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CrimsonLogic Pte Ltd delivers world-class eGovernment solutions by leveraging on best-practice technologies, quality 
human capital and global experiences.  Our proven track record of end-to-end eGovernment solutions spans across trade 
facilitation and customs, judiciary, tax, healthcare, and IT security domains. With 20 years of experience in developing and 
managing nationwide, mission-critical IT systems and services in a Public-Private Partnership model, CrimsonLogic has set 
industry standards with world-first eGovernment solutions such as TradeNet, eStamping, eJudiciary and CertOfOrigin.  For 
more information, visit www.crimsonlogic.com#�
�
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This User Guide contains information, which is proprietary to CrimsonLogic. No part of this User Guide may be 
reproduced in any material form (including photocopying or storing it in any medium by electronic means and whether or 
not transiently or incidentally to some other use of this publication) without the written permission of CrimsonLogic except 
in accordance with the Copyright Act of Singapore (Cap. 63)�
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Legal Workbench is a subscription portal that fulfils the research and legal information 
needs of the legal community.  
 
Legal Workbench is the authoritative gateway of legal information. It supplies the legal 
community with essential legal information combined with user-oriented functionality and 
data directly provided by the Attorney Generals Chambers of Singapore, the Singapore 
Judiciary of Singapore, the Supreme Court, and Subordinate Courts. 
 
There are two major modules/services under Legal Workbench:  

·  Legal Research  
·  Due Diligence (which also contains BizNet)  

 
Each module or service within Legal Workbench has different pricing schemes.  
 
Legal Workbench also maintains a comprehensive Free Resources page, which holds links 
to other important and substantive websites related to Singapore Law and International 
Laws. 
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This chapter covers the following topics: 

·  About this guide 

·  Legal Workbench modules and services 
·  Minimum system requirements 
·  Getting started 

·  Document conventions 
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This guide is for users of the web-based Legal Workbench Portal, specifically law firms and 
individuals in the legal community. Users accessing this portal should have basic familiarity 
using computers and accessing the Internet. 
 
This guide provides assistance in the following areas: 

·  Navigating within the portal 
·  Performing detailed searches for legal documents uploaded regularly by Legal 

Workbench’s content providers 

·  Viewing billing details 

·  Using value-added features such as announcements, reminders, client trackers, 
bookmarks, and saved searches 

 

������"��)����'����
��	�����	��-���	�

��������	����'��

Legal Research maintains a comprehensive and up-to-date repository of online legal 
research information by providing access to sources of law relating to:   

·  Legislation  

·  Case Law & Decisions  

·  Reports & Publications  
·  Notices & Directions  
·  International Law  

·  Foreign Law Resources  
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Due Diligence is an integrated service that allows searching across multiple databases of the 
Supreme Court and Subordinate Courts of Singapore or the Accounting and Corporate 
Regulatory Authority Singapore (ACRA) in one transaction. 
 
Due Diligence allows searches on the status of any action or document filed in the Supreme 
Court and Subordinate Courts of Singapore, or with ACRA for the following:  
 

·  Execution of Judgment  
·  Insolvency  
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·  Actions with different modes of commencements 
·  Appeals  
·  Probate  

·  Powers of Attorney  

·  Information on Companies and Businesses registered in Singapore   
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The Free Resources in Legal Workbench are available for public use. Users can download 
PDF versions of articles, view selected reports, and access useful links. To view all free 
resources in Legal Workbench, click on the Free Resources tab from the Legal Workbench 
homepage. There is no need to log in to access this page. 
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·  Internet Explorer 6 or 7  
·  Mozilla Firefox 1.5 or 2.0.0.2 
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·  Intel Pentium P4 CPU 1.60GHz  

·  512MB RAM  

·  Microsoft Windows XP Professional Version 2002 SP 
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·  Broadband  
 
The Legal Workbench Secretariat and CrimsonLogic aim to provide uninterrupted access 
to Legal Workbench.  However, access to Legal Workbench may be disrupted, restricted, 
suspended, or terminated at any time at its discretion or for reasons beyond their control.  
 
Note that the speed and performance of Legal Workbench are also dependent on network 
speed and on the subscribed Internet Service Provider (ISP). 
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Refer to this section to learn more about the Legal Workbench portal interface, how to log 
in, and how to log off from the portal. 
 

������"��)����'��������

To access the Legal Workbench portal, enter this URL in the Internet browser: 
http://www.legalworkbench.com.my 
 
To access the main functions of the site, log in by entering a valid User Name and 
Password. 
 
The portal is composed of several function groups called portlets. The Portal Administrator 
customises portlets according to your user role and determines what your User ID can 
access from the portal. 
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Click Forgot Password? if you cannot recall your password. Then, enter your User ID and 
provide the answer to your secret question. 
 

�����������

To log in to the Legal Workbench Portal, enter your User Name and Password provided 
by the User Administrator and then click Login. The Legal Workbench homepage appears. 
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After three (3) unsuccessful login attempts, the system freezes your user account. Contact 
your User Administrator to reset your password, or refer to Resetting your password. 
 
For any problems logging in to Legal Workbench, call the 24-hour call centre at Toll Free 
1800 813 874 to report the issue. 
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During initial login, you will be required to replace the default password provided by the 
User Administrator. Enter a unique password in the New Password and Retype New 
Password fields and then click Continue. 
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To change your password, click Manage Password. Enter the Old Password, enter the 
New Password, Retype New Password, and then click Continue. 
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Click Update Password Retrieval to update your secret question and answer. If you cannot 
recall your password, the secret question and answer combination serve as an added level of 
security. 
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If you need to reset your password, contact your Legal Workbench Administrator or call 
the Legal Workbench Helpdesk at Toll Free 1800 813 874. 
  
The processing time for a password reset usually takes two (2) hours after contacting either 
the Legal Workbench Administrator or the Legal Workbench Helpdesk. Extension of the 
processing time may occur should both the Legal Workbench Administrator and the Legal 
Workbench Helpdesk experience a high volume of support calls. 
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To log out of the Legal Workbench portal, click Logout at the upper right portion of the 
portal. The Legal Workbench Portal main page appears. 
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If Legal Workbench website does not display content correctly (e.g., blank page, unable to 
display message, etc.), clear your Internet browser’s cache and temporary files. 
 
.����	�������������!?�������

To clear your Internet browser’s cache, go to the Internet Options window (Tools >> 
Internet Options >> General) and click Delete Cookies, Delete Files, and Clear History. 
Click OK to close the window. 
 
.�@�����:�����?��+,�

To clear your Internet browser’s cache, go to the Options window (Tools >> Clear Private 
Data). Mark all the checkboxes in the window and click Clear Private Data Now. Click 
OK to close the window.  
 
.�@�����:�����?�2+;+;+2�

To clear your Internet browser’s cache, go to the Options window (Tools >> Options >> 
Privacy tab) and click Clear Now. Mark all the checkboxes in the window and click Clear 
Private Data Now. Click OK to close the window. 
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If the problem persists, call the 24-hour call centre at Toll Free 1800 813 874 to report the 
issue. 
 

 ��
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Refer to this section to familiarise yourself with the visual aids used throughout the guide. 
 
��-��������

To assist users with accessing screens, pages, or windows, refer to the following navigation 
format: 
 

Open the User Account screen. 
(Admin menu >> User >> Create new user) 

 
$
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All system elements are highlighted in Bold text. 
 
%�������)	�

All topics mentioned in the guide’s content are hyperlinked. Click on the hyperlink to view 
the referring topic. 
 
�����
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Callouts are presented differently from the original content and highlight certain 
information. There are two types of callouts: tips and warnings.  
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Legal Workbench provides sufficient user assistance features, which help users navigate within 
the portal more efficiently. Refer to this section to understand the supporting navigational 
features and useful resources in Legal Workbench. 
 
This chapter covers the following topics: 

·  Site Map 
·  Portal Search 
·  Help 

·  About Legal Workbench 
·  Contact Us 
·  Training courses 
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Use the Site Map to view all the accessible pages from Legal Workbench. Navigate to other 
pages from the site map as an alternative to accessing a page directly from the Legal 
Workbench homepage. 
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Use Legal Workbench’s Portal Search for more general search requirements. Since Legal 
Workbench has existing simple and advanced search functions for Legal Research and Due 
Diligence, use the Portal Search only when you do not prefer to use Legal Workbench’s more 
specific search tools. 
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Use Legal Workbench’s Help to access the available Legal Workbench help topics and view 
details on tasks, such as customising Legal Workbench and arranging portlets. The Help also 
contains a Frequently Asked Questions (FAQ) section to assist users with typical concerns in 
using the portal. 
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Use About Legal Workbench page to view more details about the Legal Workbench portal  
such as its main functions, accompanying modules, and content providers. Users can also query 
prevailing rates for the services provided by the Legal Workbench portal. 
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If further assistance is required, go to Contact Us in Legal Workbench.  
 
