pro DC; or

(i)  Microsoft Word.

14.2 The cover page of a document can be coloured with Adobe® Acrobat® Pro
DC by following the steps below :-

) Open the PDF document using Adobe® Acrobat® Pro DC

(i)  Click on “All tools” at the top-left corner of Adobe® Acrobat® Pro DC
software interface, then select “Edit a PDF”

= Menu & ﬁﬁ Bundle of Authorities-... X | + Create @ O ﬁg ®» -

All tools

All tools

G} Al Assistant (beta) [ NEw |
IN THE COURT OF APPEAL OF MALAYSIA
= -
=) G t bet
D cenerative summary (bete) m APPELLATE JURISDICTION
CIVIL APPEAL NO: W-02(NCvC)-544-04/2024
@, Exporta PDF {NEve)
= BETWEEN
p= Edita PDF
ABC SDN BHD
@ Request e-signatures (Company No.: 100001-A) ... APPELLANT
AND
Create a PDF
DEF SDN BHD
£ Enhance this POF [EE10 (Company No.: 100001-B) ... RESPONDENT
4 Fill&Sign
'213 Combine files
Organize pages
Get PDFs e-signed. Recipients sign ]
online for free APPELLANT S
BUNDLE OF AUTHORITIES
Request e-signatures

-57-

Convert  E-Sign Find text or tools Q @ {;5 E] C-_T Al Assistan

X

t
=]
n3
[u]
8
&

<

B Q

N

JORNS ©}



(i) Click on “More”

N

= Menu O Y Bundleof Authorities-.. X | + Create [©) o %2 =
Alltools  Edit  Convert  E-Sign Find text or tools Q @ @ E]
Edit e & x . =
k
4
=
MODIFY PAGE @
“ IN THE COURT OF APPEAL OF MALAYSIA DE
c DI: @- G’ _@ APPELLATE JURISDICTION
4
CIVIL APPEAL NO: W-02(NCvC)-544-04/2024 [—D
£ Organize pages o
“ BETWEEN S
ADD CONTENT ABC SDN BHD P
(Company No.: 100001-A) ... APPELLANT *
T, Text AND
B} Image - DEF SDN BHD
(Company No.: 100001-B) ... RESPONDENT ;
Bl Header and f L}
2
More
= ~
o Design tools v m v
Create standout documents with easy-to- “
use tools in Adobe Express. PDF will be T+ C
uploaded to Adobe cloud storage. APP E LLANT’ S
B 4
R BUNDLE OF AUTHORITIES N
B3 Combine files . Q
H “ ” H “ ”
(iv)  Select “Background”, then click on “Add
= Menu ¢ ¥ BundleofAuthorities-.. X | + Create @ Q ® e -
Alltools  Edit  Convert  E-Sign Find text or tools Q B & = @ U Al Assistant
Edit 1 =
) Sound ()]
@ 3D media IN THE COURT OF APPEAL OF MALAYSIA DE
2 APPELLATE JURISDICTION
é Attach file CIVIL APPEAL NO: W-02(NCvC)-544-04/2024 [_D
BETWEEN Q
. ABC SDN BHD
Ul Article box (Company No.: 100001-A) ... APPELLANT a
Less Update ‘4 AND
Remove
DEF SDN BHD
' Design tools v o (Company No.: 100001-B) ... RESPONDENT ;
Create standout documents with easy-to- :
use tools in Adobe Express. PDF will be 2
uploaded to Adobe cloud storage.
~
=
OTHER OPTIONS v
=)
E3 Combine files T C
+
Redact 3 PDF B APPELLANT’S
BUNDLE OF AUTHORITIES
[& Prepare a form &
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(v) A pop-up window called “Add Background” will appear. Click on the
square beside the “From color” option to choose the colour of the

background

= Menu ‘ w ﬁ Bundle of Authorities - ... X

Alltools  Edit

Convert  E-Sign
Edit =4

) Sound

(T 3D media

@ Attach file

Background |

U Article box

Less

. Design tools ~

Create standout documents with easy-to-
use tools in Adobe Express. PDF will be
uploaded to Adobe cloud storage.

OTHER OPTIONS

E3 combine files

Redact a PDF

[& Prepareaform

@ L ®nO

Add Background

Saved Settings: [Custom-not saved] v
Source

o From color

(OFile <No sc

ete Save Seftings...

Page Number: |DEDDDDDDES(3[9 0% :

Other Color... [

Appearance

Rotation: |0
Opacity | T %

=]

B 5cale relative to target page 100% <

Appearance Options..

Position

Browse

X

Find text or tools Q ® (1:5 E] C'.T Al Assistant
) =l

Preview

Preview Page |1 % of 2

[Campany Ho- 1808814) -
Gamoany ho- 100091 — resronceRT

APPELLANT'S
BUNDLE OF AUTHORITIES

X

Page Range Options..

Vertical Distance: [0 % Inches ~  from Center v "‘".‘-E’?‘:";':
Horizontal Distance: [0 Inches ~  from Center bt
Help OK Apply to Multiple Files Cancel
BUNDLE OF AUTHORITIES

(vi) Click on the “Page Range Options” to select the page(s) to be

coloured

= Menu | ® ¥t Bundle of Authorities - . X

Alltools  Edit  Convert  E-Sign

Edit =

<) Sound

(7 3D media
@ Attach file
Background

U) Article box

Less

o

Add Background

Delete Save Settings...

® Q ®

<

B Q

N

JORN©}

X

Find text or tools Q [E] (13 IEI C-} Al Assistant

view

Preview Page |1 % of 2

Saved Settings: [Custom-not saved] v
Source
© From color [ |
O File |<No source file selected>
Page Number: IT— ~  Absolute Sz Page Range Options

Appearance
Rotation: |0 %

Opacity | I %

. Design tools v
Create standout documents with easy-to-
use tools in Adobe Express. PDF will be
uploaded to Adobe cloud storage.

B 5cale relative to target page 100%
Appearance Options..

All Pages
Oaltpag

© Pages from

Position

OTHER OPTIONS

E3 Combine files

Vertical Distance: |0 % Inches

Horizontal Distance: |0 % Inches

Help

Redact a PDF

@ Prepare a form

e 827x11.69in

~  from Center v

~  from Center v

Bl [

Subset: Allpagesinrange -

OK Apply to Multiple Files Cancel
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(Vi)

= Menu ‘ @ ﬁ Bundle of Authorities - .. X

Alltools  Edit  Convert  E-Sign
Edit R @&
J» Sound
(3 3D media
@ Attach file

Background ,

Saved Settings:

o From color

OFile

settings

o

@) /ey

Find text or tools Q [S] @

Add Background

[Custom-not saved] ~

Source

Delete

Save Settings...

|<N0 source file selected>

Browse..

Page Range Options.

Preview

=

> of2

Preview Page |1

Page Number: |I : Absolute fic:

Page Range Options

Appearance O All Pages
U) Article box PP
Rotation: |0 % © Pages from
Less
Opacity: ' 10098 Subset:  Allpagesinrange

~

. Design tools
Create standout documents with easy-to-
use tools in Adobe Express. PDF will be
uploaded to Adabe cloud storage.

OTHER OPTIONS

B Combine files

Redact a PDF

[ Prepareaform

(viii)

B scale relative to target page

Appearance Options_.

Position

food

el &

~  from Center v

~  from Center v

Vertical Distance: [0 % Inches
Horizontal Distance: |0 % Inches
Help
- 827x1169in

= Menu ‘ «~ iﬁ{ Bundle of Authorities - ... X

Alltools  Edit  Convert  E-Sign
Edit & &
) Sound
(7 3D media
& Attach file

Background
U} Article box

Less

oK Cancel

Apply to Multiple Files

Colour only the first page of the document by adopting the following

]

o C CIED

X

X

<

B Q

5

JORNY ©}

Once the colour and page range are specified, click on “OK”

X

O Lp#@® - O

. Design tools v

Create standout documents with easy-to-
use tools in Adobe Express. PDF will be
uploaded to Adobe cloud storage.

OTHER OPTIONS

3]

- Combine files

Redact a PDF

®

Prepare a form

SO G Find text or tools Q B & = Share (% Al Assistant
Add Background X "
8
Saved Settings: [Custom-not saved] v Delete Save Settings Page Range Options_ o
Source Preview
© From color [ ] Preview Page |1 % of 2 u_
OFile |<N0 source file selected> Browse. [—D
Page Number: |1 : Absolute Scale: (0% : 8
Appearance a
Rotation: {0° %
Opacity ' 100% %
B scale relative to target page 100% %
Appearance Options.. B
2
Position
Vertical Distance: |0 Inches ~  from Center ~ A
Horizontal Distance: |0 Inches v from Center v v

Help

Apply to Multiple Files Cancel

& Q

N

H @

827 x11.69in

-60-




14.3
following the steps below :

Launch the Word document and click on “Insert”

(i)

The cover page of a document can be coloured with Microsoft Word by

ﬂ AutoSave (. Off) = T) v Bundle of Authorities - Cover + Contents (Page No & Tabs) - CA - Compatibility Mode = Saved to this PC v jel Daniel Tan @ $ - [u] X
File Home Insert Draw Design Layout References Mailings Review View Help Acrobat | {1 Comments \ \f Editing v \
[Aial 2 ] = /O ) D
ﬁ] =7 U S A/ 2% PR 5L \Q/
Paste [ﬁ ‘E‘ I U~ X X ro Styles  Editing Create PDF  Create PDFand ~ Request Dictate Editor =~ Add-ins
v g A~ £« A - A A 91 q ~ v and Share link Share via Outlook Signatures v
Clipboard & Font 5] Paragraph [N Styles Adobe Acrobat Voice Editor Add-ins v
L \\\‘\l‘gwlw2\3 4005671 81 91011l 120 13 1A S A e
- IN THE COURT OF APPEAL OF MALAYSIA
; APPELLATE JURISDICTION
- CIVIL APPEAL NO: W-02(NCvC)-544-04/2024
- BETWEEN
-
ABC SDN BHD
- (Company No.: 100001-A) ... APPELLANT
- AND
- DEF SDN BHD
- (Company No.: 100001-B) .. RESPONDENT
7Page 1of2 15Twords [  English (United Kingdom)  Text Predictions: On ﬁ’,Accessibility: Good to go :D: Focus L'ﬂe -—a—+ 8%

(ii)

Click on “Text Box” and select “Simple Text Box”

@ AutoSave (@ off) “2 - ) =  Bundleof Authorities - Cover + Contents (Page No & Tabs) - CA - Compatibility Mode + Saved to this PC jel Daniel Tan @ ¢ - o X
File Home Insert Draw Design Layout References Mailings Review View Help Acrobat \ 1 Comments | \/ Editing v \
B Cover Page v E I3 Shapes ~ I SmartArt L_'] @ Link  ~ -+ @ Header v ‘ » v [~  TlEquation ~
D Blank Page Table Pictures tg lcons |:|I| Chart D Bookmark Comment @ Footer ¥ Text 'q v @ () Ssymbol v
‘= Page Break v ¥ (@ 3DModels v i [T Cross-reference mber v Boxv | A=. g] «

Pages Tables lllustrations Media Links Comments leader & Footer Built-i a
uilt-in
15 [N R \‘5‘\ L1 0200031 40150161701 1 o110 0120001301 140 0
—:' IN THE COURT OF APPEAL OF MALA
- APPELLATE | T
o Si Text B Austi t Austin Si
o CIVIL APPEAL NO: W4 D  )-544-0412024 fmple Text box ustin Quote ustin sidebar
B BETWEEN o
-
n ABC SDN BHD
% (Company No.: 100001-A) ... APPEL!
- AND
- DEF SDN BHD .
B (Company No.: 100001-B) ... RESPON Banded Quote Banded Sidebar Facet Quote
m; @ More Text Boxes from Office.com >
- Draw Text Box
E &)
Page10f2  15Twords [}  English (United Kingdom)  Text Predictions: On %, Accessibility: Good to go M, Focus B - —B——+ 8%
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(i) Draw a text box

