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Annexure A 
 

 
USER MANUAL FOR e-Summon WEB APPLICATION 



1. Visit to the URL https://icjs.gov.in/esummons/. Following Page will be displayed. 
** Users will have 2 options they can login via Digilocker or the Jan Parichay. 
 

 
 

2. Click on the either (Login with Digilocker & Login with Jan Parichay) of the option to Login. 

3. Following image will be displayed. 
 



4. Now enter your “mobile no” which is registered in both ICJS and Digi Locker and mark the “Pin less 
authentication” & “I Consent to terms of use” check boxes as shown in the screen. 
 

** Note: In case you don’t have a digilocker account but you are registered for esummons in ICJS, Kindly make 
your digilocker account by Clicking “Sign up” button as shown in the above screen. 

5. Now Press Sign In button as shown in the screen below. 
 
 

 
 

6. After Clicking “Sign In” button following image will be displayed. An OTP will be sent to your mobile. Enter 
the OTP and Click on Sign In button as shown in the screen below. 



7. Following image will be displayed after successful Sign In. 
 

 
 

8. Users will have two options namely; Monitoring Dashboard and Workspace 
8.1 Monitoring Dashboard is used for Monitoring such as reports & Dashboard etc. 
 

 
 
8.2 Workspace is for processing the Activities such as Allocation, transfer, Delivery etc. of the Process. 

 



 
 
 

9. Now the user can see the cases pending for allocation by Clicking on the count (No of cases pending for 
allocation) as shown below. 

 

 
 

Above image will be displayed.



10. Now mark the FIR which is to be allocated to the Delivery officers and press Allocate Process button as 
shown in the image below. In a time one or more than one FIR could be selected. 

 
 

 
 

11. After Clicking the Allocate button following image will be displayed. Select the name of officer you want to 
allocate the Summon/Warrant to and press Submit button as shown in the screen below and write the 
respective “Remarks”. 
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** Note In case a new Allocatee needed to be added in this list, User may download and follow the manual 
shown in the above screen. 

12. A success message will be shown once the FIR/Warrants are allotted to the Allocatee.  

13. Press “ok” button to close the dialogue box. 
 

 
 

14. User can also check the cases which are pending for allocation in next Seven Days by clicking the number 
below “Due for Next 7 Dates” card below “Pending for Allocation” as shown in screen below.



15. User can also check the Summon Warrant which are Pending to be delivered by Clicking the “Total” Card 
below “Pending for Delivery” card as shown in screens below. 

 

 
 
1. Summon Intimation 

A. The Summon Intimation process feature enables users to send intimation via Email, SMS, or both. If contact 
details are already available, the corresponding fields will be auto-filled and displayed under "E-Address 
Available." Otherwise, users can manually enter the details under "E-Address Not Available" as per the case. 

B. This feature allows summons to be sent to the concerned person or organization, such as a Witness, Accused, 
etc., to whom it is issued. 

Tabs/options under Summon Intimation tab 

 
1. Summon for Intimation 

I. E-Address Available (Addresses whose either mobile or email address is available or both will be shown) 
II. E-Address not available (Addressee whose email or mobile number both are not available will be shown 

here) 
2. Intimation sent 

I. Total sent will show the total intimation sent. 
II. Pending for compliance will show the number of summons are yet to read by the users (not viewed). 

3. Summon Downloaded (Compliance) will show the summon viewed by the users. 
 

  



Steps to Initiate a Summon:  
1. Apply required filters such as State, date range, police station etc. and click on search. 

 
2. Choose desired option (E-address available or E-address not available) 
3. Choose the addressee 
Intimation to multiple persons can be sent at a time by multi-selection (as shown below).  
 

 
4. Choose the Addressee(s) and enter the Mobile number or email or both (as available) 
** Intimation will be sent on the entered details (mobile/email or on both (if both are entered)). 
5. Click on the send Intimation button to send the intimation. 

 



Transfer a Summon: 
 

Summons can be transferred to Another State, City or PS with this feature in case they are irrelevant to them. 
Steps: 

1. Choose the Process (multi-selection is possible) 
2. Click on the Transfer Process Button as Shown Below: 

 

 
 

3. An Popup window will open as shown below: 
 

 
 
4. Choose the State, City and PS (if Available or Applicable). 
5. Select Reason (Does not pertain) 
6. Enter the remark 
7. Click on the Transfer Button (Summon will be transferred with confirmation popup). 