Singapore Academy of Law   
Address:  
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1 Supreme Court Lane, Level 6 Singapore 178879  
Tel: (65) 6332 4388  
Fax: (65) 6334 4940  
Website: http://www.sal.org.sg 
Email: lawnet@sal.org.sg 
 
Crimsonlogic Pte Ltd   
Address: 
31 Science Park Road, The Crimson Singapore 117611  
Tel: Toll Free 1800 813 874  
Fax: (65) 6778 5277  
Website: http://www.crimsonlogic.com 
Getting there: Science Park 2 (off Pasir Panjang Road)  
  
Call Centre  
DURING office hours - Monday to Friday 9am to 5.45pm  
Tel: Toll Free 1800 813 874   
 
Email Enquiries  
General and/or Technical feedback - helpdesk@crimsonlogic.com  
Content Feedback – feedback@lawnet.com.sg 
  
Submit Feedback form  
From Legal Workbench’s Contact Us page, provide feedback by filling in your contact 
information and message text, then clicking Submit. 
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For more information on training courses and the training schedule, contact the CrimsonLogic  
at Toll Free 1800 813 874 or send an email to customeradmin@crimsonlogic.com.   
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Use the Legal Research functions to make a query on Singapore cases, reference materials, 
Singapore parliamentary reports, legislation, and Singapore treaties stored in Legal 
Workbench. Legal Workbench’s content providers upload legal documents regularly to the 
portal. 
 
Specifying search criteria narrows down a search to matching documents. Selected documents 
can then be downloaded to a local drive, printed, or sent to another contact. You can also set up 
the portal to send reminder messages to yourself and retrieve the matching documents later.  
 
This chapter covers the following topics: 

·  Search types and search operators 
·  Making a Legal Research simple search 

·  Making a Legal Research advanced search 

·  Viewing Legal Research results  
·  Browsing by Subject 

 
Click on the Legal Research tab to open the Legal Workbench page. 
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The main page contains portlets, such as the search trail, saved search, browse by subject, search 
tools (e.g., simple, advanced, combined, etc.), and other portlets that can be customised to 
display in this page.  
 
At the start of every login session in Legal Workbench, the search trail does not display any 
records. The portlet displays the search trail for every login session, and the search trail is 
purged when you log out of Legal Workbench. The portlet lists all the searches you have made 
since the login session started. 
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Refer to this section to understand how to enter information depending on the type of search 
that will be conducted using Legal Workbench’s Legal Research. In addition, the various 
search operators that can be used are discussed in more detail in this section. 
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Use search operators if you will use the Boolean search method. 
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·  AND, OR and NOT operators 

These operators are available in Legal Research Simple Search, Combined Search, 
Singapore Cases, English Cases, Reference Material, Legislation, and Treaties. Refer to 
the following examples: 

negligence AND causation 
This means both words must be present.  
 
equitable OR beneficial 
This means either one of the words must be present. 
 
jurisdiction NOT matrimonial 
This means Jurisdiction must be present, and matrimonial must not be present.  
 

·  Proximity Operator 
This operator is available for Singapore and English Cases, Reference Material, and 
Legislation. Refer to the following examples: 

definition W/5 factory 
This means the term “factory” must occur within 5 words of the word “definition”.  
 
jurisdiction NOT W/5 matrimonial 
This means the term “matrimonial” must not occur within 5 words of the term 
“jurisdiction”.  
 

·  Wildcard 

Use wildcard to locate related words in a document. This is available for Singapore 
Cases, English Cases, Reference Material, Legislation, and Treaties. Refer to the 
following examples: 

Appl? 
This means the system searches for any terms beginning with “Appl” and ending with one 
more character (e.g., Apply). 
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Appl* 
This means the system searches for any terms beginning with “Appl” (e.g., Applied, 
Application, Applicants).  

 

·  Fuzzy Search Operator 
This operator is available for Singapore Cases and Reference Material.  Refer to the 
following example.  

Legi%lation 
This means the system searches for potentially misspelled variations of the term 
Legislation (e.g., Legisslation).  

 

·  Phonic Search Operator 

This operator is available for Singapore Cases, Reference Material, and Legislation. 
Refer to the following example. 

#Smith 
This means the system searches for words that sound like the term “Smith” (e.g., Smythe).  
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A citation is a means of reference to legal authorities and precedents (such as cases, statutes, 
and articles). Citations to cases and judgments follow a relatively standard format: 
 

([Year], [volume if applicable], [citation code], [page number]) 
 
Citation searches in Legal Workbench allow you to retrieve a particular judgment (reported or 
unreported) or range of judgments from the Legal Research module. 
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To make a citation search, select the type of report/judgment to retrieve from the dropdown 
list. Specify the relevant information, and press Enter or click Search to retrieve matching 
cases. Refer to the example below:  
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To view the recognised citation formats for citation searches, see the help topic in Legal 
Workbench (Help >> Using Legal Research >> Searching >> Search by Citation >> Citation 
Formats Recognised in Citation Search)   
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Use the Legal Workbench Simple Searches portlet found on the homepage or Legal Research 
tab to search either by keyword and selecting from the resources available, or by entering a 
citation. 
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Enter information for one of the following: 

·  Free Text/Natural language search 

Enter a text or phrase, and then mark one or more resources. 

·  Citation search 

Select the type of citation to search and then either enter a citation or select from year, 
volume number, and page number. 

·  Browse existing documents 

Select a category and title, then specify whether the information will be sorted by court, 
judge, or year.  This is available in the Reference Material tab. 

·  Singapore cases 

If you are searching from the Cases tab (Legal Research tab >> Cases tab), specify 
whether you are searching for cases filed in Singapore or cases filed in other locations. 
Click on the appropriate hyperlink. 

The Cases search allows you to search by Keyword or Citation. Alternatively, you can 
browse for content using drop-down list selections. You can also access Browse by 
Subject and Advanced Search and Reference Trace from this tab. 
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Click Search to perform the search and display matching results. Records that match your 
simple search are displayed. Proceed to Viewing Legal Research results. 
 

.�)��������������	����'���-������	����'�

Use the Advanced Combined Search from the Legal Workbench page to provide more search 
criteria or filters.  

�����)������������	����'���-������	����'(�

1. Open the Legal Research Advanced Search page.  
(Legal Research tab >> Combined Search tab >> Advanced Combined Search) 
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2. Specify whether the search will be conducted using Boolean logic (ex. adding “and” or 
“not”), or by using natural language (free text). After selecting Boolean for the Search 
Query, specify the keywords and search operators. For more information, see About 
Search Operators. 
 

3. Specify conditions for the search text.  
·  With all these words: Enter text or phrase that must have all the words in the search 

results. 
·  With the exact phrase: Enter an exact phrase that should appear in the search results. 
·  With at least one of these words: Enter text that must have at least one of these words in 

the search results. 
·  Without these words: Enter text that must not appear as one of the words in the search 

results. 
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Cases & Reference Material 
Mark the appropriate checkboxes to search from Singapore Case Law, English Case Law, 
Reference Material, or mark All to include all document types. To make an advanced 
search, see Making an advanced case search or Making an advanced reference material 
search. 

 
Legislation Database 
Specify whether to include acts, subsidiary legislation, or both databases in the search. To 
make an advanced search, see Making an advanced legislation search. 

 
Singapore Parliamentary Reports 
Specify whether to include Hansard Reports, Sessional & Select Committee Report, or 
both report types in the search. To make an advanced search, see Making an advanced 
Singapore parliamentary report search. 
 
Singapore Treaties 
Specify whether to include bilateral, multilateral, or both types of treaties in the search. To 
make an advanced search, see Making an advanced Singapore treaties search. 

 
4. Click Search to perform the search and display matching results. Proceed to Viewing 

Legal Research results. 
 

.�)���������-��������	��	����'�

Use the Cases tab of the Legal Research portlet to search Singapore cases by keyword, Citation, 
or make a specific Category search. 