@ AutoSave (@ off) “)« () <  Bundle of Authorities - Cover + Contents (Page No & Tabs) - CA - Compatibility Mode jel Daniel Tan @ @ — () X
Filee Home Insert Draw Design Layout References Mailings Review View Help Acrobat | © Comments | | ¢ Editing > |
i v D e e ]
B e EeLi T L B B A8 A
paste LB ‘i‘ I U~ x X Styles  Editing  Create PDF  Create PDF and  Request  Dictate  Editor = Add-ins
v - . v ~ COAT v M and Share link Share via Outlook Signatures ~
A L2« A Aa A d Share link Sh: look
Clipboard 1% Font [ Paragraph K Styles [ Adobe Acrobat Voice Editor Add-ins v
|5 [ | \‘g‘l‘l‘|‘Z'\‘3‘\‘4‘\'5‘\'5‘|‘7'\‘E I 9‘\‘10‘\-11-\‘12-\‘13‘\‘14‘\‘15%‘&%‘\-\‘\‘
a
- IN THE COURT OF
; APPEAL OF MALAYSIA
- APPELLATE
-
e JURISDICTION
N CIVIL APPEAL NO: W-02 -544-04/2024
@ BETWEEN
B
- ABC SDN BHD
S (Company No.: 100001-A) ... APPELLANT
= AND
- v
Page 1of3  15Twords [}  English (Malaysia)  Text Predictions: On %’( Accessibility: Investigate :D: Focus |;'=e‘ - —h—+ 80%
H H H H @ ”
(iv) Right-click on the text box and click on “Wrap Text”, then select
“ H ”
Behind Text
ﬂ AutoSave (@ off) ") @ T) 5 Bundle of Authorities - Cover + Contents (Page No & Tabs) - CA - Compatibility Mode v jel Daniel Tan @ @ - o X
— _
Fle Home Insert Draw Design Layout References Mailings Review View Help Acrobg @" 2" 2" = D,_] | Editing ¥ |
 — o Styl Fill - Outl In Front Bring to Behind
EHD % [Times New Roman vz = = A/ /Q D vle Pl Outine - ofret Front  Text 4.
I B I U+va x X A =. - & ™ g A .
Paste 2 Styles Editing Create ktate Editor Add-ins
v % A LA hae AN q " . and Shal ‘ Search the menus ‘ i
Clipboard & Font [ & Styles & X cut bice Editor | Add-ins v
L RN \\\\-Ew‘lw‘Zw‘3w‘4-|‘5w‘6-\L-lagupy AR
_ ﬁj Paste Options:
E s
® I Edit Text
B IN THE £30 Edit Points —
- oF A— |n Line with Text
N =] 2
- APPEAL
r{| MALAYSIA C l_l‘:|_| Bring to Front >
; 1 DLE Send to Back >
w} @ Link A Top and Bottom
° Save as Picture... = Behind Text
B APPELLATE JURI Insert Caption... = In Front of Text
= CIVIL APPEAL NO: W-02| A= Wrap Text > | 1Al Edit Wrap Points
= BETWEEN | B View Alt Text... /' Move with Text
iy Set as Default Text Box Fix Position on Page
- ABC SDN BHD
= (Company No.: 100001-A) More Layout Options... More Layout Options...
Pagelof3 15Twords [5  English (United States) Text Predictions:On  § A ig Format Shape... —— B+ 8%
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(v) Click on “Shape Format” located at the top right corner Microsoft

Word'’s toolbar

@ Autosave (@ off) Y~ 1) v  Bundleof Authorities - Cover + Contents (Page No & Tabs) - CA - Compatibility Mode v el Daniel Tan @ ¢ - a X

File Home Insert Draw Design Layout References Mailings Review View Help Acrobat Shape Format

\NOOO . & Shape Fill » A/ A~ 14 Text Direction v F‘ ~ [ Bring Forward ~  [E2+
ATLL UG [Z Shape Outline v Quick A - [4] Align Text v Alt Position Wrap [ Send Backward  ~
e T e “) @) Shape Effects ~ Styles ¥ A\ « (@ Create Link Text ¥ Text ¥ O Selection Pane -

Insert Shapes Shape Styles R WordArtStyles [ Text Accessibility Arrange

L |w‘|ww‘|w‘\w‘\w-g‘\‘1-\‘2‘\‘3‘\‘4‘\‘5‘|‘5‘\‘7-\‘5‘\‘9‘\-10‘5\‘\ww‘lw‘\w‘\‘

| v F : IE

: IN THE COURT OF APPEAL OF MALAYSIA

- APPELLATE JURISDICTION

- CIVIL APPEAL NO: W-02 -544-04/2024

- C

- BETWEEN

T

R ABC SDN BHD

R (Company No|: 100001-A) ... APPELLANT

: o Ang J

- DEF SDN BHD

- (Company No.: 100001-B) ... RESPONDENT

Fage 1of2  151words [  English (Malaysia) Text Predictions: On ~ $% Accessibility: Investigate T Focus B

s

Mertem 2|
Satem

Size [~ v

-—h—+ 80%

(vi) Select both “Fill Shape” and “Outline” and replace the default colour
with the relevant colour (Red for Record of Appeal, Blue for
Appellant(s) in the Court of Appeal / Federal Court, Orange for
Respondent(s) in the Court of Appeal and Green for Respondent(s) in

the Federal Court) :-
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Shape Fill

@ Autosave H 9~ ) v  Bundleof Authorities - Cover + Contents (Page No & Tabs) - CA

v jel Daniel Tan @ @ = a X
Acrobat  Shape Format ‘f Editing v ‘

A - A Text Direction v - —— [1yBring F d v B -
A Betdisions | g T~ Dimgronad « v e

File Home Insert Draw Design Layout References Mailings Review

7 Al . o
. High-contrast only (EFD) A~ | [DaignTex At Posiion Wiap LL)Send Backward ~ [F] Sossen 7|
A~ €@ Create Link Text v Text v Bl Selection Pane & T

Insert Shapes Shape Styles | Theme Colors & Text Accessibility Arrange Size 5 v
15 P Gl e
- \TJ Standard Colors
- EEN e
~
- No Fill
- Additional Colors
:f HOENCOO0DE NS
R NN
- More Fill Colors...
© ABC
B (Com| [g Picture... . APPELLANT
: D Gradient > AND
- Texture
B DEF £
B (Company No.: 100001-B) ... RESPONDENT
Pagelof2  151words [  English i Text Predictions: O~ $5% ibili i . Focus B ——8h——+ 90%
@ AutoSave B 9~ ) s Bundleof Authorities - Cover + Contents (Page No & Tabs) - CA - 1 de v jol Daniel Tan @ ¢ - (u] X

p Acrobat Shape Format ‘/ Editing v ‘
A~ [4 Text Direction v 3 .
B E

[Z Shape Outline T A~ [HAlgn Text v

File Home Insert Draw Design Layout References Mailings Review View,

ﬁ Shape Fill ¥

|:_|_] Bring Forward v |:=' v
[y Send Backward ~ [

EANN\NOOO
ALL 006G

1T/s81em

Alt Position Wrap !:!‘9 61cm
e I % A~ @ Createlink Text ¥ Text¥ Ol Selection Pane U TR
Insert Shapes Shape Styles Pyles Text Accessibility Arrange Size [~ v
= . . . . . . L N I Theme CDIDI’S . I 8 [ fay I I I I 1 1 1
- H EEEEEEN
N Standard Colors
- EEY SEEEEE
o No Outline
- More Outline Colors...
-
z = Weight >
w = Sketched >
z ABC SDN B|
z (Company N = Dashes > ... APPELLANT
- AND
- DEF SDN BHD
- (Company No.: 100001-B) ... RESPONDENT
Page1of2 151words [  English (Malaysia) Text Predictions: On % Accessibility: Investigate T Focus B - ——F—+ 110%

(vii)  The text box will be filled with the selected colour. Enlarge the text
box until it covers the entire document

-64-



u AutoSave

File

ENNOOO - &~
ALLe UG
LA I % ¢

1261 1241 1221 1201 1181 1161 1141 1121 1101

1281

Page 10f 2

Home

Insert  Draw

Insert Shapes

151words [

B 9-

O v

Design

English (Malaysia)

Bundle of Authorities - Cover + Contents (Page No & Tabs) - CA -

Layout

References

Shape Styles

Text Predictions: On

Mailings

2 Shape Fill ~
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15. GENERAL FORMATTING
15.1 This applies to opinions, pleadings, affidavits, written submissions, and all
pre-trial case management documents.
15.2 Paragraphs are to be formatted in the following manner :-
(i)  Arial font with font size 12 (Note : For written submissions filed in the
Court of Appeal / Federal Court, the font must be Arial, and the font
size must be 14);
(i) 2.5 cm of indentation for the first line of the paragraph (First Line
Indent and Left Indent at the edge of the left margin, with Left Tab at
the 2.5 cm mark);
(i) Double Spacing (2.0) (Note : For written submissions filed in the
Court of Appeal / Federal Court, the spacing must be set at 1.5)

“ AutoSave (.Iff) “)v - Document v 2 search Daniel Tan @ @ -
File . Home Insert Draw Design Layout References Mailings Review View Help Acrobat | 9 Comments | | ¢ Editing v |
Bl EEIEE A O D B A2
Paste B I U~ X X AO ; = = Styles Editing Create PDF Create PDF and Request Dictate Editor Add-ins

v A v Avipar A AN O ST v v and Share link Share via Outlook Signatures v

Clipboard 1S Font K] Paragraph R Styles 1§ Adobe Acrobat Voice Editor Add-ins

L ol \‘\‘5‘\‘I'I‘Z‘I\-'3‘\‘4'I‘5‘\‘6‘\‘7‘ 8 v 9 c100 0 110 0120 01 0130 -14‘\‘15‘\‘6‘\‘\‘\‘\‘

: - - / \ Left Tab at the

- First Line Indent 25 cm mark

- and Left Indent at

- the edge of the left

- margin A. FACTS

; 1. The principal facts which follow are largely based on contemporaneous

- d ts.

. oeHments '\ Double spacing (2.0)

Fage1of1 14words [[}  English (Malaysia)  Text Predictions: On %, Accessibility: Good to go M. Focus B ———b—+ 110%
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15.3 Excerpts of authorities are to be formatted in the following manner :-
0] Arial font with font size 11 and italicized. (Note : For excerpts in
written submissions filed in the Court of Appeal / Federal Court, the
font should be Arial, and the font size should be 12);

(i) Include open and close quotation marks (“...”) at the beginning and
the end of the excerpt, respectively;

(iii) Indent excerpt(s) by 2.5 cm from left side (First Line Indent and Left
Indent at the 2.5 cm mark) and 1 cm from the right side (Right Indent
at the 1cm mark);

(iv) Spacing set at 1.15; and

(V) Insert document reference at the end of the excerpt.

W] AutoSavx-:H(.Off)I ‘9" O = Respondent's Written Submissions - Fl... £ Search Daniel Tan @ 9 - o X
File Home Insert Draw Design Layout References Mailings Review View Help Acrobat \ I Comments \ \/Edmng' \

(g 4| it~

B[I|U vab x X A

Paste Styles  Editing Create PDF  Create PDF and  Request Dictate = Editor = Add-ins
v &K A~ £~ A ~ Aa~ A" A v v and Share link Share via Outlook Signatures v
Clipboard & Font ] Paragraph N/ Styles 1§ Adobe Acrobat Voice Editor Add-ins v
o
. . S0 203 A 56 7 B 1 9 100 1 1L 101201 130 1 14 3R 116 e
First Line Indent & A

and Left Indent /
at the 2.5 cm Right Indent
deposits made in the form of Bank Guarantee or otherwise shall be

: mark refurned to the Lessee for cancellation within thirty (3) days from the date at the 1 cm
- the Lessor is in receipt of the notice requesting the same and all monies mark

: paid by the Lesse towards payment of the Rent of the Lease, if any, shall
- be fully refunded fo the Lessee free of interest provided always the Lessee
- is not in material breach of any obligation or performance of this
z / Agreement, whereupon the Lessee shall redeliver the vacant possession
o of the Demised Premises. If vacant possession of the Demised Premises
z has been delivered and thereafter this Agreement shall determine and
n ceased fo be of further effect, but without prejudice to the party’s right to
z claim against the other party in respect of any antecedent breach .
© occurring prior to the date of termination. Notwithstanding anything fo the

z contrary herein stated, upon the termination of this Agreement pursuant

~ to this Clause, neither party shall be liable to the other party or be entitled [
P

-

1.15 spacing

to be reimbursed by the other party for any loss or expenses that may
have been incurred or expended by such party and each party shall bear
all the fees and cost of the consultants engaged by the respective parties
including but not limited to matters pertaining fo the application for the
approvals referred to in Clause 2.1(a) and (b) hereof.”