 



Compliance 
1. Users will receive an email or text message or both once the intimation is sent. 
2. User will click on the link given 
3. And window for OTP will open 

 
4. Once the users successfully verified the OTP summon will be shown to the user and the same will 

be shown in Compliance section of eSummon portal. 



 
5. Police/Summon staff User can also view the cases which are in compliance status by clicking the 

Total “Numbers” below compliance card as shown in screen below. 
 

 
 

6. List will be shown as below of the complied cases. 

 
7. Compliance can be viewed by clicking on the View Compliance button.(PDF file will be shown) 
**Note: It is to be noted that the above mentioned Interface is for Allocator only. The process for the Delivery 

officers will be done on the mobile application of eSummons.  
  



Return to court  
This feature (with an integrated search functionality) allows users to return the Summon to the court in cases 
where delivery is not possible due to reasons such as the addressee being unavailable, the address being 
incorrect, or the recipient being irrelevant to the case.  
 
Tabs/options under Summon Intimation tab 

 
1. Published Process: the summons issued will be shown on the click of the count. 
2. Returned back to court: total count of summons returned due to any reason will be shown; on the 

click of the count, list will be opened of all summons returned to the court. 
 
Steps to Return a Summon:  
1. Apply required filters such as State, date range, police station etc. & click on the Search button

 
2. Choose summons to be returned to the court; Search box will filter relevant summons (keyword based) 

as shown below: 

 
3. Click on the Return back button to return the summons to the court. 

Multiple summonses can be returned at a time by multi-selection (as shown below).  



 
 

All retuned summons will be shown in the Return back section of the portal. 
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Annexure B 
 
 
 

 
USER MANUAL FOR e-Summon MOBILE APP 
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Section I - Installation Guide 

Section II - Summon Delivery- Mobile App 

 
Section I - Installation Guide 
1. e-Summon Mobile app can be installed on Android phones from Google 

Play store, Follow the link: 
(https://play.google.com/store/apps/details?id=in.nic.esummon&pcam
paignid=web_share ) 

OR 
2. Open the Play store and search for the eSummon choose the official 

eSummon Mobile Application 

3. Click on the install button. 
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Section II - Summon Delivery – Mobile App 
 
The e-Summon Mobile application is designed for use by authorized Delivery Officers Allocateed to court processes. 
 This application facilitates the capture of execution details through mobile devices on which the app is installed. 

 
The application provides a list of Allocateed processes and displays court documents in PDF format, which include 
details about the individuals to whom summonses are to be served. 
The concerned users have to download & install the e-Summon mobile app on their Android devices. 
 

 

Splash Screen 
On clicking the e-Summon app icon, the below e-Summon splash screen will be launched. 

 



Login 
The authorized users will login on APP using their registered mobile number. The users have to enter the mobile 
number and the OTP received. 

 

 
It’s a two-factor authentication process, post entering the correct OTP user will be redirected to Dashboard. 

*Note: User should be registered on Meri Pehchaan – Jan Parichay. 
 



Dashboard 
Post login, the dashboard will appear show casing the count of Processes, Pending for delivery and 
Compliance. 

 

 
Pending for delivery: - 
Processes that are yet to be delivered by the delivery officer will be showcased under 2 cards viz.: 

Total 
Total no. of Processes pending for delivery will be showcased on this card. 

Date of Hearing within 7 days 
Count of Processes that are pending for delivery and has date of hearing within 7 days will appear under this card. 
Further on clicking either of the counts, the list of pending Processes can be viewed. 

 

Intimation Sent: - 
Count of Intimation sent will be shown under this card. 
Further on clicking either of the counts, the list of pending Processes can be viewed. 



 
 

Date range filter can be used to narrow down the result set. 

 
View Summon Details 

On clicking the Process ID, the summon details can be viewed. 
 

 
Summon PDF copy 

To view the summon pdf, user can click on PDF (  ) button. 



 

 
Summon Compliance 

Further, user has to click on the Forward ICON ( ) for compliance by providing the required details. 
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Summon Intimation 
1. In order to deliver Summon via electronic medium (email & SMS), click on the ( ) icon. 

The following screen will be shown: 

 
 

2. Enter the Mobile number or email or both (if both are available). 
3. Click on the Send Intimation button, the intimation will be send as email and SMS. 

Following confirmation screen will be shown. 
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Compliance:- 
This displays the count of Processes in which compliance has been done or has been successfully delivered. 
On clicking the count, the list of compliance/ delivered Processes of last 1 month will appear. 

 

 
Further on clicking the View Compliance button, the Court Summon PDF, execution details along with receiver’s 
signature and photograph can be viewed. 

 

 
 

 

**************************************** 