�����)�������-��������	��	����'(�

1. Open the Cases tab. 
(Legal Research tab >> Cases tab) 
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2. Specify whether you are making a Simple Search, a Citation Search, or a Category Search 
by marking the appropriate radio button. Then, specify details based on your selected 
search type. 

 
Simple Search 
For a simple search, enter keywords that refer to the case. Specify whether the search will 
be conducted using Boolean logic (ex. adding “and” or “not”), using all of the words, any of 
the words, or the exact phrase. If you selected Boolean, specify the keywords and search 
operators. For more information, see About Search Operators. 
 
Citation Search 
For a Citation Search, specify whether you are searching Singapore Law Reports or a 
neutral citation. Then, based on your selection specify more citation details. For more 
information, see About Citation searches. 
 
Category Search 
For a Category search, select from the available categories using the dropdown list. Based 
on the category selection, specify additional details on the category. The applicable 
category fields will be available depending on the selected Category. Then, enter a title for 
the case, if necessary. 
 

3. After specifying all your search criteria, click Search to perform the search and display 
matching results. Proceed to Viewing Legal Research Results. 

 

.�)���������-�����������������	��	����'�

Use the Cases Advanced Search page to enter advanced search criteria for a case search. 

�����)�������-�����������������	��	����'(�

1. Open the Cases Combined Advanced Search page. 
(Legal Research tab >> Combined Search >> Advanced Combined Search >> English 
Cases Advanced Search or Singapore Cases Advanced Search) 
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Alternatively, you can open the Cases Combined Advanced Search page through: 
(Legal Research tab >> Cases tab >> Singapore Cases Advanced Search or English Cases 
Advanced Search >> Advanced Search and Reference Trace) 

 
:��
���3+4� 
�-���������������	����'�������

2. Specify the keywords, the court categories to include, the number of matching cases to 
display per page, and a date range a decision was made for matching cases. 
Search Query 
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Use Boolean logic to specify whether the search will be conducted using search operators 
(e.g. "AND", "NOT" etc), or by using natural language (free text). After selecting Boolean 
for the Search Query, specify the keywords and search operators.  
 
Field Search Terms 
Select from the specific type of information to search and any of the Search Controls. For 
more information, see About Search Operators. 
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For Singapore cases, you can use the following field search terms: 
·  Coram 
·  Catchwords 
·  Counsel Name 
·  Party Name 
·  Court 
 
For English Cases you can use the following field search terms: 
·  Counsel 
·  Appendix 
·  Cases Cited 
·  Facts 
·  Footnote 
·  Headnote 
·  Judges 
·  Judgment 
·  Notation 
·  Note 
·  Order 
·  Opinions 
·  Parties 
·  Petition 
·  Reference 
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·  Reporters Series 
·  Solicitors 
·  Subject and 
·  Title 

�
:��
���3+�;� ��	�	�
�-���������������&����'������>�! ����	'���	�	�

Categories 
For Singapore cases, select from the categories to search by marking the appropriate 
checkboxes. 
 
Courts 
For English cases, select from the Court(s) to search from by marking the appropriate 
checkboxes. 
 
Number of Documents Per Page 
Decision Date Range (Singapore Cases) 
Year (English Cases) 
Select the number of matching cases to display per page, an applicable date range for 
matching cases or the applicable year for the matching cases.  
 

3. For Singapore cases, click on the Reference Trace tab to make a simple or advanced search 
for a list of legislations referred to by the case. You can also make a case search by 
references, or by entering a case title and citation name. 
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A Reference Trace search allows you to find all Singapore Law Report cases related to the 
legislation that you are researching, whether local or foreign cases. Whether you select a 
simple search or an advanced search, you can select the Provision by section, subsection or 
sub-subsection.  
 
Simple Search 
For a simple reference trace search, specify details on the legislations that refer to this case, 
such as the legislation number, reference number, year, edition, provision type, and 
provision name. 
 
Enter a combination of legislation details, a case title with annotation, or a citation with 
annotations in the corresponding fields. Press Enter or click Search to display results that 
match the specified criteria.  
 
Provide as much detail as possible in the search criteria to retrieve the most accurate 
results. A missing apostrophe or hyphen, or any other punctuation in the search text will 
yield no results. 
 
Refer to the following scenarios: 
·  If you enter “Factories” in the Legislation field, the system retrieves all legislation with 

the word “Factories” in the title (e.g. Factories Act, Factories Building Operations and 
Works of Engineering Construction. Regulations, and all the years/editions of the 
Factories legislation from all jurisdictions such as U.K. and Australia).  

·  If you select “Section 6” in the Provision field, the system retrieves all results under 
section 6, including subsections e.g. section 6(1), 6(4), 6(9), etc. This helps ensure that 
the research is comprehensive. 

·  If you want to find a specific subsection e.g., 33(1) (a) of the Factories Act (Cap 104, 
1998), enter all the exact details in the fields. 

·  If you enter “Women's Charter” without the apostrophe, or “Hire-Purchase Act” 
without the hyphen (-), the system will not retrieve the intended results. 

 
Advanced Search 
Use the advanced reference trace search to restrict your search to a particular jurisdiction 
by specifying details on the legislation that refer to this case, such as which legislation to 
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include (foreign, local, or both), type of legislation document, legislation name, year of 
publication, reference number, and provision details. 
 
For the Legislation field (Foreign Legislation), add the jurisdictions to search from in 
addition to Singapore legislation, such as English (UK), American (US), Australian and 
New Zealand (Aust and NZ), Canadian (Can), and Malaysian legislation. Depending on 
the jurisdictions selected, the legislation format specific to each jurisdiction is displayed. 
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To specify provisions for advanced reference trace searches, enter the prefix in the first text 
field (e.g. “s” for section, “r” for rule, “reg” for regulation), followed by a space, and then 
the provision number. 
 

4. After specifying all your search criteria, click Search to perform the search and display 
matching results. Proceed to Viewing Legal Research results. 
 

.�)���������-�������������������������	����'�

Use the Advanced Reference Material tab of the Legal Research portlet to search reference 
materials by keyword, Citation, or browsing from categories using author names, article titles 
and year of publication. 

�����)�������-�������������������������	����'(�

1. Open the Advanced Reference Material tab. 
(Legal Research tab >> Reference Material tab) 
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2. Specify whether you are making a Simple Search, a Citation Search, or a browsing existing 
documents by marking the appropriate radio button. Then, specify details based on your 
selected search type. 

 
Simple Search 
For a simple search, enter keywords that refer to the reference material. Specify whether 
the search will be conducted using Boolean logic (ex. adding “and” or “not”), using all of 
the words, any of the words, or the exact phrase. If you selected Boolean, specify the 
keywords and search operators. For more information, see About Search Operators. 
 
Citation Search 
For a Citation Search, select the Journal for your search. Then, based on your selection 
specify more citation details, such as the year of publication, volume and page number. For 
more information, see About Citation searches. 
 
Browse 
Use Browse to make a broader search from existing reference materials or journals. Select 
the document type from the drop-down list, and then filter the search by entering an 
article title and/or author name. Use the alphabetic hyperlinks to list all the articles or 
titles that start with the letter you selected. If applicable, sort the list or articles or author 
names based on a selected year of publication. 
 

3. After specifying all your search criteria, click Search to perform the search and display 
matching results. Proceed to Viewing Legal Research Results. 

 

.�)���������-����������������������������������	��� �'�

Use the Reference Material Advanced Search page to enter advanced search criteria for a 
reference material (e.g., journals, publications, etc.). You can search the Legal Workbench 
database for legal writings and commentary, comprising textbooks, journals, legal updates, 
ASEAN law, and legal news and precedents. 
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1. Open the Reference Material Advanced Search page. 
(Legal Research tab >> Advanced Combined Search >>Reference Material Advanced 
Search) 
(Legal Research tab >> Reference Material tab >> Advanced Search and Reference Trace) 

 
2. Specify the conditions of the search text, the categories to be included, and the number of 

matching documents displayed per page. 
 
Search Query 
Use Boolean logic to specify whether the search will be conducted using search operators 
(e.g. "AND", "NOT" etc), or by using natural language (free text). After selecting Boolean 
for the Search Query, specify the keywords and search operators. For more information, 
see About Search Operators. 
 
Field Search Terms 
Select from the specific type of information to search (e.g., Author, Catchwords, and 
Title), and any of the Search Controls.  
 
Categories 
Select from the categories within existing reference materials to search by marking the 
appropriate checkboxes. 
 
Number of Documents Per Page 
Select the number of matching reference materials to display per page, if necessary.  