Encl 55/ RBA Vol 2/10- 51 at21-22
[our emphasis]

age 290f 51 13798words [} English (United States)  Text Predictions: On  $% Accessibility: Investigate ) —8—+ oo%
Document

Reference at
the end of the
excerpt
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15.4 Sub-paragraphs are to be formatted in the following manner :-
(i) Use the same font and font size as normal paragraphs;

(i)  Ensure that sub-paragraphs are aligned with the indentation of the first
line of the paragraph (see dotted red line below);

(i) Indent alphabets / roman numerals of sub-paragraphs by 2.5 cm (First
line Indent at the 2.5 cm mark);

(iv) Indent sentences of the sub-paragraphs by 3.5 cm (Left Indent at the
3.5 cm mark)

@ AutoSave @)‘ “ - ¥  Document v £ Search Daniel Tan @ v - o X

Filee Home |Insert Draw Design Layout References Mailings Review View Help Acrobat | ) Comments | | ¢ Editing v |

al . MR- = s = 3=
[y bl e 5 =AML B B A8 & EH
Paste B I U~ x x IAO v Styles  Editing Create PDF Create PDFand  Request Dictate = Editor  Add-ins
v gAY 2 A pay AN v hd and Share link Share via Outlook Signatures ~
Clipboard 1% Font [ Paragraph M Syles [ Adobe Acrobat Voice Editor Add-ins v
“"I"\"“U"k‘i'l"\"\“"“I"\"\“"“I"\‘A‘\‘\‘\‘\'
L 1 2 i 3 iﬂ 5 6 7 8 9 10 11 12 13 14 15 A .
1
- . ) [ | Left Indent
= First  Line 1 1 at the g 5
- Indent at the 11 om mark '
- 2.5 cm mark : :
: 1. :The Ibefendants impleaded in this Suit comprise the following :-
- 1 1
B (i) JAB & Co;
- 1 1
- ki) ICD Sdn Bhd; and
B 1 1
- Kiii) IEF Berhad
: 11
. 11
- 11
° 1
% v
Page1of1 23words [ English (Malaysia) ~ Text Predictions:On % Accessibility: Good to go ™, Focus B ———b—+ 110%
15.5 Footnotes should be formatted in Arial font with a font size of 10.
15.6 Paragraphs 15.2 — 15.4 also apply for Opinions, except that the Font should

be Tahoma, with spacing set at 1.15.
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16. FLATTENING A PDF DOCUMENT FOR THE PURPOSES OF E-FILING

16.1 An annotated PDF can be flattened by the following steps :-

() Open a PDF document using Adobe® Acrobat® Pro DC

(i)  Click on “All Tools” at the top-left corner of the Adobe® Acrobat® Pro
DC software interface, then select “Compress PDF”

= Menu [ ﬁ Bundle of Documents.p.. X | + Create @ 0 ﬁg . - X
All tools Convert  E-Sign Find text or tools Q 2 & = E}AIAsislant

Alltools &)
|
Create a PDF a 1
ER Combine files . IN THE HIGH COURT OF MALAYA AT KUALA LUMPUR
2 Filssg e, (CIVIL DIVISION) ©
Y CIVIL SUIT NO: WA-22NCC-001-01/2023 8
Organize pages [Faih
A
Add comments @‘ BETWEEN
Sean & OCR - ABC SDN BHD
T4 Protects PDF o (Company No.: 100001-A) ... PLAINTIFF :
&5 Redacta PDF AND 5
i n
) Compressa PDF DEF SDN BHD
[2) Prepare a form - (Company No.: 100001-B) ... DEFENDANT Y
T, 2 C
Get PDFs i—nsliiinee%’ifecépiems sign A
Request e-signatures Q
827 x11.69in Q
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= Menu

Alltools  Edit  Convert

{ Compress a PDF

REDUCE FILE SIZE

O single file

Tlﬁ Multiple files

Advanced Optimization

B Optimized Scanned Paj

[E=)

= Menu

Alltools  Edit  Convert

[ ﬁﬁ? Bundle of Documents.p.. X

(i)  Select “Preflight”

E-Sign

* u

©,
2

N

827 x11.69 in

+ Create

ABC SDN BHD
(Company No.: 100001-A)

DEF SDN BHD
(Company No.: 100001-B)

Find text or tools Q

(CIVIL DIVISION)

CIVIL SUIT NO: WA-22NCC-001-01/2023

BETWEEN

AND

@ L ® -

° > o G CIIEED

IN THE HIGH COURT OF MALAYA AT KUALA LUMPUR

... PLAINTIFF

... DEFENDANT

(iv) A pop-up window entitled “Preflight” will appear. Under the “PDF
fixups” heading, choose “Flatten annotations and form fields”

[ ﬂ? Bundle of Documents.p.. X | + Create

E-Sign

{ CompressaPD Preflight

REDUCE FILE SIZE

ﬁ Profiles

Acrobat Pro DC 2015 Profiles v

Options ™
4 Standards P!

B single file Default -| m £| V9
Embed missing fonts
. 2 g
JE} Multiple files D J& Fix potential font problems
p " s Ta) H
0 Flatten annotations and form fields

Advanced Optimi

K Optimized Scann|

Pr o
o
:

Flattens annotations and interactive form fields if
present. The appearance of all annotations and all form
fields will become a part of the page cantent.

Flatten overprints

Flatten transparency (high resolution)

Flatten transparency (low resolution)

C SDN BHD

» Further Options

|g|
=}
=3

T
@

p Analyze 'w Analyze and fix|

mpany No.: 100001-A)

DEF SDN BHD
(Company No.: 100001-B)

@ L

X

Q
[RE
(s
8
o

<

B Q

N

JORNN )

X

Find text or tools Q (=] (175 [E] E} Al Assistant

(CIVIL DIVISION)

CIVIL SUIT NO: WA-22NCC-001-01/2023

BETWEEN

AND

HIGH COURT OF MALAYA AT KUALA LUMPUR

... PLAINTIFF

... DEFENDANT
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Click on “Analyze and fix”

(v)

= Menu (¥ ¥ BundleofDocumentsp.. X | + Create
Alltools ~ Edit  Convert  E-Sign
¢ Compress a pp Preflight [ |

Acrobat Pro DC 2015 Profiles v

REDUCE FILE SIZE Options ™

CE Profiles

Default

Results

- 85| wl

D £ Embed missing fonts

ﬂ L Fix potential font problems

p L Fix problems in PDF tagging structure

Flatten annotations and form fields I

r Standards

D, Single file

|TB Multiple files

Flattens annotations and interactive form fields if

Advanced Optimi

® L W

X

Find text or tools Q ® (13 [E] E} Al Assistant

H COURT OF MALAYA AT KUALA LUMPUR
(CIVIL DIVISION)

CIVIL SUIT NO: WA-22NCC-001-01/2023

present. The appearance of all annctations and all form BETWEEN
fields will become a part of the page content.
&\ Optimized Scannf B A Flatten overprints
ﬁ f Flatten transparency (high resolution) C S DN B H D
q Preflight D /= Flatten transparency (low resolution) . -
i Dot [mmaza] ParY Ne-: 100001-4) ... PLAINTIFF
T AND
7y
DEF SDN BHD
=} (Company No.: 100001-B) ... DEFENDANT
T.

@

827x11.69in

(vi) Save the flattened PDF document in the folder
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= Menu R ﬁ Bundle of Documents.p...

Alltools || Edi

Alltools

Gy

&.

2
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17. RESIZING PDF PAGES TO A4

17.1 A PDF document with difference page sizes (e.g. A3, A5, letter) can be
resized to A4 with the following steps :-

(i)
(ii)

Convert  E-Sign

Create a PDF

Combine files

Fill & Sign

Organize pages

Add comments

Scan & OCR

Protect a PDF

Redact a PDF

®

Compress a PDF

@

Prepare a form

Get PDFs e-signed. Recipients sign
online for free

Request e-signatures

Open a PDF document using Adobe® Acrobat® Pro DC

Click on “All Tools” at the top-left corner of the Adobe® Acrobat®
Pro DC software interface, then select “Compress PDF”

X + Create @ O Eig . -

X

2, 1 IN THE HIGH COURT OF MALAYA AT KUALA LUMPUR
e, (CIVIL DIVISION)
CIVIL SUIT NO: WA-22NCC-001-01/2023

a, BETWEEN
- ABC SDN BHD
o (Company No.: 100001-A) ... PLAINTIFF
AND
=
DEF SDN BHD
C, (Company No.: 100001-B) ... DEFENDANT

827x11.69in
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(i) Select “Preflight”

= Menu  ( Yy Bundleof Documentsp.. X | + Create @ JAR - . = X
Alltools  Edit  Convert  E-Sign Find text or tools Q B & = E} Al Assistant
£ Compress a PDF X I 2]
REDUCE FILE SIZE @, w
. =
b singlefile . IN THE HIGH COURT OF MALAYA AT KUALA LUMPUR
[_
T Multiple files <3 (CIVIL DIVISION) o
CIVIL SUIT NO: WA-22NCC-001-01/2023 8
Advanced Optimization A
3 BETWEEN
B Optimized Scanned P;
] Prefligh - ABC SDN BHD
o (Company No.: 100001-A) ... PLAINTIFF 1
AND s
i, ~
DEF SDN BHD
=) (Company No.: 100001-B) ... DEFENDANT Y
T c
® [,
@
827x11691n Q
(iv) A pop-up window entitled “Preflight” will appear. Under the “PDF
fixups” heading, choose “Scale pages to A4”
= Menu | Y Bundle of Documentsp.. X | + Create [©) o e = X
Alltools  Edit  Convert  E-Sign Find text or tools Q @ E?J E.']
& Compress a pp Preflight [ < | =t
ﬁ Acrobat Pro DC 2015 Profiles v I QJ
REDUCE FILE SIZE Profiles Results - Standards Options ~
0 singlefile Default | ¥ L& J URT OF MALAYA AT KUALA LUMPUR
D = Recompress color and grayscale images to JPEG2000 (Ic [-B
T Multle les | .1 neampen oo and groyclimagen 2 (CIVIL DIVISION)
£ £ Rotate pages tolandscape f portrait CIVIL SUIT NO: WA-22NCC-001-01/2023 8
D J& Rotate pages to portrait if landscape
Advanced Optimi PRl Scolc paces to A4 . &
= Scales all pages of the PDF proportionally to Ad BETWEEN
D J& Scale pages to A4 if not larger than A3
& optimized Scann| D S setinitial view to full screen I
> PDF version compatibility C SDN BHD
o Preflight » PDF/A | . .
B Gins 1O anatyre] A0 anyae nd 1 mpany No.: 100001-A) ... PLAINTIFF T
e AND 5
Q. ~
DEF SDN BHD
J ompany No.: - v
= C No.: 100001-B DEFENDANT
T, c
® @,
@
827x169in Q
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(v) Click on “Analyze and fix’

= Menu IS ﬁ{ Bundle of Documents.p.. X + Create @ D ﬁg . -

X

Alltools  Edit  Convert  E-Sign Find text or tools Q B & = G Al Assistant

< Compress a PD Preflight u

Acrobat Pro DC 2015 Profiles +

REDUCE FILE SIZE ﬁProﬁles Results » Standards  Options ~

B, Single file Default '| Igﬂﬂ J
jol

THE HIGH COURT OF MALAYA AT KUALA LUMPUR
(CIVIL DIVISION)

Recompress color and grayscale images to JPEG2000 (lc

:l|-3: Multiple files D J& Recompress color and grayscale images to ZIP
9 5 Rotate pages o landscape i porsi CIVIL SUIT NO: WA-22NCC-001-01/2023
D J& Rotate pages to portrait if landscape
Advanced Optimi £ [ebpmsme -
= Scales all pages of the PDF proportionally to Ad BETWEEN
D S5 Scale pages to A4 if not larger than A3
’&\ Optimized Scanny ,O Set initial view to full screen
> PDF version compatibility C SDN BHD
o, Preflight » PDF/A . .
N B mpany No.: 100001-A) ... PLAINTIFF
MTHET AND
Q.
DEF SDN BHD
=5 (Company No.: 100001-B) ... DEFENDANT
T,

@

827x1169in

(vi) Save the resized PDF document in the folder
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18. FLATTEN, RESIZE (TO A4 PDF PAGE) AND COMPRESS PDF
DOCUMENTS AT THE SAME TIME

18.1 A PDF document can be flattened, resized to A4 and compressed at the
same time by following the steps below :-

() Open the PDF document using Adobe® Acrobat® Pro DC

(i)  Click on the print icon at the top right corner of the Adobe ® Acrobat®
Pro DC software interface

= Menu ¥ ¢ INTHEHIGH COURTO.. X |+ Create @ L # O - X
Alltools  Edit  Convert  E-Sign Find text or tools Q ® 6}3 E] @
El‘
“ =]
@‘ IN THE HIGH COURT OF MALAYA AT KUALA LUMPUR l]z
2 (CIVIL DIVISION)
T CIVIL SUIT NO: WA-22NCC-001-01/2023 [_B
QA
BETWEEN S
HY
e ABC SDN BHD 2.
(Company No.: 100001-A) ... PLAINTIFF
a,
AND
DEF SDN BHD
o (Company No.: 100001-B) ... DEFENDANT !
2
g ~
~
=)
T, c
&
@ COMMON BUNDLE OF B,
DOCUMENTS o}
Q
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(iii)

= Menu (R 7¥ INTHEHIGH COURTO.. X | =+ Create
Alltools  Edit  Convert  E-Sign
Print
n Printer:| Microsoft Print to PDF
@ Copies: [ApeosPort C5570 [ JPrintin grayscale (black and white)
4 Microsoft Print to PDF
Pages t(OneNote (Desktop)
A¢ °All UNIV on MFP13378141
T
» More Options
Page Sizing & Handling (i)
Size Poster Multiple Booklet
@‘ O Fit OActual size
© shrink oversized pages () Custom Scale 100 %
- () Choose paper source by PDF page size
8 Orientation
° Auto O Portrait O Landscape
[c':"q Comments & Forms
Document and Markups ~  Summarize Comments
=)
T,
Page Setup...
@
M H “ M ”
(iv)  Click on “Properties
= Menu (> ¥% INTHEHIGH COURTO. X | + Create
Alltools  Edit  Convert  E-Sign

o

® 20 al

Search for, and click on, “Adobe PDF”

Find text or tools Q

Advanced

(") save ink/toner @

Scale: 94%

85 x 11 Inches

oL EO® - x

5 ¢ 0 CD CIEED

Help @

COMMON EUNDLE OF
DOCUMENTS

VOLUME 4

Page10of2

Print

Printer: Adobe PDF
Copies: |1 :

Pages to Print

[« JNI| (O current (O Pages -2
» More Options
Page Sizing & Handling ()
Size Poster Multiple Booklet
OFit (O Actual size
© shrink oversized pages () Custom Scale: 100 %

() choose paper source by PDF page size

Orientation:

o Auto O Portrait O Landscape

Comments & Forms

Document and Markups ¥ Summarize Comments

Page Setup.

