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	Quick Reference Guide shows how to File audio recording request in CMS Portal.
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From CMS Portal Home page, click:  File on One of My Cases
List of cases display:
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For relevant case, click:  File a Document
SubCases panel displays:
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For relevant subcase, click:  File a Document
Add Filing screen displays:
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To identify filing, type reference in My Reference field.


Complete required panels and fields. 
	Panel:  Add Document

	Field:
	Action:

	Code/Name
	Type Audio to select Request for copy of audio recording 
Note:
Further fields display depending on document selected.

	Enter Number of hearing days requested
	Type number of days.

	Upload Document
	Click:  Choose File and attach PDF document

	Is there explicit material in these documents?
	Change if required. 





	Additional Panels

	Field:
	Action:

	Filed by
	Select party.

	Representation
	Select filing party's legal representation if applicable.
Note:
To add representation, click: Add Representation

	Are you applying to waive the fee?
	Change if required.
Note:
If Yes, upload fee waiver application.


Is fee required?
	If
	Then

	Yes
	Click:  Proceed
Resource
See Quick Reference Guide:  Make payment

	No
	Go to next step








 Click:  Proceed
Confirmation of Filing screen displays: 
[image: A screenshot of a computer

Description automatically generated]
	[image: Icon

Description automatically generated]
	Note:
Application is placed in work queue for registry to review
Document status displays as Pending Review and is updated once work queue task is actioned
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My Reference can be any name or number and can be used by you to identify this filing.

Case Information

[VICPOL] SANTIAGO, Amy v SHALLOW, Sally

Case Number: RN-250008582
Filing Date: 2025-02-19 09:46:44
Case Type: Criminal

Case Status: New

Add Document

Please wait while this page refreshes
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« Yourfiling (My reference: File_9) is submitted.
= Thank you for your payment.

Court Services Victoria

Filing Information
em  Internal Reference
No.  No. My Reference

14673 772b6104568a ‘Case Number: MAG.CR 240023409 Case Name: [VICPOL] SANTIAGO, Amy v
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Total
Payment Information

Date: 2024, September 18 TH00:30
Amount: $ 55,00

Payor: NAMEY NAME

Payment Type: Crediit Card

Card Type: VISA

Payment Transaction ID: 1128908723
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Fee

Document Name. Amount

RARCP - Request for copy of 5500
audio recording

5500

Amount
Paid Balance

$5500 $000

$5500 000
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