 
:��
���3+�*� ����������.��������
�-���������������&� ���'������>�����������.��������

3. Click on the Reference Trace tab to make a simple or advanced search for a list of 
legislation referred to by the reference material. Users can also make a search by references, 
or by entering a case title and citation name. 
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Simple Search 
For a simple reference trace search, specify details on the legislations that refer to this case, 
such as the legislation number, reference number, year, edition, provision type, and 
provision name. 
 
Enter a combination of legislation details, a case title with annotation, or a citation with 
annotations in the corresponding fields. Press Enter or click Search to display results that 
match the specified criteria.  
 
Provide as much detail as possible in the search criteria to retrieve the most accurate 
results. A missing apostrophe or hyphen, or any other punctuation in the search text will 
yield no results. 
 
Advanced Search 
Use the advanced reference trace search to restrict your search to a particular jurisdiction 
by specifying details on the legislation that refer to this case, such as which legislation to 
include (foreign, local, or both), type of legislation document, legislation name, year of 
publication, reference number, and provision details. 
 
For the Legislation field (Foreign Legislation), add the jurisdictions to search from in 
addition to Singapore legislation, such as English (UK), American (US), Australian and 
New Zealand (Aust and NZ), Canadian (Can), and Malaysian legislation. Depending on 
the jurisdictions selected, the legislation format specific to each jurisdiction is displayed. 
 
To specify provisions for advanced reference trace searches, enter the prefix in the first text 
field (e.g. “s” for section, “r” for rule, “reg” for regulation), followed by a space, and then 
the provision number. 
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4. Click Search to perform the search and display matching results. Proceed to Viewing 
Legal Research results. 

 

.�)���������-����������	�������	����'�

Use the Advanced Legislation tab of the Legal Research portlet to search legislation by 
keyword, browsing from existing legislation, or entering the chapter number. 

�����)�������-����������	�������	����'(�

1. Open the Advanced Legislation tab. 
(Legal Research tab >> Legislation tab) 
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�-����������	�����������

2. Specify whether you are making a Simple Search, browsing existing documents, or 
entering a chapter number by marking the appropriate radio button. Then, specify details 
based on your selected search type. 

 
Simple Search 
For a simple search, enter keywords that refer to the legislation. Specify whether the 
search will be conducted using Boolean logic (ex. adding “and” or “not”), using all of the 
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words, any of the words, or the exact phrase. If you selected Boolean, specify the keywords 
and search operators. For more information, see About Search Operators. 
 
Simple Free Text Search can be done together with Cap. No. 
 
Browse 
Use Browse to make a broader search from existing legislation.  
 
Select from either of the following legislations: Statutes, Subsidiary Legislation, Acts 
Supplement, Subsidiary Legislation Supplements, Bills Supplements or Subject Index. 
Choose a letter to retrieve matching legislation that starts with the selected letter. 
 
You can also view a list of applicable documents by clicking on either of the following 
hyperlinks:  
·  Constitutional Documents  
·  English Acts  
·  Interpretation Act  
·  Imperial Acts  
·  Private Acts 
 
Cap. No. 
Enter the chapter number of the legislation, if applicable. 
 

3. After specifying all your search criteria, click Search to perform the search and display 
matching results. Proceed to Viewing Legal Research Results. 

 

.�)���������-���������������&�������������	�������	 ����'�

Use the Legislation Advanced Combined Search page to enter advanced search criteria for 
legislations. This allows you to conduct a comprehensive search of the Legislation database, 
which is provided by the Attorney-General’s Chambers of Singapore (also known as the 
Versioned Legislation Database).  
 
This versioned legislation database captures all versions of local statutes, subsidiary legislation, 
and selected Government Gazette supplements created after 1 January 1997. 

�����)�������-���������������&�������������	������� 	����'(�

1. Open the Legislation Advanced Search page. 
(Legal Research tab >> Advanced Combined Search >>Legislation Advanced Search) 
(Legal Research tab >> Legislation tab >> Legislation Advanced Search) 
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2. Specify the conditions of the search text, the database(s) to be included, and the number of 
matching documents to be displayed per page. 
 

3. Click Search to perform the search and display matching results. Proceed to Viewing 
Legal Research results. 

 

.�)���������-������&������������������������������	 ����'�

Use the Singapore Parliamentary Reports Advanced Search page to enter advanced search 
criteria for Singapore parliamentary reports. 

�����)�������-������&������������������������������ 	����'(�

1. Open the Singapore Parliamentary Reports Search page. 
(Legal Research tab >> Parliamentary Reports tab) 
 

2. Determine your search method, either by specifying Hansard report details, or by 
specifying Sessional and Select Committee report details. Based on your selected search 
method, click on the appropriate hyperlink. 
 

3. Specify your search criteria. 
 
To make a Hansard Report search, specify details, such as a report section, report search 
text, Minister of Parliament (MP) details, parliament session details, and the number of 
matching documents to display per page.  
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For additional assistance on making a Hansard Report search, click on Help and/or FAQ . 
The Hansard Report Help page contains details on how you can conduct a proper search 
in Legal Workbench. The FAQ contains commonly asked questions regarding Hansard or 
Sessional and Select Committee searches.  
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To make a Sessional & Select Committee Report Search, specify details, such as a specific 
report section, search text, parliament session details, and the number of matching 
documents to display per page. 
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For additional assistance on making a Sessional & Select Committee search, click on Help 
and/or FAQ . The Sessional & Select Committee Help page contains details on how you 
can conduct a proper search in Legal Workbench. The FAQ contains commonly asked 
questions regarding Hansard or Sessional and Select Committee searches. 
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4. Click Search to perform the search and display matching results. Proceed to Viewing 
Legal Research results. 

 

.�)���������-������&����������������	�	����'�

Use the Advanced Treaties tab to search for all Singapore treaties using keywords, or by 
browsing from existing treaty types. 
 
The Singapore Treaties Database, maintained by the Attorney-General’s Chambers of 
Singapore, contains records of treaties to which Singapore is a party, including exchanges of 
letters, memoranda of understanding, and other agreements regarded as treaties under 
international law. 

�����)�������-������&����������������	�	����'(�

1. Open the Advanced Treaties tab. 
(Legal Research tab >> Treaties tab) 
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2. Specify whether you are making a keyword search or whether you will browse from 
existing documents. 
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Search 
For a keyword search, enter keywords that refer to the Singapore treaty. Then, specify 
whether the matching records must have the exact words, or whether word variations from 
the search text will also be retrieved. 
 
Browse 
Select from the following treaty types by clicking on the appropriate hyperlink: All 
Treaties, Multilateral Treaties, or Bilateral Treaties. 
 

3. After specifying your search criteria, click Search to perform the search and display 
matching results. Proceed to Viewing Legal Research Results. 

 

.�)���������-���������������&����������������	�	��� �'�

Use the Singapore Treaties Advanced Combined Search page to enter advanced search criteria 
for Singapore treaties. 

�����)�������-���������������&����������������	�	�� ��'(�

1. From the Advanced Combined Search page, click Singapore Treaties Advanced Search to 
enter additional details on the treaties to be included in the search. 

 
:��
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2. Specify the conditions of the search text, the treaty type (Multilateral, Bilateral, or both) to 
be included, and the number of matching documents to be displayed per page. 

 
3. Click Search to perform the search and display matching results. Proceed to Viewing 

Legal Research results. 

6��7������������	����'���	
��	�

After making a successful search in Legal Workbench, the portal displays the legal research 
documents that match the search criteria. 
 
The search results are sorted with the closest match to the search criteria at the top of the list. 
To filter the search results according to case materials, reference materials, legislations, or 
treaties, click on the appropriate tab at the top of the page. If there are matching parliamentary 
reports, the results are displayed in a separate window. Specify an additional filter to narrow 
down results by category by selecting from the Filter drop down list. 
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To view details from the search results list, click on the hyperlink of the document. Refer to 
descriptions of some common elements when viewing a legal document: 
 
����	���������

Depending on the document uploaded to the portal, one or more of the tools will be available. 
For example, if a legal document does not have a PDF and can only be printed, the PDF icon 
will be disabled in the Tools portlet.  
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The Search Trail portlet displays the search trail for every login session, and the search trail is 
purged when you log out of Legal Workbench. Click on the hyperlinks in the search trail to 
revisit the searches you have made during this login session. 
 