Cancel

—

X

B Q

N

JORNFS}

(Jprintin grayscale (black and white)

() save ink/toner @

Scale:100%

827 x1169 Inches

Help @

COMMON BUNDLE OF
DOCUMENTS

VOLUME 1

Page1of2

Print

DOCUMENTS
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(v)

= Menu

All tools

63
74

Edit  Convert  E-Sign

4

»
S

GA

i

(vi)

@

= Menu

All tools

@

Edit  Convert  E-Sign

.

N

ir)

® H D08

Select Smallest File Size” under the “Default Settings” drop-down
menu and “A4” under the “Adobe PDF Page Size” drop-down menu

(%] 52? INTHE HIGH COURT Q.. X | + Create

Print
#5 Adobe PDF Document Properties

Layout Paper/Quality Adabe PDF Settings
Adobe PDF Conversion Settings

Use these settings to create Adobe PDF documents best suited for on-screen displ

and the Internet. Created PDF documents can be opened with Acrobat and Adol
6.0 and later.

I Default Settings: Smallest File Size

Adobe PDF Security: None

Adobe PDF Output Folder: Prompt for Adobe PDF filename

I Adobe PDF Page Size: A4

Replace Existing PDF: Always
(8 View Adobe PDF resuits
. ‘Add document information
B Rely on system fonts only; do not use document fonts

- Delete log files for successful jobs

COMMON BUNDLE OF

voLUME 1

Page1of2

Print Cancel

Cancel

DOCUMENTS

Click on “OK”

37 INTHEHIGH COURTO.. X | + Create

ppas
8 Adobe PDF Document Properties

Layout Paper/Quality Adobe PDF Settings
Adobe PDF Conversion Settings

Use these settings to create Adobe PDF documents best suited for on-screen display, e-mail,
and the Internet. Created PDF documents can be opened with Acrobat and Adobe Reader

6.0 and later.
Default Settings: Smallest File Size v
Adobe PDF Security: None v
Adobe PDF Output Folder: Prompt for Adobe PDF filename v
Adobe PDF Page Size: A4 v
Replace Existing PDF: Always

8 View Adobe PDF results
8 Add document information
. Rely on system fonts only; do not use document fonts

. Delete log files for successful jobs

Find text or tools Q = @
X
X
Help @
(") save ink/toner @
Edit...
Edit
Browse...
Add..
DOCUMENTS
VOLUME 1
>
Page1of2
Print Cancel

Cancel

DOCUMENTS
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(vii)  Click on “Print” and save the flattened, resized and compressed PDF
document in the relevant folder in the server

= Menu (¥ ¥y INTHEHIGHCOURTO.. X | + Create ® L E — X
Alltools  Edit  Convert  E-Sign Findtextortools Q. [E & & G5 Al Assistant
Print X
B4
Printer: Adobe PDF N Properties Advanced Helo @
Copies: 1 = [ Printin grayscale (blackand white) ~ [_] Saveink/toner (@) D‘J
Scale:100% [

Pages to Print

Ol O current (O Pages 1-2 827 x 1169 Inches [_D

® More Options

Page Sizing & Handling (i)

Size Poster Multiple Booklet 4

9‘4 OFit () Actualsize

© Shrink oversized pages () Custom Scale 100 % COMMON BUNDLE OF
— DOCUMENTS

[TJchoose paper source by PDF page size VOLUME
.a: 1
N Orientation

O Auto () Portrait O Landscape 2

Comments & Forms

Document and Markups ~  Summarize Comments
< ' >
PagaNggf 2
T
Page Setup... rint Cancel

DOCUMENTS |

4

O 8 o
>

=]
B Q

JORN <

-78-



19.

19.1

@ Autosave (. Off) D )

Filer Home |Insert Draw Design Layout References Mailings

# 53‘ Spelling and Grammar  ~

Editor H
5% Word Count
Proofing
k
Page 10of 122 6835 words

[ English (Malaysia)

COMPARING DOCUMENTS

Two separate Word documents can be compared with each other for

dissimilarities by following the steps below :-
(i)
(ii)

Open a Word document

v GUIDE TO CLERKING - Draft 8 (12-4-2024) - Save

V ol
Help  Acrobat

Picture Format
A G 4

i 3 New C Al
\/@ ew Commen

Read Check Language 5 {1 show Comments_~ | Tracking  Accept R
Aloud  Accessibility v v ol ” v B
Speech | Accessibility

Comments Changes
b

(KN N SN IS Y R - o

a

\‘4-I-5-I‘E-\‘7‘\‘E-I‘Q-\‘10‘\‘ll-l‘lZ-\‘lK-\‘H‘\‘lS-I‘d

tommy THOMAS

advocates &

ri
oA

solicitors

GUIDE TO CLERKING
(as at 30 April 2024)

Daniel Tan Wee Xian

FOmmine Amanminia

f)’( Accessibility: Investigate

mmmrn Tammmars Thamanl

Text Predictions: On

-79-

Select the “Review” tab, then select, and click on, “Compare”

Daniel Tan @

o X

el

E|—i|

Compare|

Protect

Hide
Ink v

Linked
Notes

Compare...

Compare two versions of a
document (legal blackline).

i~

Combine...

DEI Combine revisions from multiple
authors into a single document.

x|

™. Focus B - —I+—+ 80%



File Home Insert

(iii)

Draw Design Layout References Mailings Review View

# a\/b‘ Spelling and Grammar  ~ A))

Editor

5% Word Count

Page 90 of 122

Proofing

6835 words

Read
Aloud

Speech

[  English (Malaysia)

(iv)

(v)

A pop-up window entitled “Compare Documents” will appear. Select
the original document and the revised document before clicking on

“O K”

D% % w New Comment

‘D Show Comments  ~ ‘ Tracking

Check Language
Accessibility v v
Accessibility Comments

Help  Acrobat

E%

Picture Format

~
Accept [h

B
Changes

| 12 Comments | | Editing v |

B &

Compare

Compare

v
Pl e L 20 0 E A 5 o7 8 109 1100 | e1Le | 120 1 130§ a1 1 S o L e
A [a)

Compare Documents ?
Original document Revised document
~ v
Label changes with Label changes with
More >> oK Cancel

GUIDE TO CLERKING
(as at 301 April 2024)

Daniel Tan Wee Xian

T Facus

Protect Hide

v Ink v
Ink

Linked

Notes

OneNote v
B - —b——+ 80%

A Word document entitled “Compare Result 1” will be generated. All
insertions / deletions made to the revised document are track-

changed

Save the new Word document
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19.2 Two PDF documents can be compared with each other for dissimilarities
by following the steps below :-

(i) Open a PDF document using Adobe® Acrobat® Pro DC

(i)  Click on “All Tools” at the top-left corner of the Adobe® Acrobat®
Pro DC software interface, then select “Compare files”

= Menu Y7 GUIDETOCLERKING-.. X |+ Create @ 4L # — X
All tools Convert  E-Sign Find text or tools Q B & = @
Alltools [Ex]
&) i
Q
@ Prepare a form v
Send for comments ri tomm THONIAS D_
I
T C
) Convertto PDF C, 1 advocates & solicitors 0
AT 8
& Add a stamp ’AL
&
Z“Q Use a certificate @‘
@ Use print production —_
& Measure objects 0, 1
[ Compare files 120
fH  Add rich media I?d -
v
B3] Use guided actions GUIDE TO CLERKING
T+ 2 th . C
Get PDFs e-signed. Recipients sign (aS at 30 Ap rII 2024) [
online for free. @ .‘
Request e-signatures ®‘
827 % 11.69in Q
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(i) Select the relevant document to be compared with the “Old File” by
clicking “Select File”

= Menu ‘Gb 5% GUIDE TO CLERKING - .. X ® L # =

Compare files

Select Files to Compare

Old File New File

cUpETOCLERKIG.

=| B

GUIDE TO ..-2024).pdf
B
8

[J Compare text only
{C} Settings

Compare

(iv)  Select the file to be compared with from the pop-up window

= Menu @ V¥ GUIDETOCLERKING-.. X |+ Create | oL Ee -
Compare files
g (%) open X
&« > v A @ > Documents v C || Search Documents P
Organize ~ New folder =- 13 0
> @ OneDrive - Personal Name Date modified Type Size

= Documents »
+ Downloads »
PR Pictures »
@ Music »
& Videos »

Scanned Correspondence
" 3. Order 19 rule 7 Application

@ Request for Permission

S Far abantian (48 Fadibiaa)

File name: ~ | Adobe PDF Files (*.pdf) v

Open Cancel

Compare
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(v)

= Menu ¥ ¥ GUIDETO CLERKING - ..

Compare files

(vi)

Click on “Compare” once the file is selected

X | + Create

Select Files to Compare

Old File New File

GUIDE TO ..-2024).pdf GUIDE TO ..-2024).pdf

Change File coo Change File

[J Compare text only

@ Settings

A report comparing the difference(s) between the 2 files will then be

generated
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20. REDACTING PAGE NUMBERS IN A DOCUMENT AT THE SAME TIME

20.1 The page numbers in a document can be redacted at the same time by
following the steps below :-

(i) Open a PDF document using Adobe® Acrobat® Pro DC

(i)  Click on “All Tools” at the top-left corner of the Adobe® Acrobat® Pro
DC software interface, then select “Redact a PDF”

= Menw  ® Yt GUIDETOCLERKING-.. X |+ Create oL E® - X
All tools Convert  E-Sign o o Find text or tools Q ® 3] =
All tools 1 I [Ed]
=
(é Enhance this PDF m 'r‘ . tommyTHOMAS D_
4 Fil&sign advocates & solicitors
O
E Combine fil e
ey ombine Tiles 4 1
8
Organize pages -A-‘
23
Add comments @‘
Scan & OCR _
T4 Protecta POF ° GUIDE TO CLERKING !
. 120
T Redacta PDF (as at 30" April 2024)
View more Q -~
v
ﬂ‘ Daniel Tan Wee Xian
Complete forms fast (Senior Associate - Messrs Tommy Thomas) &
Fill in a form, sign it, and send to 3
others. ‘
With contributions from : Q
Fill & Sign
& 2 Haikaldin Mahyidin (Senior Associate - Messrs Tommy Thomas) a

Khnn Sher Runn (Assnriafe - Mpssrs Tnmmv Thnmas)
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(i)  Click on “Redact Text and Images”

= Menu () Y GUIDETOCLERKING-.. X |+ Create Jay - - X

Alltools  Edit  Convert  E-Sign o o Find text or tools ‘Q ® (23] =

& Redact a PDF 1 1 EX}
2]
ris ) oy rHOMAS _
l— Redact pages advocates & solicitors 3
7.
(]
Za Find text and redact
8
™ )
2o Set properties
A
(3% Sanitize document
o GUIDE TO CLERKING !
. 120
(as at 30" April 2024)
I?‘Q ~
pzn hd
&, Daniel Tan Wee Xian
T, (Senior Associate - Messrs Tommy Thomas) C
B,
With contributions from : @
Haikaldin Mahyidin (Senior Associate - Messrs Tommy Thomas) Q

Khoo Sher Rvnn (Assaociate - Messrs Tommv Thomas)

(iv)  Mark the area to be redacted (make sure that the marked area is
bigger to fit in 2-digit or 3-digit page numbers)

£ ® - 0 X

(OJyal
All tools Edit Convert E-Sign e N d Find text or tools Q [EJ @ IEI G} Al Assistant

L)

= Menu ) ¥ GUIDETOCLERKING-.. X | + Create

s88
3

£ Redact a PDF M 1 B}
x |
, 2
®, 117 | lommymHOwAS .
Redact pages advocates & solicitors Ay
‘ (s}
Za Find text and redact e,
_____ 8
b ol i 1A
zo Set properties Hat )
&
a,
B3 Sanitize document
o GUIDE TO CLERKING !
. 120
(as at 30" April 2024)
i ~
A d
ﬂ‘ Daniel Tan Wee Xian
T, (Senior Associate - Messrs Tommy Thomas) Cc
B,
With contributions from : @
Haikaldin Mahyidin (Senior Associate - Messrs Tommy Thomas) a

Khoo Sher Rvnn (Associate - Messrs Tommv Thomas)
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= Menu

All tools Edit  Convert

€ Redact a PDF

(v)

E-Sign

Redact text and images
(B3 Redact pages

% pag

ga Find text and redact

2o Set properties

B3 Sanitize document

= Menu

All tools Edit  Convert

€ Redacta PDF

o

Apply

(vi)

