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Welcome Screen 
 

 
 
This screen allows you to: 
 

• Search the copy orders online system for orders which can be viewed and printed. To do this 
click on the 'Perform Search' link. 

• View and print orders which you have previously bought within the last 30 days. To do this 
click on the 'View Purchased Orders' link. 

 
The screen displays your Account Balance if you are logged on as an ICOS Account Holder.
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Query Screen 
 

 
 

This screen allows you to search the copy orders online system for orders which can be viewed and 
printed. The recommended search approach is: 
 

1. Case id 
If you know the case number, then enter the case number into the 'Case ID' field. Case 
numbers have the format YY/NNNNNN eg 04/001234. Enter the full case number into the 
field and click on the 'Go' button. This will display the details of any orders which relate to the 
case number entered. 

 
OR 
 
2. Judgment/Order Number 

If you know the order number or judgment number then enter that in the 'Judgment/Order 
Number' field. Order numbers start with 'CO' or 'DJ'. Enter the full order number into the field 
(eg CO123456) and click on the 'Go' button. This will display the order details for the order 
number entered. 

 
OR 
 

3 Name 
If you don't know the order number or case number, then enter the surname and/or forename 
into the appropriate fields. The surname field also duplicates as the field to allow you to enter 
a company name. This will display a list of cases which match the person name or company 
name entered. 

 
Note that you cannot use the Name search facility for Bankruptcy, Divorce or Probate 
orders. You should use the online Public Searching services for these searches to 
obtain the case number.  

Click on the ‘Go’ button to perform a search. 

Click on ‘Cancel’ to go back to the Welcome screen.
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Search Results Screen 
 

 
 
If you entered a name search on the Query Screen this screen will show a list of cases which match 
the person name or company name entered. 
 
Each case title listed has additional details provided at the bottom of the screen. The details are 
divided into three sections: Details, Participant and Court Results. Click on the relevant tab to see 
details. These provide you with additional information relating to the case to allow you to decide if this 
is the relevant case. 
 
To proceed to the next stage, you need to select one case by ticking the check box to the left of the 
case title. You are only allowed to select one case. Then click on the 'Continue' button. 
 
Otherwise, click on the 'Previous' button to return to the previous screen. 
 
Or, click on ‘Cancel’ to go back to the Welcome Screen.
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Order Details 
 

 
 
This screen lists the orders which match the query previously entered. If you searched by an order 
number then the matching order details will be displayed. If you searched by a case number or name 
then the orders relating to that case will be displayed. 
 
To proceed to the next stage, you need to select one or more orders by ticking the check box to the 
left of the order listed. Then click on the 'Confirm' button. 
 
Otherwise, click on the 'Previous' button to return to the previous screen. 
 
Or, click on ‘Cancel’ to go back to the Welcome Screen.
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Order Confirmation Screen 
 

 
 
This screen provides you with confirmation of the orders which you are about to purchase. 
 
It will list the orders which you have selected, the total amount due for the orders selected, the details 
of the payer and the payment method. If you click on the 'Confirm' button, the amount due will be 
deducted from your pre-paid account or credit/debit card as appropriate. 
 
If you are content with your selection, click on the 'Confirm' button to proceed.  
 
Otherwise, click on the 'Previous' button to return to the previous screen. 
 
The ‘Quit’ button will take you back to the Query Screen.
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Payer Details Screen 
 

 
 
If you are paying by credit or debit card you need to enter the name and address of the card holder. 
 
The payer details will default to the information held as part of your www.courtsni.gov.uk login 
account. 
 
You may however change this information. 
 
You must enter a House Number and Postcode and click on ‘Next’ to confirm your address. 
 
The ‘Quit’ button will take you back to the Query Screen. 
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Payment Details Screen 
 

 
 
If you are paying by credit or debit card you need to enter your card details. 
 
You must select the Payment Method to select your card type, enter the Card Number (with no 
spaces), enter the Expiry Date, and the three-digit security code. If needed the Issue Number should 
also be entered. 
 
Click on the 'Next' button to proceed. 
 
Otherwise, click on the 'Previous' button to return to the previous screen. 
 
The ‘Quit’ button will take you back to the Query Screen.
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Receipt Screen 
 

 
 
This screen confirms that the payment has successfully been deducted from your pre-paid account or 
credit/debit card. You can print this as your receipt. To do this, click on the 'Print' button. 
 
Click on the 'Return' button to go back to the Welcome Screen  
 
OR  
 
Click on the 'View Orders' button to go to the Document History screen to view and print the orders 
which you have bought. 
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 Document History Screen 
 

 
 
This screen provides you with a list of the orders previously bought. By default, the latest orders will 
be displayed at the top of the screen. 
 
Click on the 'View' link on the right-hand side of the screen to view the order. You will need to have 
Adobe Acrobat installed on your computer in order to view the document. 
 
While this screen will display a list of all orders purchased, you can only view orders which were 
purchased within the last 30 days. 
 
If the order which you have previously purchased is amended then a 'Details' link will appear showing 
you when the order was amended. 
 
You can change the sorted order of the list by clicking on the column titles. 
 
The ‘Return’ button will take you back to the Welcome Screen. 