6��7��������	������	�

For retrieved legislations, click on the hyperlinks to view additional details, such as Singapore 
parliamentary reports related to the legislation, the search trail for this legislation, tools for 
printing the legislation, and the amendment history for the legislation. 
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For retrieved cases, click on the hyperlinks to show additional details, such as documents 
related to the case/reference material, the search trail for this case/reference material, and tools 
for saving the case/reference material to a PDF. 
 
You can view the following information on each case/reference material: 

·  Information 
This refers to details, such as the suit number, decision date, court, Coram, and counsels. 

·  Catchwords (for Singapore cases only) 

This refers to catchwords or phrases used to associate the case/reference material to a 
subject grouping in the portal. For more information on how catchwords are used, see 
Browsing by Subject. 

·  Case Summary 
This refers to the details of the case, such as the facts governing the case/reference 
material and legislations or previous cases used as reference. 

·  Judgement 

This contains the transcript of the judgment made on the case/reference material. 

 

6��7����&�����������������������������	�

A parliamentary report is displayed in a separate browser window. Click on the hyperlinks to 
show additional details on the parliamentary report.  
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A Singapore treaty is displayed in a separate browser window. Click on the hyperlinks or any 
embedded files to show additional details on the treaty.  
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Use Save Search to store and access previously completed searches later. Each saved search will 
be displayed in your Legal Workbench homepage as a hyperlink. You can set up a reminder for 
each saved search and receive email reminders to help revisit your search. 

���	�-����������	����'�	����'�	(�

1. To save completed search and access the results later, click Save Search from the Legal 
Research results page.  

 
2. The portal opens a separate window, which allows you specify the name of the saved 

search, and whether to set up a reminder for the saved search. 
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To set up a reminder for the saved search, click Remind Me, and additional fields are 
displayed. Specify a date the contact person that will receive the reminder message. 

 
:��
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3. Click Save. You can now access the saved search from the Saved Search portlet in the 
Legal Workbench homepage. 

�������		��������������������	����'�	����'�	(�

1. From the Legal Workbench Homepage, go to the Saved Search portlet and click on the 
appropriate saved search. The portal displays the same search results conducted previously.  

 
2. Click Manage if to view a detailed listing of the saved searches. 
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You can also click Manage from the Saved Search window to access the saved searches. 
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The Manage Saved Searches page is displayed. 
 

3. To access your saved search results, click on a hyperlink. 

 
:��
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4. To delete a saved search, mark the checkbox of the saved search to delete and click Delete. 

$��7	�������&
�8����

Use the Browse by Subject page to go through all the available cases stored in the portal and to 
view the details of a case. This is especially useful if you do not have access to details on a case 
and cannot provide search criteria. 
 
The Browse by Subject page uses catchwords to arrange cases. Catchwords refer to a case’s 
characteristics (e.g., Administrative Law, Banking). For more information on catchwords, see 
Viewing cases/reference materials. 

������7	�����	
�8���(�

1. Click on the Legal Research tab from the Legal Workbench homepage. 
 
2. Go to the Browse by Subject portlet. 
 
3. Review the folder structure of the cases stored in the portal.  
 

Folders with a plus (+) sign indicate that additional folders are stored within them and 
users would need to expand these folders. The portal begins retrieving cases stored in the 
folder when you click on a folder without a plus or minus (-) sign. 
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4. The hyperlinks on the right side of the page are the cases that are stored under this subject. 
Click on the hyperlink to display details on the case. 
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5. View the details of the retrieved case. 
 
Information 
This refers to the details of the case, such as the suit number, decision date, court, Coram, 
and counsels. 

 
Catchwords 
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This refers to catchwords or phrases used to associate the case/reference material to a 
subject grouping in the portal. 
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Case Summary 
This refers to the details of the case, such as the facts governing the case and legislations or 
previous cases used as reference. 

 
Judgement 
This contains the transcript of the judgment made on the case. 

 
Legal Updates 
If applicable, this contains any legal updates related to the case. 

 
6. Perform any of the following tasks from this page: 
 

Tools 
Click on the appropriate icon to print a copy of the case, save it to PDF, send a copy of the 
case to another contact, copy the URL of the case in the portal, add alerts for this case, 
bookmark the case, and add comments to the case. 
 
Search Trail 
Click on the hyperlinks to access the trail search that was done to access this case. A search 
trail helps keep track of your research path if you need to return to previous folders and 
access other cases. 

 
Related Documents 
Click on the hyperlinks to access any documents related to this case. 

 
Other Decisions 
Click on the hyperlinks to access other decisions or judgements put in force that affect the 
outcome of this case. 



3 � ···· � � ! � 
 � � � ! & ! 
 � � % �

(����������	�
��
���
�� � ! � 
 � � " � � # $ ! � � % � � ! � ! � 
 � � � & ! � � � � �  ! � , �
 

 
Case References 
Click on the hyperlinks to access any other cases that used this case as reference. 

 
Subject Tree 
Click on any of the folders in the subject tree to review content in the same subject area. 

 
Legislation 
Click on the hyperlinks to access the legislations related to this case. 

 
Reference Materials 
If applicable, this contains any reference materials related to the case. 

 
7. After reviewing the case, click Return to Search Results or navigate to the next section in 

the portal you would like to access. 
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LawNet is pleased to introduce a new Case Treatment feature in case view pages to indicate 
how subsequent cases have made reference to the case in view. This will allow you to make a 
quick evaluation of the precedential value of the case at a glance.  
 
Other refinements have also been introduced in the Search and Case View pages, as part of our 
continuing efforts to enhance our service to make your online legal research more efficient and 
convenient. 
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The Case Treatment feature allows users to see the precedential value of the case in 
view, at a glance. 
 
This is done by showing how subsequent cases have made reference to the case. The 
greater the number of cases that have made reference to the case, the stronger the 
precedential value of the case. 
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Search results can be narrowed down by entering more search terms in the search box and by 
selecting “Search within Results” as the Search method in the dropdown list. This search uses 
Boolean logic, which indicates that search operators can be used to conduct the search. The 
function is available for all databases except Legislation, Treaties, AustLII and Parliamentary 
Reports 
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To navigate to previous refined searches, use the Search Trail. 
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Due Diligence is a service that searches for the Civil Proceedings information and ACRA 
information. The Due Diligence functions in Legal Workbench allow users to query cases that 
have undergone due diligence, or cases wherein precautions were taken to prevent further harm 
or inconvenience.  
 
Due Diligence services are currently chargeable.  Users need to pay via credit card for all 
searches performed and before records can be successfully retrieved. 
 
Specifying search criteria allows users to narrow down their search to specific matching records, 
which can then be downloaded to a local drive or viewed online. Users can also set up the portal 
to send them reminder messages and retrieve the matching records later.  
 
This chapter covers the following topics: 

·  Due Diligence pricing 
·  Due Diligence search process 

·  Making a Due Diligence search 
·  Viewing Due Diligence results  
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Refer to the applicable due diligence rates based on the type of due diligence search conducted. 
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This database provides details on the arrest of ships as well as information on caveators and 
vessels. All case details, parties involved and documents filed can be printed at the end of the 
search. 
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This system consists of cases in which a Writ of Seizure and Sale was filed against the debtor 
by the creditors for the payment of money through an order or judgment issued by the 
Subordinate Courts.  
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Two main types of search are available on the Bankruptcy: 
 
The Bankruptcy Petitions Search 
This database has been migrated from the text-based system in Legal Workbench Litigation. It 
provides information on bankruptcies made to debtors by the Supreme Court of Singapore. 
This new service offers a wide variety of new searches. The full description and the cost of each 
search are shown below:  
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The Originating Summons (Bankruptcy) Search 
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It provides information on companies that were ordered by the Supreme Court of Singapore to 
wind up. The full description and the cost of each search are as follows: 
 

&����'�����	� �'�����
%���

�5���
)�� H�&#���.�������
)�
���
��!�5���
)� H��#���.�������
)�

 
�����	���������������&����'��

The system enables users to enter a single search criterion, such as the name of the individual or 
company to retrieve the required records from the litigation module, with the exclusion of the 
Bankruptcy and Companies Winding Up Search System. Users can search from the Supreme 
Court database, Subordinate Courts database, or both.  
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Searches on Court of Appeal with the appeals, judgments and orders from Supreme Court are 
possible via Legal Workbench. Each search retrieves details including the appeal number, name 
of appellant, respondent, party status and filed documents.  
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This database provides information on originating motion and petition proceedings. 
Information is available in respect of originating motion and petition proceedings commenced 
in or after 1981.  
 