E-Sign

Redact text and images
Redact pages
Za Find text and redact

2o Set properties

&) Sanitize document

> Y GUIDE TO CLERKING - ..

o

Apply

Right-click on the marked area and click on “Repeat mark across

& ¢ GUIDETOCLERKING-.. X | + Create

pages”
® Q # - X
(end Find text or tools Q_ B @ El @
E“‘
S I
Open Pop-Up Note
&, " 1 . tomny THOMAS Reply
Vi advocates & solicitors Delete
‘ Set status >
@‘ Open comment panel
Open all Pop-Ups
Minimize Pop-Ups Ctrl+7
@‘ Make current properties default
— Properties...
Repeat mark across pages
™ GUIDE TO CLERKING ' — = '
pply Redactions
(as at 30" April 2024) Us. FOIA >
rc;d US. Privacy Act >
ﬂ‘ Daniel Tan Wee Xian v
T, (Senior Associate - Messrs Tommy Thomas) c
® @,
With contributions from : @
Haikaldin Mahyidin (Senior Associate - Messrs Tommy Thomas)
Khnn Sher Rvnn (Assnciate - Messrs Tommv Thomas) Q
Once you are done with the redaction, click on “Apply” at the bottom-
left corner of the Adobe® Acrobat® Pro DC software interface
X | + Create @ Q ﬁg . — X
(and Find text or tools Q R o =
.—-‘
X e
’ Q
@, r . tommy THOMAS )
Y advocates & solicitors m=
: O
GA
8
23
a,
o GUIDE TO CLERKING !
(as at 30t April 2024) b
lfnd A
Daniel Tan Wee Xian v
T, (Senior Associate - Messrs Tommy Thomas) Cc
B B,
With contributions from : @
Haikaldin Mahyidin (Senior Associate - Messrs Tommy Thomas) a

Khoo Sher Rvhn (Associate - Messrs Tommv Thomas)
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(vii)

Check that all the page numbers are properly redacted before saving
the PDF document.
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[
21. CONVERTING PASSWORD PROTECTED PDF DOCUMENTS TO
EDITABLE PDFS
21.1 Password protected PDFs (Court documents downloaded from the e-filing
system) can be converted to editable PDFs by following the steps below :-
(i) Open a password protected PDF document using Adobe® Acrobat®
Pro DC,;
(i)  Click on the print icon
= Menu (¥ Y GUIDETOCLERKING-.. X | + Create ORANE-A ) = X
Alltools  Edit  Convert  E-Sign Find text or tools Q B ol
2 .
e i . tommyTHOMAS o
o advocates ¢ solicitors B
S
o
a,
o 1
120
=] N
=) GUIDE TO CLERKING v
T, . c
. (as at 30" April 2024) B,
@
Q

Nanial Tan INea ¥ian
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(iif)

Select “Microsoft Print to PDF”

(O

®e - o X

o
5.
5

5 ¢ @ €D CIIED
X

telp @

Cancel

<

B Q

N

JORNN )

= Menu Y ¥¥ GUIDETOCLERKING-.. X | + Create
All tools Edit  Convert  E-Sign Find text or tools Q
Print
Printer: ‘MiCI’OSOﬁ Print to PDF ~ ‘ Properties Advanced
4
Copies ApeosPort (5570 [Jprintin grayscale (blackandwhite)  [_Jsaveinkrtoner (@)
@4 Microsoft Print to PDF
t{OneNote (Desktop) Scale: 94%
‘¢4 Ol [UNIV on MPP13378141 r 85 x11 Inches
» More Options
17 tommymonuas
Page Sizing & Handling (1)
Size Poster Multiple Booklet
‘GUIDE TO GLERKING.
9“4 OFit (O Actual size (e on2028)
© shrink oversized pages () Custom Scale: 100 % e
- (") Choose paper source by PDF page size Eﬁ“{ﬂ
.[3: Pt m————
* Orientation
O Auto (O Portrait O Landscape
IEE'Q Comments & Forms
Document and Markups ~  Summarize Comments
= y
u
Page10f120
T
Page Setup... Print
Namial Tam Nian Viam
. . . . . “ . ” .
(iv)  Make sure that the size of the PDF is A4 before clicking “Print”. This
can be done by following the steps below :-
H “ H ”
(@) Click on “Properties
= Menu @ Yy GUIDETOCLERKING-.. X | + Create

Find text or tools Q

[:] Save ink/toner @

85 x11Inches

B @

Help @

T

‘GUIDE TO GLERKING
(a5 31307 Apri 2024)

Alltools  Edit  Convert  E-Sign
Print
n Printer: Microsoft Print to PDF A - Advanced
Copies: |1 = [Jprintin grayscale (black and white)
®,
/ Pages to Print Scale: 94%
a4 Oau O current OPages 1-120
» More Options
e
4
Page Sizing & Handling (i)
Size Poster Multiple Booklet
ﬁ"" OEit OA(tual size
o Shrink oversized pages O Custom Scale 100 %

() Choose paper source by PDF page size

o

Orientation

OAuto

o8

Page Setup.

=]

O portrait

Comments & Forms

Document and Markups

OLands(ape

™ Summarize Comments

e el M Ty o)

Page 10f 120

Nanial Tan Alaa Vian
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= Menu

All tools
&

2

S

GA

A e d

Iz

=]

= Menu

All tools

e g

L

&

E-Sign

E-Sign

(b) Click on “Advanced”

(7] Sﬁ’ GUIDE TOCLERKING - .. X | + Create

Find text or tools Q

| Print #8 Microsoft Print to PDF Document Properties x
Printer: Microsoft Layout
Copies: |1 % Orientation: k.
Pages to Print
Oal O
* More Options
. === a5
Page Sizing & Han| =
Size
| Ne
Ot -
© Shrink oversizec L
]
[:] Choose paper s¢ :m,:
oy
Orientation
O Auto ©
Comments & Form
Document and Mz
Cance
Page Setup...

Nanial Tan Waa Yian

(c) Click on “A4”, then select “OK”

? Y% GUIDETOCLERKING-.. X |+ Create

telp @

Cancel

® L

(Ol

-

5 ¢ @ C CIIZD
X f -

X

Q
0=
(8]
8
A

<

B Q

N

JORNN )

X

_ 3 ..

| Print @ )il Microsoft Print To PDF Advanced Options X |x

Printer: Microsoft
Copies: [1

Pages to Print
Oau (@]

* More Options

Layoul | Microsoft Print To PDF Advanced Document Settings

o (=421 Paper/Qutput
re
°

L1

| s
Page Sizing & Han(
Size
Ne
Orit r
© shrink oversized E
iy )
() choose paper s¢ =
| ]
Orientation:

O Auto @ |

Comments & Form

Document and Mz

Cancel

Page Setup.

Nanial Tan IA/aa Yian

Save the editable PDF into the relevant folder.
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22. PAGE RE-LABELLING

22.1 The PDF page number of a PDF document can be edited / re-labelled to
match the continuous page numbers of that PDF document. This can be
done by following the steps below :-

() Open a PDF document using Adobe® Acrobat® Pro DC

(i)  Click on “All Tools” at the top-left corner of the Adobe® Acrobat® Pro
DC software, then select “Organize pages”

= Menu (¥ 7 Bundle of Authorities.pdf X | + Create ® Q #® ® = X
All tools Convert  E-Sign o Find text or tools Q ® @ El
e—
=t
All tools [E]
3
L}ﬂ Export a PDF DJ
52 Edita PDF N
2 1 IN THE HIGH COURT OF MALAYA AT KUALA LUMPUR
@ Request e-signatures g (CIVIL DIVISION) [‘D
(<] CIVIL SUIT NO: WA-22NCC-001-01/2023
Create a PDF “ 8
PAS BETWEEN
{@’ Enhance this POF [EE — o
o ABC SDN BHD
4. Fil &sign “ (Company No.: 100001-A) ... PLAINTIFF
EIB Combine files - AND
.B: 1
Organize pages - DEF SDN BHD
(Company No.: 100001-B) ... DEFENDANT 5
Add comments
~
Scan & OCR .
=) 2
Complete forms fast C
T,
Fill in a form, sign it, and send to n
others. ‘
Fill & Sign ‘ , Q
PLAINTIFF’S Q
RIINDI E NE AIHITHNARITIEQ
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(i)  Click on “Page labels”

= Menu ) Yy Bundle of Authorities.pdf X | + Create [©) Jay H = X
Alltools  Edit  Convert  E-Sign o Find text or tools Q ) (23] = Share
€ Organize pages x

o C W G B

(3 msert -

crfj Replace

(& setit,

Bates numbering |

1 2 3
[ set page boxes
1
Page transitions s
@ Page templates ~
=1 Print pages v
c
[3 Page labels 4 5 ‘
@ Page properties @
Q
(iv)  Set (a) the range of PDF pages to be re-labelled and (b) the starting
value (this refers to the pagination of the PDF document)
= Menu & ﬁ Bundle of Authorities.pdf X + Create @ Q Eég - X
Alltools  Edit  Convert  E-Sign o Find text or tools Q 2 [ =
£ Organize pages x D
O c @- G‘ - Page labels X
(3 msert Pages
E’j Replace Oal
OSelected
(X split, Ofom:  |? T [5
Bates numbering
4 Numbering
© Begin new section
[3 set page boxes Sy= EEEE =
]
Prefix:
Page transitions s
Start:
@ Page templates ~
() Extend numbering used in preceding section to selected pages
[E] Print pages v
Sample: 1,23, .
c
E", Page labels T 4
& Page properties 3 @
Q
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(v) Repeat Steps (i) to (iv) for any PDF pages which have not been re-
labelled. This is useful to separate the paginated pages from those
that are not. The latter can be re-labelled as roman numerals, instead
of numerical digits

= Menu &~ ﬁ Bundle of Authorities.pdf X + Create @ Q ﬁg . - X
" . 2 .
Alltools  Edit  Convert  E-Sign o Find text or tools Q = @ IE"I C‘J Al Assistant
£ Organize pages X
O CcC ° B B
Page labels X
3 msert,
Pages
€3 Repl
7 Replace Oal
Selected
[32 Split‘ () selecte
O rrom: 1 To: |2 of 5
Bates numbering

Numbering

© Begin new section

[E Set page boxes style: i, i, i, . 7

(&3 Page transitions Prefix: 5

@ Page templates start: || n

(O Extend numPing used in preceding section to selected pages

Print pages v
(= Print pag

Sample: i i, iii, C

o Page labels 4

E@ Page properties D @

Q
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22.2 Re-labelled PDF page numbers would look like this

= Menu (% Y Bundle of Authoritiespdf X | + Create

Alltools  Edit  Convert  E-Sign o
(€3]

2

N

GA

Al g

I3

=

= Menu | ) Yy Bundle of Authoritiespdf X | + Create

Alltools  Edit  Convert  E-Sign o
(3]

2

N

GA

Ale B

KE

=

EVIgence ACL 195U

Sections 42 - 44

Sarkar on Evidence
Sections 42 - 44

Takako Sakao (f) v Ng Pek Yuen (f) & Anor

Mo 3
[2010] 2 MLJ 141 [FC]

Kosma Palm Qil Mill Sdn Bhd & Ors v

Koperasi Serbausaha Makmur Bhd

[2004] 1 MLJ 257 [FC]

Associated Cover Sdn Bhd v _MCIS

insurance Bhd
[2004] 4 MLJ 408 [HC]
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11-44

45-58

59-72

73-79

0]
Find text or tools Q 2 @

Find text or tools Q

D @

2

B Q

N

JORNN )

X

G5 Al Assistant

EII
Q

(s}
8
A

<

B Q

N
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23. HYPERLINKING A DOCUMENT REFERENCE TO THE RELEVANT
PAGE OF A DOCUMENT

23.1 One can hyperlink a document reference to the relevant page of a
document (provided they are all placed in the same folder) by following the
steps below :-

(i) Open a PDF document using Adobe® Acrobat® Pro DC

(i)  Click on “All tools” at the top-left corner of Adobe® Acrobat® Pro DC
software interface, then select “Edit a PDF”

= Menu ¥ Y¢ GUDETOCLERKING-.. X | + Create @ 0 # - X
All tools Convert  E-Sign Find text or tools Q S-S = m
Alltools I B
Gj Al Assistant m DJ
ri tommyTHOMAS
= . / . y DE
E) Generative summary [EEH 1 advocates & solicitors
.'A
E‘l Export a PDF [_D
GA
52 Edita PDF e 8
B
@ Request e-signatures a
2,
Create a PDF
{@’ Enhance this PDF m
o 2 GUIDE TO CLERKING !
g Fill & Sign . 120
(as at 30" April 2024)
EIB Combine files Ia ~
Avrrmmiza maman v
& Daniel Tan Wee Xian
Complete forms fast T, (Senior Associate - Messrs Tommy Thomas) Cc
Fillin a form, sign it, and send to D
others.
With contributions from : Q
Fill & Sign
€ Haikaldin Mahyidin (Senior Associate - Messrs Tommy Thomas) Q

Khoo Sher Rvnn (Associate - Messrs Tommv Thomas)
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(i) Select “Link”, then click on “Add or edit a link”

= Menu (Y% GUIDETOCLERKING-.. X |+ Create [OJWARE -} - X
Alltools  Edit  Convert  E-Sign Find text or tools Q @ fp El
Edit 2 & x I B
J,+ 1ext - k‘ D
<
B image 1 " 1 . tommy THOMAS )
7 2 advocates & solicitors D_
[ Header and footer 4
. 0
e
[@ watermark Pl
‘ 8
A
Batesrl Add or edit a link
Butt Auto-create links from URLs
utton
Remove web links
EB Video ; GUIDE TO CLERKING !
Append all links on page th . 120
) Sound | view web links ! (aS at 30 Aprll 2024)
(7 30 media =
v
E, Daniel Tan Wee Xian
& Attach file
T, (Senior Associate - Messrs Tommy Thomas) C
Background :
® B3,
U Article box With contributions from : @
Less Haikaldin Mahyidin (Senior Associate - Messrs Tommy Thomas)
v Khnn Qhar Punn [Acsenciata - Masere Tammi Thamael Q
(iv)  Highlight the document reference (or area, depending on your need)
intended to be linked to another document. A pop-up window entitled
« - . . .
Create Link” will then appear. Adopt the following settings before
M M ““ th)
clicking on “Next
= Menu Yy GUIDETOCLERKING-.. X | + Create @40 # 6 = X
Alltools  Edit  Convert  E-Sign o Find text or tools Q @ C?.l IE;]
Edit ] & x R Fi &
B | I
14 1ext . 4
Q
B Image &, Contents o
B Header and footer o 1. OPENING OF BLUE FOLDERS .. s
[ watermark G, 2 Create Link o
4 3|
C‘Q Link :A:‘ 4 Link Appearance 0
4 5|
Bates numbering &, 6l Link Type ~|RLinestyle 17 i
7' HighlightStyle:  Invert v Color:
Button — 8
9| Line Thickness: ~ Thin .
B Video a 1
1! LinkAction 120
J» Sound 1 )
O Gotoa page view N
1
(7 3D media &g J (O Openafile
v
&, j ~OOpenauebpses ILE TEXT.......57
@ Attach file 1t (O Custom link C
T, |
o 1|
Background B 1 Help Cancel
Ul Article box —————— @\
20. FLATTENING A PDF DOCUMENT FOR THE PURPOSES OF E-FILING................. 79
Less 21. RESIZING PDF PAGES TO A4 ... 82 Q
> T — .. e
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(v)  Another pop-up window entitled “Create Go to View” will appear

= Menu (%  Y¥ GUIDETOCLERKING-.. X | + Create

Alltools  Edit  Convert  E-Sign o

@ L0820 - X

vt QB 6

Edit 2 & x Fi =
14 lext . kl ! . I
2]
B} mage 2 Contents ]
J Header and footer | T § 1. OPENING OF BLUE FOLDERS 5 § &)
2. ARRANGEMENT OF LETTERS IN THE SERVER 6
[ watermark
“ 3. PREPARATION OF BUNDLE(S) OF DOCUMENTS 7 S
4. ENCLOSURE L Create Go to View B 15
& Link
“ 5. MARKING LIST &
Use the scrollbars, mouse, and zoom !
Bates numbering Q“ 6. DOWNLOADIN o select the target view, then press [YSTEM
7. CHECKING TR/ SetLinktocreate the link destination. TDATES......ocoiiiieees 20
Button — 8. COMPILING E-|
9. BUNDLE OF Al cancel .
B Video ,B, 10. BOOKMARKING FPUr DUCUNMENTS
11.  INSERTING REFERENCES IN WRITTEN SUBMISSIONS ..o 42 120
) Sound 12, FINALIZING AFFIDAVITS. 44
=] 13. PAGINATING DOCUMENTS 50 ~
(7 30 media 14.  MERGING SEVERAL PDF DOCUMENTS TOGETHER .....c...voverrrroemrssrsrs e 54 o
) m‘ 15. CONVERTING PHYSICAL DOCUMENTS INTO MACHINE-READABLE TEXT ........ 57
& Atachiile 16, EXTRACTING CERTAIN PDF PAGES FROM A PDF DOCUMENT c
Back g T. 17. COLOURING THE COVER PAGE OF ADOCUMENT ......cccoosvcuvimeniriennrsenreeoen. B4
4 Backgroun B
g 4 @ 18. CONDUCTING A BANKRUPTCY / LIQUIDATION SEARCH.....c.cocciiirriieiirienenn 13 4
) Article box 19. GENERAL FORMATTING 76 @\
20. FLATTENING A PDF DOCUMENT FOR THE PURPOSES OF E-FILING......cc.cons 79
Less 21. RESIZING PDF PAGES TO A4 82 Q
v ele] CI ATTCRN DEQIZE /(TN AA DNE DAMC) ARNIN AAMDDCCC DNE NACT IMERNTS AT TUC
(vi)  Atthis point, open the desired document to be referred to and navigate
to the specific segment / page of the document. Once this is done,
H " H n
click on "Set Link
= Menu () GUIDETOCLERKING-Draft8.. Yy 1.OpeningofBlueFold.. X | + Create ® L # - X
lltools  Edit Convert  E-Sign Find text or tools Q ® f?’ = C‘I Al Assistant
=%
All tools X n ri 2
A
% Al s ]
Al Assistant. [T @ 1. OPENING OF BLUE FOLDERS
4
=% : L‘JE
=] Generative summar m
Y .@A 14 A secretary is to open a blue folg€r for :-
[}
/3 Exporta PDF o (i) | Create Go to View unf summons, winding up petitions
rl
= e 8
o= Edita PDF - Use the scrollbars, se, and zoom -
(it) tools to select tl rget view, then press din that matter. 0
@ Request e-signatures Set Link to cre e link destination "
Q,‘ 12 If th main suit and an interlocutory
app Cancel itions, then that letter should be
Create a PDF cop 2 folders of the main suit and all
- relevant interlocutory applications.
/’El Enhance this PDF m . ) ) 1
B, 13 A blue folder for any new matter can only be opened with a partner’s
A Fill&Sign approval. 4
EP Combine files l‘c='q ~
N raAniTA AATAs N
1 (ot E‘
Complete forms fast T C
&
Fill in a form, sign it, and send to B
others. ‘
Fill & Sign Q
Q
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(vii)  Return to the highlighted document reference (or area, as the case
may be). Right-click on the blue box around the document reference /
area and click on "Properties”

N

= Menu (> 7Y GUIDETOCLERKING-.. X 1. Opening of Blue Folders.pdf + Create ® L #ES - X
Alltools  Edit  Convert  E-Sign o o Find text or tools Q ® o C‘} Al Assistant
—_— . .
Edit € x 2
X Contents I
4
-
@ Watermark , (w]]
c9 Link @‘ E 1.  OPENING OF BLUE FOLDERS u=
4 2. ARRANGEMENTOFL it »
Z,
Bates numbering | 3. PREPARATIONOFBL , o
e 4.  ENCLOSURELIST..... -
Button N 5. MARKINGLIST ......... Center > S
6. DOWNLOADING DOC Distribute >
i Video 7. CHECKING TRIAL,HE = sjze > [2A
[ 8. COMPILING E-REVIE\
“ Use Current Appearance as New Default
) Sound 9. BUNDLE OF AUTHOR
— 10. BOOKMARKING PDFI Properties..
(P 3D media 11.  INSERTING REFEREN
P 4
. ,[3, 12.  FINALIZING AFFIDAVITS. 44
& Atachfile 13, PAGINATING DOCUMENTS ..o 50 120
Back J ! 14. MERGING SEVERAL PDF DOCUMENTS TOGETHER ..o 54
ackgroun
° & 4 @. 15. CONVERTING PHYSICAL DOCUMENTS INTO MACHINE-READABLE TEXT ~
. 16. EXTRACTING CERTAIN PDF PAGES FROM A PDF DOCUMENT
U) Article box v
m‘ 17. COLOURING THE COVER PAGE OF A DOCUMENT ..o 64
Less 18. CONDUCTING A BANKRUPTCY / LIQUIDATION SEARCH ......cooiiiiiciiiics 73 C
T+ 19. GENERAL FORMATTING 76
n 20. FLATTENING A PDF DOCUMENT FOR THE PURPOSES OF E-FILING................ 79
n Design tools v
g 21. RESIZING PDF PAGES TO A4 ... ..o 82
Create standout documents with easy-to- .. 22. FLATTEN, RESIZE (TO A4 PDF PAGE) AND COMPRESS PDF DOCUMENTS AT THE ®\
use tools in Adobe Express. PDF will be SAME TIME 85
uploaded to Adobe cloud storage. - 23, COMPARING DOCUMENT S oo 38 Q
ees . . “r - . » .
(viii) A pop-up window entitled “Link Properties” will appear. Select the
13 M ” H n 4N
Actions” tab, then click on "Edit
= Menu ¢ Y¢ GUIDETOCLERKING-.. X 1.Opening of Blue Folders pdf £ @i O Ln #E6 - x
Alltools  Edit  Convert  E-Sign o o 1 xtor tools Q ® & = @
— , u
Edit & x B]
k; Link Properties X I
(3 watermark Q
E‘ Appearance Actions
& Link, O
< Add an Action
a
Bates numbering o Select Action v B
4
Button Add._. 8
Ef Video . oA
Actions
Q‘A
q)) Sound [=] Go to a page in another document
@ 3D media - File: C:\Users\DELL\Documents\1. Projects\Publication of the (
‘[3: Page:1 4
@ Attach file
Zoom level: Custom 120
Background | fa ~
Article box
0 o Dett v
Less c
[:]Lo(ked -
n Design tools ~ ® Cancel e “
Create standout documents with easy-to- e 22. FLATTEN, RESIZE (TO A4 PDF PAGE) AND COMPRESS PDF DOCUMENTS AT THE @\
use tools in Adobe Express. PDF will be SAME TIME 85
uploaded to Adobe cloud storage. v 23. COMPARING DOCUMENTS . .88 e\
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(ix)

A pop-up window entitled “Go to a page in another document” will
appear. Select "New Window", then click on “OK”

= Menu ¥ Yy GUIDETOCLERKING-.. X

Alltools  Edit  Convert  E-Sign

Edit fio)
Watermark

& Link,

Bates numbering ,

Button

B Video

J) Sound

(7 3D media

@ Attach file

Background |

U) Article box

Less

n Design tools v

Create standout documents with easy-to-
use tools in Adobe Express. PDF will be
uploaded to Adabe cloud storage.

Caveat:

X

o

c

Link Properties X

1. Opening of Blue Folders.pdf + Create [©) 0

20 = X

a8 6 6 G
T

1

! Go to a page in another document

Target Document

File: C:\Us_\1. Opening of Blue Folders pdf

Options

o Use Page Number

Page: [ of 1

Zoom: Custom v

(O Use Named Destination
EADABLE TEXT........
IENT..........

ey - - F E-FILING. .79
.................. 82

22 FLATTEN, RESIZE (TO A4 PDF PAGE) AND COMPRESS PDF DO T THE
SAME TIME ST - -

23. COMPARING DOCUMENTS....... SRR - -

E“
Q

O
8
a

For this method to work, the path to the hyperlinked document(s) must remain
unchanged and unaffected by renaming, deleting, or moving documents, among other
things. All referred document(s) must be saved on the same server / pendrive / CD as
the submissions.
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24, GENERATING PDF COPIES OF E-BOOKS

24.1 E-books, such as the Malaysian Civil Procedure (“Whitebook”), can be
accessed by following the steps below :-

(i) Click on the following link :-

https://signon.thomsonreuters.com/?productid=EREAD&viewproduct
id=EREAD&returnto=https%3A%2F%2Fproview.thomsonreuters.co
m%2Flogin.html&culture=en-US&Ir=0&bhcp=1

(i)  Login to Proview® with the following ID and password :-
Login ID
Password

(i)  Select the relevant e-book you wish to refer to

24.2 The PDF copy of the Whitebook can be generated by following the steps
below :-

() Repeat the steps set out in Paragraphs 24.1(i) - (iii) above;

(i)  Search and click on the relevant Rules of Court, 2012 you wish to refer
to

Sort By: Titie Order d |Collapse All| |Expand All

Query: Order 4

Table of Rules of Court g v

h for the rel der of - Click on the search result entitled
Search for the relevant Order o Table| “Beginning of:...[relevant Order]”

the Rules of Court, 2012 in the
search bar located at the left-
Section 1: Rules of Court 2012

hand corner of the Proview®
application interface

X Yareag res| ‘ A Snsay g;

Beginning of: Section 1: Rules of C‘* 2012

ORDER 4 Consolidation of Proceedings

Beginning of: ORDER 4 Consolidation of Proceedings 0

OHRDEHX 4 Consolidation of Proceedings Click here to
view PDF version Contents para

Editorial introduction
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https://signon.thomsonreuters.com/?productid=EREAD&viewproductid=EREAD&returnto=https%3A%2F%2Fproview.thomsonreuters.com%2Flogin.html&culture=en-US&lr=0&bhcp=1
https://signon.thomsonreuters.com/?productid=EREAD&viewproductid=EREAD&returnto=https%3A%2F%2Fproview.thomsonreuters.com%2Flogin.html&culture=en-US&lr=0&bhcp=1
https://signon.thomsonreuters.com/?productid=EREAD&viewproductid=EREAD&returnto=https%3A%2F%2Fproview.thomsonreuters.com%2Flogin.html&culture=en-US&lr=0&bhcp=1

(iii)  Click on “Click here to view PDF version” and download the PDF copy
of the relevant Order

Malaysian Civil Procedure Volume | - 2021 Edition 0 2 O

-
3 CONSOLIDATION OF

& PROCEEDINGS

> Click here to view PDF
§ ’ version
m

% Contents para

X

4/0/1 1. Consolidation Of
causes or matters 4/
(©4r1)

Editorial introduction
4/0/2 The rule in this Order provides a

nraradiira anahlina tha

ORDER 4

CONSOLIDATION OF PROCEEDINGS

Contents

4on 1 Consolidation of causes or matters (O 4 r 1)

Related sources
4/0/3 * RC 2012 Order 15 r 1 (Joinder of causes of action), which is to some extent its
counterpart.