For Originating Summons, about 16,000 original processes are available, starting from 1981 to 
the current year, with particulars of the company, defendant or plaintiff, and the status of the 
case.  
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Originating Summons is merged with Originating Motion/Originating Petition/Judicial 
Management due to Rule of Court. 
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This database provides details on the Power of Attorney (PA) cases filed to the High Court 
since 1992. 
 

&����'�����	� �'�����
%���

�5���
)�� H�&#���.�������
)�
���
��!�5���
)� H�&#���.�������
)�

 
��������.�����	��

2 main types of searches are available under the Probate Petitions Database: 
 
The Petition Search 
This search provides information on petitions that have been filed in respect of the estate of a 
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particular deceased person. Information from the Cause Book Listings is available for the 
Supreme Court from 1975 onwards and for the Subordinate Courts from 1996 onwards. Case 
Details are only available in respect of Supreme Court records. 
 
The Caveat Search 
This search provides information on caveats lodged in Probate proceedings.  
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This system consists of cases in which a Writ of Execution was filed against the debtor by the 
creditors through an order or judgment issued by the Supreme Court.  
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This system enables users to conduct a search on either the plaintiff's or defendant's name to 
obtain case details on the Writ of Summons from the Subordinate Courts, including the nature 
of the claim, amount of the claim, Summons-In-Chambers hearing, results and the final order.  
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Pricing: No Charge  
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Pricing: No Charge  
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A Due Diligence search in Legal Workbench is handled in the following manner: 
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Use the Legal Workbench Simple Searches portlet to specify minimal search criteria for your 
due diligence search. A due diligence simple search can be done from the Legal Workbench 
homepage.  

�����)���� 
�� ���������	����'(�

1. Open the Due Diligence Simple Search portlet. 
(Legal Workbench homepage >> Due Diligence tab) 
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2. Specify search criteria. 
 
File Ref. No. 
This field is disabled since all users will have to pay via credit card.  
 
Search Options 
Depending on the search option, specify additional details about the due diligence case. 
 
·  To search by Case Number, select the Case Type from the drop-down list and enter 

the Case No. of the due diligence case. 
 



* � ···· �  � ! �  � � � � ! � � ! �

(����������	�
��
���
�� � ! � 
 � � " � � # $ ! � � % � � ! � ! � 
 � � � & ! � � � � �  ! � , 5
 

·  To search by Identification, select the appropriate radio button to indicate whether you 
are searching for cases by Identification number, Business Registration Number, or 
Company Registration Number. Then, specify the identification issuer type, and select 
the role of the person, business, or company in the case (Party Type). Finally, enter the 
identification reference number of the person, business, or company. 

 
·  To search by Name, specify whether you are providing the party’s full name or partial 

name, select a filter category for the due diligence search in the drop-down list, select 
the role of the person in the case (Party Type), and enter the name of the person. For 
more details on this search option, click Help from the Legal Workbench page. 

 
·  To search by Address, enter the unit number and the postal code. The results are 

retrieved for Bailiff records from the Singapore Subordinate Courts. 
 

·  To search by Judicial Management, enter the year the due diligence case was filed. The 
results are retrieved from the Singapore Supreme Court based on the Case Filed Year. 

 
·  To search by Composite Search (more than one party at a time), specify whether you 

are providing the party’s full name or partial name, select the role of the party in the 
case (Party Type), and enter the name of the party. The results are retrieved from 
either or both the Singapore Supreme Court and Singapore Subordinate Courts. This 
excludes searches on Damages on Defamation Cases, Damages on Personal Injuries 
and Death Cases, Taxation Information System, Bankruptcy cases, Companies 
Winding Up cases, and Admiralty Caveats. 

 
3. Click Search to continue to the Due Diligence page.  
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Use the Due Diligence page to select the modules for the due diligence search. You can access 
this page after making a due diligence simple search from the Legal Workbench homepage. 
You can also proceed to the Due Diligence page and make the search from there by clicking on 
the Due Diligence tab in the Legal Workbench homepage. 
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1. If the search criteria have not yet been specified, specify the search option and its 
corresponding details. For more information, see Making a Due Diligence search (Step 2). 
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2. After specifying search criteria either from the Legal Workbench homepage or through 
this page, select one or more modules associated with the case (Step 3). 
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Add as many required modules for the search. Mark the checkbox (es) that correspond to 
the modules to include in your search. The Shopping Cart is displayed, and the search 
criteria fields are no longer available. 
 

3. Review the items added to the shopping cart (Step 4). To remove an item from the cart, 
mark the item’s checkbox and click Remove from Cart.  

4. After reviewing the shopping cart, click Checkout to enter and confirm payment details. 
For more information, see Making payments (ad hoc).  
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Use the Due Diligence page to confirm the payment details for the due diligence search.  
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1. Once you have confirmed the Shopping Cart details, review the payment details for each 
due diligence case. 
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To discontinue the transaction and re-enter due diligence search criteria, click Modify 
Search. 
 

2. Specify the credit card information. 
Email Address 
Enter the email address of the contact information that will receive payment details for 
this service. 
 
Card Type 
Specify whether the type of credit card is a Visa or a MasterCard. 
 
Card Number 
Enter the 16-digit number of the credit card. 

 
:��
���*+,�  
�� ����������'��)�
��>���������������� 
���

Expiry Date 
Specify the credit card’s expiry date.  
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3. Click Make Payment to continue. 
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4. Click Confirm to accept the credit card information and charge(s) billed to the law 
firm/individual because of this due diligence search. Proceed to Viewing Due Diligence 
results. 
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Use the Due Diligence Current Purchase Details page to view the retrieved records and/or to 
download them as a file.  
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1. After confirming the payment details, the portal searches for cases that match the specified 
search criteria.  
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The page displays transaction details for the search, such as the Receipt Number, Credit 
Card Transaction Number, Checkout Date, and Current Purchase Value. 
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Retrieved cases are listed at the top of the page. If no cases are found, a message is 
displayed and a link to download the PDF report will be available. Click New Search to 
search using different criteria. The retrieved cases are now available for viewing and/or 
download. 
 

2. Click View and Download to save a copy of the case in PDF format. Specify the location 
in the hard drive to store the case. 
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Aside from providing legal content, the Legal Workbench portal is also enhanced for users to 
manage their research findings directly from the portal. Users will be able to revisit previous 
search results using reminders and saved searches. In addition, announcements are posted to 
keep all portal users informed of timely updates in the legal profession.  
 
This chapter covers the following topics: 

·  Managing reminders 

·  Viewing announcements 

·  Viewing the latest updates 
·  Viewing personalised updates 

·  Personalising portals 
 

.����������������	�

Use the Reminders portlet to maintain existing reminders of a search for due diligence or legal 
research documents. All created reminders are displayed on the portal after a successful log in, 
and users receive a reminder email message on the date specified. For more information on 
saving reminders, see Viewing Due Diligence Results. 
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To proceed with completing payments for a reminder, click on the case number’s hyperlink.  
 
Click Manage from the Reminders portlet to view the details of the reminder. 
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To change details for a reminder, click Edit . Provide a new reminder date, if needed. After 
making the changes, click Update. 
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To delete a reminder, mark the reminder from the Manage Reminder page and click Delete. 
 

6��7��������
�������	�

Use the Announcements portlet to view useful information in the portal, such as new 
legislations or recent content updates.  
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If there are more than ten (10) announcements published in Legal Workbench, you can view all 
announcements in the Announcement page.  
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To view the list of announcements, click More… from the Announcements portlet. The portal 
displays all the existing announcements. Each announcement is displayed with its title and an 
excerpt of the announcement text. 
 
You can view each published announcement stored in the portal. Browse to the next or previous 
list pages by clicking on the navigation buttons at the lower portion of the page.  
 

6��7��������
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To view details of an announcement, click on the hyperlink of the announcement title in the 
Announcements portlet or in the Announcements page. A separate window displays the 
details, such as the title and message text. Click Close to exit from the window after viewing 
the details. 
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Use the Latest Updates portlet to view all the recent legal updates provided in the portal.  
Scroll down the homepage to see the Latest Updates tab. 
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By default, the Latest Updates portlet displays all the recent updates according to category.  
 
To view details on a recently updated document, click on the hyperlink. An example of an 
updated document is displayed. 
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Use the Latest Updates portlet to view any legal documents, which once updated, can be listed 
for viewing after logging in to Legal Workbench.  
 