24.3 The PDF copy of other reference textbooks can be generated by following
the general steps below :-

() Repeat the steps set out in Paragraphs 24.1(i) - (iii) above,;
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(i)  Search and click on the relevant sections of the textbook

-] The Annotated Malaysian Companies Act 2016

T“dm 1. Short title and commencement
| Filter Table of Contents 1. Short title and commencement

N (1) This Act may be cited as the Companies
HE R Act 2016.

BEGINNING OF (2) This Act comes into operation on a date
PART | PRELMINARY ] b

to be appointed by the Minister by
notification in the Gazette, and the Minister
may appoint different dates for the coming
into operation of different provisions of this
igh of “corporation” Act.

| 1. Short title and commencement

4. Defifition of “subsidiary and holding company™

finition of “ultimate holding company” NOTES

(i)  Click on “Create & Share”, then click on “Create PDF”

The Annotated Malaysian Companies Act 2016

Table of Contents L

. | Filter Table of Contents 1. Short titl€

(1) This Act m &
B Act 2016.

P (2) This Act cd

PART | PRELIMINARY

Create Link

" to be appointchmmm

| 1. Short file and commencement notification in the Gazette, and the Minister
may appoint different dates for the comin
into operation of different provisions of JAi

2. Interpretation

3. Definition of “corporation”

4. Definition of “subsidiary and holding company”

5. Definition of “ultimate holding company” NOTES

6. Definition of “wholly-owned subsidiary”

General overview
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(iv)  Click on the add symbol at the right hand side of “Make a selection”

The Annotated Malaysian Companies Act 2016

Table of Contents
| Filter Table of Contents 1. Short titl

(1) This Act m What would you like to include in
SAGE Act 2016.

BEGINNING OF: (2) This Act cd Make a selection
PART | PRELIMINARY .
to be appointg
1. Short title and commencement notification in
may appoint d
into operation
3. Definition of “corporation” Act.

2. Interpretation

(v)  Click on “This Section”

The Annotated Malaysian Companies Act 2016

Table of Contents
I Filter Table of Contents 1. Short titl

(1) This Act m What would you like to include in the PDF?
i Act 2016.

Wi (2) ThIS ACt cd Make a selection

PART | PRELMINARY z
to be appointg

1. Short title and commencement notification in
may appoint d
2. Interpretation y pp

into operation /
3. Definition of “corporation” Act.

4. Definition of *subsidiary and holding com pany”

This page

This Section

5. Definition of “ultimate holding company”

6. Definition of “wholly-owned subsidiary”

General overview

7. When corporations deemed fo be related to each

Dy [1.011 The Combanies Act 2016 (Act 777)
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(vi)

-]

Click on “Add to PDF” before clicking on “Create PDF”

The Annotated Malaysian Companies Act 2016

Table of Contents

| Filter Table of Contents

BACK

BEGINNING OF:
PART| PRELIMINARY

| 1. Short title and commencement

2. Interpretation I

3. Definition of “corporation”

4. Definition of “subsidiary and holding company”™

5. Definition of “ultimate holding company”

6. Definition of “wholly-owned subsidiary™

Click on “Create PDF”

(Vi)

-]

Table of Contents

| Filter Table of Contents

BACK

BEGINNING OF:
PART | PRELIMINARY

: 1. Short title and commencement
i 2. Interpretation

3. Definition of “corporation”

4. Definition of “subsidiary and holding company”
5. Definition of “ultimate hoiding company”

6. Definition of “wholly-owned subsidiary”

7. When corporations deemed to be related to each
other

8. Interests in shares

notification in
may appoint d

Act.

NOTES

nto operation

1

1. Short titlg

(1) This Act m
Act 2016.

(2) This Act cd
to be appointe
notification in

What would you like to include in the PDF?

This Section

1. Short title and commencement

V| Include Annotations

Add to PDF

General overview

The Annotated Malaysian Companies Act 2016

Selection added!

Create your PDF now, or add more contents to your
PDF by navigating to other sections of the title.

Add up to 5 selections to each PDF.

[ (]

may appoint d
into operation]  PPF Contains:
Act.
1. Short title and commencement
V| Include Cover Sheet
NOTES

General ove

[1.01] The Companies A

-104-

12016 (Act 777)
(the “Act”) introducesMe new legal



(viii)  If you would like to add additional sections of the textbook before
generating the PDF copy, repeat the steps outlined in Paragraphs
24.3(i) — (vii) for other sections. Please note however that you can only
select a maximum of 5 sections at any one time.

The Annotated Malaysian Companies Act 2016

Table of Contents

| Filter Table of Contents

Selection added!
BACK

Create your PDF now, or add more contents to your
BEGINNING OF- PDF by navigating to other sections of the title.
PART | PRELMINARY

Add up to 5 selections to each PDF.

1. Short title and commencement [101] The Co
(the “Act”) intr]

£ Aneprann framework anj] PP Contains:
3. Definition of “corporation” Companies A -
Short title and commencement
Sees6200ft 1.Shorttitlea O n 1l []
4. Definition of “subsidiary and holding company” and Division E
2. Interpretation %

5. Definition of “ultimate hoiding company” on January 3°

V| Include Cover Sheet

6. Definition of “wholly-owned subsidiary™

Defined terr

7. When corporations deemed to be related to each

other this Act

8. Interests in shares

2. Interpretation

24.4 Any PDF document(s) generated from the Proview® software are intended
for your own use only within the terms of your subscription and should not
be distributed / circulated to external parties.
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25.

25.1

25.2

DOWNLOADING DOCUMENTS FROM THE E-FILING SYSTEM

We can now download all documents e-filed in a Suit the firm is involved in.

This is done by following these steps :-

(i)

(ii)

8 Sistem e-Fiing Mahkamah Male X

€ >

Go to the e-filing system’s website using the following URL
https://efs.kehakiman.gov.my/EFSWeb/Default.aspx

Log in to the e-filing system using any of the following accounts :-

+

C & efskehakimangov.my/EFSWeb;

Details of the firm’s e-filing accounts

ID

Password

ID

Password
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https://efs.kehakiman.gov.my/EFSWeb/Default.aspx

(i)  Click on any document filed in the suit in question

U, Y " S —

Fungsian memuat naik dokumen akan tergendala sementara pada 02/04/2021 11:00 PM hingga 03/04/2021 03:00 AN Fsked Puralan M

Samtuisn sz
= S 1o Ramtsize

= ——
FRNNO20505 3

Carian dalam takan
Carian dengan ket no.

I———" et

“adie i asurmar carian a1 i P

]
x
i

i
.

nafflz 3456785 w

(iv)  Click on the green square box at the right-hand side of the webpage
and select the relevant document

8 Sitem o-Fing Mabbaman Mals. X 9 Case Detais x +

€ 3¢ a ek W/EFS! oD 915 S6es0dbfos l\Q#ﬂOi‘

af
Sistem e-Filing
I8 Sriaran st Usais

1e)
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(v)

(vi)

The numerical digit on the left represents the enclosure number

1 4 Writ Saman
Pernyataan Tuntutan

Notis Untuk Menghadiri Pengurusan Kes Sebelum Bicara (Borang 59)

HowWwN

Memorandum Kehadiran

Choose the relevant document and click on the download icon

48 Sistem ¢ Fiing Mshksmeh Malsy X 88 Caze Details X 4
€ > C @ ar 985-45:
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26.

26.1

CHECKING TRIAL, HEARING OR CASE MANAGEMENT DATES

Dates for trials, hearings or case managements can be checked via the e-

filing system by following the steps below :-

() Head to e-filing system’s

https://efs.kehakiman.gov.my/EFSWeb/Default.aspx

@ #&% https://efs.kehakiman.gov.my/ X +

& C {)} @& efs.kehakiman.gov.my/EFSWeb/

Sistem e-Filing
Mahkamah Persekutuan Malaysia

ﬁ Mengenai e-Filing

at

PENAMATAN PENGGUNAAN TOKEN

(SELAIN AGENSI KERAJAAN)

Penggunaan token oleh para pengguna eFiling (selain Agensi Kerajaan) ak
ditamatkan pada 14 Julai 2020.

Oleh itu, bermula 15 Julai 2020 semua pemfailan perlu menggunakan Roam

Nortifinrate

Para nennnmina tnken DNDIKFHFNDAKI

(i)  Select the Court Location

@ @ fi#k https://efs.kehakiman.gov.my/ X +

< c 0

& efs.kehakiman.gov.my/EFSWeb/

Lokasi Mahkamah:

Dewan Bandaraya Kuala Lumpur - Mahkamah Majistret Jenayah

Istana Kehakiman - Mahkamah Persekutuan Jenayah

(il Istana Kehakiman - Mahkamah Persekutuan Sivil
Sila Pilit Istana Kehakiman - Mahkamah Rayuan Jenayah
Istana Kehakiman - Mahkamah Rayuan Sivil
Nama: Istana Kehakiman - Mahkamah Tinggi Bahagian Sijil Amalan Guaman
Sila Pilih Kompleks Mahkamah Alor Gajah - Mahkamah Majistret Jenayah
Kompleks Mahkamah Alor Gajah - Mahkamah Majistret Sivil
Kategori: Kompleks Mahkamah Alor Gajah - Mahkamah Sesyen Jenayah
Sila Pilih Kompleks Mahkamah Alor Gajah - Mahkamah Sesyen Sivil

Kompleks Mahkamah Alor Setar -
Kompleks Mahkamah Alor Setar -
Kompleks Mahkamah Alor Setar -
Kompleks Mahkamah Alor Setar -
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Mahkamah Majistret Jenayah
Mahkamah Majistret Sivil
Mahkamah Sesyen Jenayah

Mahkamah Sesyen Sivil

memhiat nermnhnn

gm 1. GANGGU

Adalah dimaklumkan |
Data Pejabat Ketua Pe
tarikh dan masa seper

TARIKH: 21 Ogos 202'
MASA: 1.00 pagi - 2.0(

Sepanjang tempoh ini,
Integrasi) tidak dapat

Modul pembayaran :
Sistern e-Kehakiman a

Segala kesulitan amat


https://efs.kehakiman.gov.my/EFSWeb/Default.aspx

r
Bl
(i)  Type in the Case Number

[ NN ] ##% https:/lefs kehakiman.gov.my X 4

&« > C {) @& efskehakiman.gov.my/EFSWeb/

® o 00
E
Lokasi Mahkamah: | Kompleks Mahkamah Kuala Lumpur - Mahkamah Tinggi Dagang v | PEI

Kumpulan: Melalui nombor kes:
— i Adi
Sia Pilih :_| : [ o)
O Rayuan tari
MNama: 1
- 0 . TAl
Sila Pilih v | | Tarikh | N
atau | ] | Sep
Kategori: . -
8 - i Intt
Sila Pilin :_| i -
1
Carian 1 Carian
: Seg
1

(iv)  After selecting the Court Location and typing in the Case Number,
click on “Carian”

L N &% https:/fefs.kehakiman.gov.my/ X =+

& 5 C (Y @& efskehakiman.gov.my/EFSWeb/

Senarai Kausa: E

Lokasi Mahkamah: | Kompleks Mahkamah Kuala Lumpur - Mahkamah Tinggi Dagang v | PE|

Kumpulan: Melalui nombor kes:
— 1
H Adi
S 0 O
S 1 |
[ Rayuan tari
MNama: 1 -
— i ) TAI
Sila Pilih v ‘ | Tarikh -
atau | ] | Sep
Kat it -
egort - . Intt
Sila Pilih v ‘ :
Carian H
H Seg
1
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(v)  The results will appear in a pop-up window

[ NoN ) ##h https:fefs kehakiman.gov.my/! X 4

&« C {¥ @& efskehakiman.gov.my/EFSWeb/

Search Result(s): Case No: WA-28JM-21-09/2020

Didengar Di Depan
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Tarikh

Pendengaran

28 Sep 2021 2:30
PM

09 Sep 2021 2:30
PM

24 Aug 2021 9:00
AM

06 Aug 2021 10:00
AM

06 Aug 2021 10:00
AM

06 Aug 2021 10:00
AM

06 Aug 2021 10:00
AM

06 Aug 2021 10:00
AM

06 Aug 2021 10:00
AM

06 Aug 2021 10:00
AM

Sidang Video

Sidang Video

Secara Pertukaran Emel
Mahkamah Tinggi Dagang
10

Sidang Video

Sidang Video

Sidang Video

Sidang Video

Sidang Video

Sidang Video

Permohonan & H

85

Permohonan Unt.
Mahkamah (219)

21

Permohonan Kebi

ri



27.