From the Latest Updates Portlet, click on the My Updates tab. By default, the portlet displays 
all the recent updates according to category. 
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To sort your updates by subject, click on the Subject hyperlink. 
 
To add more subjects and/or categories in your personalised updates, click on the 
Customise/eMail Updates hyperlink. Mark the appropriate categories and or subjects that you 
want listed in your personalised updates.  
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If you want to receive email messages if the selected subjects/categories are updated, mark E-
mail me when my subject area and/or category has been updated. Click Save after you have 
made the changes to your personalised updates. 
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General users can make changes to the appearance of the portal, such as the displayed portlets, 
font size and colour scheme. 
 

���	�����	����������"��)����'���������

Use the Customise Legal Workbench page to customise the appearance and content of Legal 
Workbench's portal pages or tabs.  
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You can make the following changes to the tabs: 

·  Modify screen resolution 
·  Select tabs displayed in Legal Workbench 
·  Add, remove or arrange the order of the tabs displayed in Legal Workbench 

·  Selecting the content that will be displayed for each tab 

·  Arrange the layout of each tab 

������	�����	��������"��)����'��������(�

1. From any page in the Legal Workbench portal, go to the Customise Legal Workbench 
page by clicking on the Change Layout/Add New Page icon. The Customise Legal 
Workbench page is displayed. 
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2. Make the necessary changes to the appearance and layout of the tabs. 
 

Add a new tab or page 
Enter a unique name to add a new tab or page to the portal, and then click Update. The 
new tab or page will be displayed next to the default tabs in the portal. 

 
Arrange the tabs or pages that will be displayed in the portal. Use the Up and Down 
buttons to modify the sequence of the content. To delete a tab or page, highlight the name 
and click on the Delete icon. 
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To restore the default settings of tabs and pages in the portal, click Set as Default. The 
portal will have the default tabs displayed.  Click Update to save the changes. 
 
Page Layout and Content 
Select which tab will need an updated layout. After selecting the tab from the dropdown 
list, specify whether the tab will display content in one column, two columns, or three 
columns. 
 
Enter a new name for the selected tab, if applicable. If the tab will be the default tab 
displayed, click Set as Legal Workbench Homepage. 
 
Arrange the content that will be displayed in each column. Use the Up and Down buttons 
to modify the sequence of the content displayed in the tab.  

 
If the tab will contain multiple columns, arrange the columns by clicking on the Left or 
Right buttons at the bottom of each column. To move content across columns, click on 
the Left or Right buttons on the right of each column.  Click Update to save the changes. 
 
Add or change the content to be displayed on the Legal Workbench Homepage by 
marking or unmarking the appropriate checkboxes. Click Update to save the changes. 

 
:��
���,+�2�� �
	����	��������"��)����'������

 

����  
5�!�

���!"�
)��
��
��
�
)�
�� �
�������/��������
) ����	�!�,��-���
)�C���.�	�#�
1)��.��
�!����.!�"���
������
�����
�������
�
���� 
 )�
��
��
�������.!�"��#�

 
 



, � ···· � 6 
 � � ! 9 
   !  � : ! 
 � � � ! & �

(����������	�
��
���
�� � ! � 
 � � " � � # $ ! � � % � � ! � ! � 
 � � � & ! � � � � �  ! � 1 2
 

Change Legal Workbench Portal Resolution 
Click on the preferred screen resolution. The choices are 800x600 pixels and 1024x768 
pixels. Click Update if the original screen resolution was changed. 

 
3. After making all the changes to the portal and its tabs or pages, navigate to the next 

section in the portal you would like to access. 
 


�8
	������'�������	�@��

To change the font size of the portal, click on the larger or smaller character icon at the right 
side of the page. The portal’s text automatically adjusts its font size based on the changes made.  
 

�'��������'��������	�'����

To update the colour scheme of the portal, click on the Palette icon on the upper right side of 
the portal. The Change Colour page appears. 
 
To select another colour scheme for the portal, click on the radio button that corresponds to 
the colour scheme. Every time a colour scheme is selected, you can preview the selected colour 
scheme on the left side of the page. Click Update to refresh the page with the new colour 
scheme. 
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Use the Client Tracker functions to store information for each client handled by the law firm 
and monitor the search efforts conducted for each client through Legal Workbench.  
 
This chapter covers the following topics: 

·  Adding a client 
·  Starting and ending a Client Tracker session 

·  Deleting clients 

·  Viewing client sessions 
·  Downloading client sessions 

 
The Client Tracker portlet can be accessed from the Legal Research page. 
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To enter details for a new client, open the Add New Client window (Legal Research tab >> 
Client Tracker >> Add New Client). 
 
Enter a unique client reference code and enter a description for the client. Click Save to store 
the client record. The new client can now be used as reference when making due diligence 
searches or legal researches in Legal Workbench. 



1 � ···· � � � � ! � � � � � 
 � # ! � �

(����������	�
��
���
�� � ! � 
 � � " � � # $ ! � � % � � ! � ! � 
 � � � & ! � � � � �  ! � 1 *
 

 
:��
���1+2� 
�����7�������������

&��������������������������������)���	�		����

When conducting a search on behalf of the client, launch Client Tracker to monitor research 
time for billing purposes. Client Tracker records the activities and the length of time earmarked 
for each client session. 
 
To start the client tracker, click Launch Timer. A separate window is displayed.  
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Select the name of the client from the list, and then click Start. The timer starts counting. 
Proceed with conducting searches for the client. 
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To stop the session temporarily, click Pause. The time stops counting. Click Resume to 
continue.  
 
To stop the session entirely, click Stop. The timer resets to “0.00”.  
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To launch the timer for another client, repeat this procedure. Close the window to exit the 
Client Tracker Timer window. 
 

 ��������������	�

To remove a client, open the Manage Clients window. 
(Client Tracker portlet >> Manage Clients).  
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To delete a client, mark its checkbox and click Delete. The system displays a confirmation 
message. Click OK to confirm the deletion of the client. 
 

6��7�����������	�		���	�

To view existing client sessions, open the Retrieve Client Sessions window. 
(Client tracker portlet >> Retrieve Client Sessions)  
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Enter information, such as the client reference number and a date range for the session. Click 
Search and the portal retrieves matching results. 
 
Each matching client session records the start and end dates for the session, start and end times 
for the sessions, duration of the session, and the status of the session. 
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To download all client sessions to a comma-separated file (.CSV), click Download All Client 
Sessions from the Retrieve Client Sessions window (Client Tracker portlet >> Retrieve Client 
Sessions). Specify whether to open the CSV file from a spreadsheet application, or to save the 
file to a local drive. 
 
Shown is a set of downloaded sessions viewed from Microsoft Excel. 
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Use the Bookmark page to maintain each user’s frequently accessed web links, or Uniform 
Resource Locators (URLs). Users can organize their bookmarks into folders, and have the 
capability to move them to other folders, revise the bookmarks, or delete the bookmarks when 
they are no longer being used. 
 
This chapter covers the following topics: 

·  Creating a folder 

·  Editing a folder 

·  Deleting a folder 
·  Creating a URL link 

·  Editing a URL link 
·  Deleting a URL link 

·  Moving a URL link 
 
The Bookmark page can be accessed from the user’s Legal Workbench Tools portlet, which is 
found in the Legal Research page. 
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Click Bookmarks to go to the Bookmark page. 
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The bookmark navigation tree on the left side shows the list of folders currently maintained for 
the user. The user can click on any hyperlink in the navigation tree to expand a folder, or go 
directly to a URL.  
 
Legal Workbench provides a search facility to help search for specific bookmarks by name or by 
URL. This feature is especially helpful if you have already maintained a large volume of 
bookmarks and folders. 
 
To return to the main page of the Bookmarks page, click on the My Bookmarks hyperlink or 
the Bookmark Home button. 
 

������������������

To create a new folder, click Add Folder from the Bookmarks page. Enter a name and 
description for the folder, then click Save. 
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To change the details of an existing folder, mark the checkbox of the folder in the Bookmarks 
page and click Edit . Enter a new name and description for the folder, then click Save. 
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To remove an existing folder, mark the checkbox of the folder to delete from the Bookmarks 
page and click Delete. Click OK  to confirm. 
 

������������������)�

To create a bookmark for a frequently accessed URL, navigate to the folder in the Bookmarks 
page where you would like to save the bookmark, then click Add. Enter the exact URL of the 
frequently accessed site, the name of the site, and a description for the site. Click Save. 
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To change details for an existing bookmark, navigate to the folder in the Bookmarks portlet 
that contains the bookmark, and then click Edit . 
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Provide the necessary changes to the bookmark information, then click Save. 
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To delete an existing bookmark, navigate to the folder in the Bookmarks page that contains the 
bookmark. Mark the checkbox of the bookmark, then click Delete. Click OK to confirm. 
 

.�-�������������)�

To move an existing bookmark to another folder, navigate to the folder in the Bookmarks page 
that contains the bookmark. Mark the checkbox of the bookmark, then select the new folder 
for the bookmark from the drop-down list. Click Move. 



� � � & & 
 � E �

(����������	�
��
���
�� � ! � 
 � � " � � # $ ! � � % � � ! � ! � 
 � � � & ! � � � � �  ! � 4 �
 

���		����
Account 

An account usually represents a law firm or 
individual customer in the portal. Each 
account holds the law firm’s/individual’s user 
ID accounts. For more information, see User 
ID . 

 
Advanced combined search 

A comprehensive search method that allows 
users to specify a combination of options, legal 
document types, and multiple databases. See 
also Simple search and Advanced search. 

 
Advanced search 

A search method that uses several fields, 
options, or settings to filter search results. See 
also Simple search and Advanced combined 
search. 

 
Amendment history 

The list of changes made to a legislation since 
its creation.  

 
Announcement 

A Legal Workbench feature that allows portal 
administrators to post announcements (e.g., 
legal updates, new changes to portal, etc.).  
 
Bookmark 

A saved location in the portal, also known as a 
URL. See also Uniform Resource Locator. 

 
Boolean operators 

Filters that help in organising terms logically 
when making a search. Examples are “and”, 
“not”, and “or”. Combining this logic with text 
allows grouping and/or ungrouping of search 
results. 
Catchwords 

Keywords or phrases that are refer to a case or 
reference material. These keywords or phrases 
are listed within a legal document, and are 
used to sort the documents using Legal 

Workbench’s Browse by Subject feature. See 
also Subject tree. 
 
Citation search 

Conducting a search by entering specific 
citation details (e.g., citation reference 
number, title, etc.). See also Simple search. 

 
Client Tracker 

A Legal Workbench feature that allows law 
firms or individuals to measure the research 
time conducted for their clients.  

 
Client Tracker session 

The research time conducted by a law firm or 
individual for a client as measured by the 
Client Tracker.  

 
Content provider 

A government entity or organisation that 
produces, owns, or supplies the documents in 
the portal database.  

 
Comma-Separated Value (CSV) 

A delimited file format that separates data 
using the comma character (“,”). 

 
CSV 

See Comma-Separated Value.  
 

Database 

A repository of structured and organised 
information that is used for updates and 
searches in Legal Workbench. 
 

Due Diligence 

A Legal Workbench module which aids users 
in conducting due diligence research. Provides 
access to databases of the Singapore Supreme 
and Subordinate Courts, as well as the 
resources of the Accounting and Corporate 
Regulatory Authority (ACRA). 
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Filter 

A search element that allows users to narrow 
down their search criteria and limit results to 
matching or relevant records. Examples of 
filters are reference numbers, case titles, and 
specific legal document types. See also Search 
criteria and Search results. 

 
Folder 

A set of links stored in the user’s folder in the 
portal.  

 
Free Text search 

See Natural language search.  
 

Legal Workbench 

A subscription-based web portal that caters to 
the research and legal information needs in 
Singapore.  

 
Legal Research 

A Legal Workbench service that allows law 
firms and individuals to search for cases 
(Singapore and English), reference materials, 
legislations, Singapore parliamentary reports, 
and Singapore treaties stored in the portal.  

 
Log in 

The process of accessing the portal using a 
valid User ID and password. See also User ID 
and Password.  

 
Log out 

The process of ending a user session in the 
portal.  
 
Management report 

A report that provides portal administrators 
with portal statistics, such as revenue reports, 
usage information, and popular search terms.  

 
 

 

 

Module 

A content provider’s (e.g., Supreme Court, 
BizNet) data source which are used in Legal 
Workbench searches. 

 
Natural language search 

A search method that finds matching 
records/documents using specific keywords or 
plain text. Also called full text search or free 
text search. See also Simple search. 
 
Password 

A unique set of characters that validate a user 
account’s access to the portal. See also User 
ID . 

 
Password Reset 

The process of replacing an existing password 
with a system-generated password for security 
purposes. 

 
Portal 

An Internet or web-based location that hosts 
related information, such as legal documents, 
in an organised and searchable directory.  

 
Portlet 

A function group displayed as a mini-page 
within the Legal Workbench portal. Examples 
of portlets are Legal Research and 
Announcements. 
 
Reactivation 

The process of restoring a user account to an 
active status and allowing the user to access 
the portal again.  
 
Reference trace 

A Legal Workbench feature that allows users 
to search for related legislations during a 
conducted case or reference material search.  

 
Reminder  
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A Legal Workbench feature that allows the 
portal to send reminder email messages on 
particular search results. See also Saved search. 

 
Saved search 

A Legal Workbench feature that allows 
subscribed users to save search results for 
future retrieval. Reminders can also be set 
within a saved search. See also Reminder. 

 
Search criteria 

A set of filters or settings that allow users to 
narrow down their search and limit the search 
results to more relevant legal documents using 
a combination of keywords or conditions. See 
also Filter and Search results.  

 
Search results 

The list of matching or relevant legal 
documents based on the specified search 
criteria. See also Search criteria and Filter.  

 
Search trail 

The search path of the user from the start of 
the login session to the current time. When 
the user logs out, the search trail is purged.  
 
Shopping cart  

A list of services that users are in the process of 
purchasing, which users need to review and 
confirm before payment is processed. 
 
Simple search 

A means of searching for matching legal 
documents using either text or specific citation 

details. See also Natural language search and 
Citation search. 

 
Subject tree 

The index of keywords stored in the portal, 
which arranges legal documents based on 
catchwords found within the legal document. 
See also Catchwords. 

 
Subscription  

A law firm’s or individual’s account with Legal 
Workbench, which provides access to legal 
research services in the portal.  

 
URL 

See Uniform Resource Locator.  
 

Uniform Resource Locator (URL) 

A string of characters that refer to a location 
on the Internet (e.g., document, webpage, 
image, etc.). 

 
User ID 

An alphanumeric value that is assigned to a 
specific user for logging into the portal.  

 
User role 

The user’s tasks or responsibilities, which 
define the user’s level of access in the portal. 

 
Workflow system 

An internal system used by the Judiciary that 
handles all legal document submissions in 
Singapore.  
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advanced search 

Legal Research, 20 
reference trace, 25, 29 

announcements 
viewing details, 64 
viewing list, 64 

Bookmarks 
adding folders, 76 
adding links, 77 
deleting folders, 76 
deleting links, 78 
editing folders, 76 
editing links, 77 
moving links, 78 

cases 
searching, 23 
viewing results, 40 

Client Tracker 
adding clients, 71 
ending sessions, 72 
starting sessions, 72 

Due Diligence 
introduction, 2 
payments, 57, 59 
process flow, 53 
purchase log, 61 
selecting modules, 56, 58 
simple search, 54 
viewing results, 60 

free resources, 3 
Legal Workbench 

about, 12 
changing font size, 70 
changing password, 6 
colour scheme, 70 
contact information, 14 
free resources, 3 
introduction, 1 
Legal Workbench portal, 5 
portal search, 11 
requirements, 4 
site map, 10 

training, 15 
viewing updates, 65 

Legal Research 
advanced search, 20 
browsing by subject, 45 
introduction, 2 
saving searches, 43 
searching for cases, 23 
searching for legislations, 31 
searching for reference materials, 28 
searching for Singapore parliamentary reports, 

32 
searching for Singapore treaties, 35 
simple search, 19 
viewing search results, 36 

legislations 
searching, 31 
viewing results, 40 

Log in, 5 
Log out, 7 
passwords 

changing after initial login, 6 
changing in subsequent logins, 6 
secret question and answer, 7 

reference materials 
searching, 28 
viewing results, 40 

reminders 
deleting, 64 
updating, 64 

simple search 
Due Diligence, 54 
Legal Research, 19 

Singapore parliamentary reports 
Hansard report search, 32 
searching, 32 
sessional and committee report search, 33 
viewing results, 41 

Singapore treaties 
searching, 35 
viewing results, 43 

system requirements, 4 
 