27.1

27.2

27.3

COMPILING E-REVIEW MINUTES

The secretary or pupil is responsible for assisting the lawyer in charge to
compile e-review minutes of case managements / hearings.

The minutes can only be obtained by logging into the e-filing system using
the account of the lawyer who attended the case management / hearing.

The minutes can be obtained by following the steps below :-

() log into the e-filing system

® 0@ @ sistemeFiingMahkamah Mz X + °
€« C (Y @ efskehakiman.gov.my/EFSWeb/ o % Q@ ¢«OCH DX ‘ H

Sistem e-Filing

Mahkamah Persekutuan Malaysla

i N

Sila klik di sini untuk melihat risalah 3

)
b

o000
Senarai Kausa: Pengumuman:
(i)  click on the e-review tab
@00 & sisteme-FingMarkamanh: X+ -]
€ @ (Y & efskehakiman.gov.my/EFSWebjefiling/MyFiling.aspx o OO0 ¢« DR T A . £

M ?lstem e-Filing Ahad, 04/0472021, 8:47:02 PM
sahkamal St

uan Malay:

—

Sedia untuk Dickstrak (X)) Peti Masuk M Messages @)

m jilan say
PetiFai0)  Pernfalan Belum Selesal0) B eeview | (7] pemfailan Baharu | (3 Pemfailan Kes Sedia Ada Carian Fail Saya

Rekod Pemfaian

[ pemfailan Saya 1D Pemfa ¥
D Pemfallan  Mahkamah :m‘:m :::m“m (J::'}"" e -
F21040303340  Kompleks Mahkamah Pulau Pinang Mahkamah Sesyen Sl 2 QCHREWY 1500 ;;m‘;g;};::‘;a o -
F21040302717  Kompleks Mahkamah Kuala Lumpur Mahkamah Tingg Dagang 2 CCTERFEXTE 16,00 [Ese DS

Pt m
F21040213454  Istana Kehakiman Mahkaman Rayuan Sivil 4 9T279GFFDIYS  600.00 Pemtalan Dienma

02 Apr 2021 5:42:44 PM
Kompleks Mahkamah Kuala Lumpur Mahkamah Tinggl Pemfaian Ditenma Carian dengan tiket no.

Kebankrapan L BUZALRBERZ N O 02Apr 2021 5:05:10 PM I o

Pemfaian Diterima

F21040212953
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(i)  select the date on which the case management / hearing was held

eo0e e-Review
@ efs.kehakiman.gov.my/EFSWeb/OnlineChM/OnlineCM.aspx

gA Sistem e-Filing

Mahkamah Persekutuan Malaysia

Ahad, 04/04/2021, 8:48:36 PM

04 Apr2021

“« < March 2021

M T W T F §
8 2 23 4 2% 2% 27
2 3 4 5 68
9 10 1 12 13

Pihak-Pihak

Assigned To

3

o156 17 T 19 20 21 ’

22 nlus s g

13029 30 31 1 2 ’
N Tiada Rekod

~Collaps

I Tiada Rekod.

(iv)  click on the e-review case management / hearing

LICK ] e-Review
# efs.kehakiman.gov.my/EF SWeb/OnlineCM/OnlineCM.aspx

o . -
@ Sistem e-Filing Ahad, 04/04/2021, 8:49:20 PM

Mahkamah Persekutuan Malaysia

24 Mar 2021 Pengagihan Kes

Filter
CMDate No. Case Pihak-Pihak Assigned To

I Tiada Rekod.

~Collapse Not Ready CM (0)

I Tiada Rekod.

~Collapse Locked €M (1)

o o o o o o o o o oo

NN TN N I N N N N NN
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27.4

27.5

(v)  copy the message thread of the e-review the case management /
hearing

eoe e-Review
@ efs.kehakiman.gov.my/EFSWeb/OnlineCM/OnlineCM.aspx

Perayu - Attendee History Responden - Attendee History
No. Attendee Pihak-Pihak ‘ ‘ No. Attendee Pihak-Pihak |

Borang Peris_ ~an Kes

(vi)  paste itinto a Word document

Atcsve @ A BB 920 O

Home Insert Draw Design Layout References Mailings Review View  Table Design  Layout Q Tellme 2 Share  [J Comments

& ~ o = = o= | eavl| A
i SegoeUl v 9 v A A Aav | Ay =9 = | Rv| 2| Aaeceodee | mambceddte  AaBbCCDC Assbcepdte | | \%
Pste g B I Uve x, X AvZvAYE® 1= | divigvy Normal ||| NoSpacing | | Heading1 Heading 2 Siles  Diette | Sensiiy
0 L RETRRR AR 8,9 1 11,0, 0, 4 5 Ggmps
e-Review Case @ 24.3.2021

Pagelof1 183words (07 English (Malaysia) Crocss JEN B =

- — e 4 101%

The Word document containing the e-review minutes is to be named in the
following manner :-

“[year, month, date] CM Minutes”. Example : 20210402 CM Minutes

The Word document shall be saved under a separate folder named “CM
Minutes”.
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28. CONDUCTING A FILE / MINUTE SEARCH

28.1 A file search can be done by following the steps below :-

(i) Click on the following link :-

https://ecourtservices.kehakiman.gov.my/Ticket/Document?cultureC
ode=ms

(i)  Type the case number and click on “Search”

Pejabat Ketua Pendaftar Office of the Chief Registrar

Mahkamah Persekutuan Malaysia Federal Court of Malaysia

Pembelian Tiket untuk Pencarian Fail dalam talian

Nombor Kes:”

Jenis Tiket™ Dokumen o
Bidangkuasa: © Mahkaman Majistret v
Bayaran Carian: RM 8.00

Akaun Bayaran: * Akaun Peribadi -
Bank: * Affin Bank o

Alamat Emel; *
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https://ecourtservices.kehakiman.gov.my/Ticket/Document?cultureCode=ms
https://ecourtservices.kehakiman.gov.my/Ticket/Document?cultureCode=ms

(i)  The following tab will appear

ecourtservices.kehakiman.gov.my says

Mombaor kes ini wujud di dalam sistem. Sila teruskan.

(iv)  After the tab above disappears (by clicking “OK?”), select the ticket type
(whether you are conducting a file or minute search), jurisdiction,
method of payment, bank and email address

Pembelian Tiket untuk Pencarian Fail dalam talian

Nombor Kes:* ]

Jenis Tiket:" Dokumen v
Bidangkuasa: * Mahkamah Majistret -
Bayaran Carian: RM 8.00

Akaun Bayaran: * Akaun Peribadi -
Bank: * Affin Bank o

Alamat Emel: *
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(v)

(vi)

Once payment is completed, the ticket number will be emailed to you.
It may take a few minutes for the ticket number to be registered in the
e-filing system. The online file search portal can be accessed by
clicking on the link below :-

https://ecourtservices.kehakiman.gov.my/Ticket/Search2?cultureCod
e=ms

Type in the ticket number before clicking on “Verify”

Pejabat Ketua Pendaftar Office of the Chief Registrar

Mahkamah Persekutuan Malaysia Federal Court of Malaysia

Search Ticket No.: /

o I

Mote: You require autharization from the registrar to view the court minutes detail. Kindly proceed to the

How To File Se

file search counter at the respective registry.
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(vii)  After the ticket number is verified, enter the case number before
clicking on “Carian”

Carian Fail Online

Can

Carian dalam talian

Carian dengan tiket no.:
E74624FEBAVIR (V]

MNota: Anda memerlukan kebenaran Pendafggfuntuk melihat minit. Sila hadir di kaunter cagfan fail di

Pejabat Pendaftaran berkenaan.

(viii)  Download the required document(s) or view the court minutes for a
specific date
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APPENDIX A1

IN THE HIGH COURT OF MALAYA AT KUALA LUMPUR
(CIVIL DIVISION)
CIVIL SUIT NO: WA-22NCC-001-01/2023

BETWEEN
ABC SDN BHD
(Company No.: 100001-A) ... PLAINTIFF
AND
DEF SDN BHD
(Company No.: 100001-B) ... DEFENDANT

COMMON BUNDLE OF
DOCUMENTS

VOLUME 1

Messrs GH & Co
[Solicitors for the Plaintiff]
No 100-3, Jalan I1JK
50490 Kuala Lumpur
[Our Ref: [insert]]



CONTENTS

No.

Date

Documents

Page No.




10.

11.

12.

13.

14.




15.

16.

17.

18.

19.

20.

21.

-iv-




22.

23.

24.

25.

26.

27.

28.




29.

30.

31.

32.

33.

34.

35.

-Vi-




36.

37.

38.

39.

40.

41.

42.

-Vii-



43.

44,

45.

46.

47.

48.

49.

-Viii-



50.

51.

52.

53.

54,

55.

56.

-iX-




S7.

58.

59.

60.

61.

62.

63.




64.

65.

66.

67.

68.

69.

70.

-Xi-




71.

72.

73.

74.

75.

76.

7.

-Xii-



78.

79.

80.

81.

82.

83.

84.

Xiii-




85.

86.

87.

88.

89.

90.

91.

-Xiv-




92.

93.

94.

95.

96.

97.

98.

_XV_



99.

100.

101.

102.

103.

104.

105.

-XVi-




106.

107.

108.

109.

110.

111.

112.

-XVii-



113.

114.

115.

116.

-XViii-



APPENDIX A2

IN THE HIGH COURT OF MALAYA AT KUALA LUMPUR
(CIVIL DIVISION)
CIVIL SUIT NO: WA-22NCC-001-01/2023
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ABC SDN BHD
(Company No.: 100001-A) ... PLAINTIFF
AND
DEF SDN BHD
(Company No.: 100001-B) ... DEFENDANT

COMMON BUNDLE OF
DOCUMENTS
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[Solicitors for the Plaintiff]
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APPENDIX A3

IN THE HIGH COURT OF MALAYA AT KUALA LUMPUR
(CIVIL DIVISION)
CIVIL SUIT NO: WA-22NCC-001-01/2023

BETWEEN
ABC SDN BHD
(Company No.: 100001-A) ... PLAINTIFF
AND
DEF SDN BHD
(Company No.: 100001-B) ... DEFENDANT
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[Solicitors for the Plaintiff]
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APPENDIX D1

IN THE HIGH COURT OF MALAYA AT KUALA LUMPUR
(CIVIL DIVISION)
CIVIL SUIT NO: WA-22NCC-001-01/2023

BETWEEN
ABC SDN BHD
(Company No.: 100001-A) ... PLAINTIFF
AND
DEF SDN BHD
(Company No.: 100001-B) ... DEFENDANT

PLAINTIFF’S

BUNDLE OF AUTHORITIES

Messrs GH & Co
[Solicitors for the Plaintiff]
No 100-3, Jalan IJK
50490 Kuala Lumpur
[Our Ref: [insert]]
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IN THE HIGH COURT OF MALAYA AT KUALA LUMPUR
(CIVIL DIVISION)
CIVIL SUIT NO: WA-22NCC-001-01/2023

BETWEEN
ABC SDN BHD
(Company No.: 100001-A) ... PLAINTIFF
AND
DEF SDN BHD
(Company No.: 100001-B) ... DEFENDANT
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Messrs GH & Co
[Solicitors for the Plaintiff]
No 100-3, Jalan IJK
50490 Kuala Lumpur
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APPENDIX D3

IN THE HIGH COURT OF MALAYA AT KUALA LUMPUR
(CIVIL DIVISION)
CIVIL SUIT NO: WA-22NCC-001-01/2023

BETWEEN
ABC SDN BHD
(Company No.: 100001-A) ... PLAINTIFF
AND
DEF SDN BHD
(Company No.: 100001-B) ... DEFENDANT

PLAINTIFF’S

BUNDLE OF AUTHORITIES

Messrs GH & Co
[Solicitors for the Plaintiff]
No 100-3, Jalan 1JK
50490 Kuala Lumpur
[Our Ref: [insert]]
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APPENDIX E

JILID2/4

IN THE HIGH COURT OF MALAYA AT KUALA LUMPUR
(CIVIL DIVISION)
CIVIL SUIT NO: WA-22NCC-001-01/2023

BETWEEN
ABC SDN BHD
(Company No.: 100001-A) ... PLAINTIFF
AND
DEF SDN BHD
(Company No.: 100001-B) ... DEFENDANT

SAMBUNGAN KEPADA EKSHIBIT “[INSERT]”

Tetuan GH & Co

[Peguamcara bagi pihak Plaintif]
No 100-3, Jalan IJK

50490 Kuala Lumpur

[Ruj kami: [insert]]
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