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About this Guide

This user guide helps the judges to use the Namibia e -Justice system to file and
manage their cases.

Audience

This user guide is intended for the following users:
I Judges
1 Chief Judge
1 Judge Secretary

Purpose

The user guide explains the users to do the following:

 Manage User Account

Update User Profile

1
1 Change Password
1

Case Management

o Accept/ Reject Case

0 Schedule Hearing

M View Case Summary

o View My Cases

o View All Cases
A Assign Ad -Hoc Tasks

A Add Hearing
A Mark case as In -Camera

A Change or Remove Hearing

i Case Hearings

o View Active Hearings

A View Hearing Details

A Update Hearing Outcome

o View Complete d Hearings

i Change Judge

 Reassign Judge
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How to read this guide

Before you start using this guide, it is important to understand the documentation
conventions used in it.

I The phrase ONamibia e -Justice system 6 and the word d&systemd denote the
same and hence used interchangeably

I Two types of callou ts are used in this user guide to indicate  tips and warnings.

This symbol indicates that it is a tip.
A tip provides good -to-know information that helps users complete a task or
N procedure and understand the functionality better.

This is a warning.

& Awaming ref ers to information that may be crit
might a ffect data or system & stability.

1 Screen names, field names or labels, field options are specified in  bold font.
For example, Enter User Name and Password.

1 Twoconsecutive 0>>6 in an instruction indicates
page or functionality.  For example, ¢ lick Case Hearings >> Active Hearings
means you first click Case Hearings and then Active Hearings

. Alfred Busho © Home / Dashboards

# Dashboards

Bl

Reference ~  Title ~ | Name ~ | Assignee(s) ~ | Created Date ~ | Due Date ~
) @ @ @ @ @

ol [ o

@ Active Cases by Status «

Home/Dashboards
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Overview of Namibia e -Justice System

Namibia e -Justice is a web -based platform ( www.ejustice.moj.na ) that leverages on

content management systems and dynamic electronic form (e -form) technology. It
offers law firms and Court users a single access point for commencement and active
management o f case files throughout the litigation process. Front-end users can

input information directly into e -forms, which can then be harnessed to auto -
populate other court documents.

Namibia e -Justice also provides functionalities and related services that st reamline
the litigation process, thereby helping to improve efficiency and enhance access to

justice. The Courts calendaring process can be managed and streamlined to allow
Courts officers to better schedule current calendars. Hearing information such as
outcomes can be captured and tracked for statistical reports

Features of the e -Justice System

Following are some of the important and useful features of the system:

1 Notifications are sent to judges when he or she is assigned as a managing
judge for a case

1 Prompt naotification sare sent to the judges regarding all the important
activities related to  their cases.

1 Quick access to all the pending tasks from Home/Dashboards
1 Schedule and manage case hearings easily and efficiently.

1 Assign ad -hoc task to registrar.

Prerequisites

Disable Pop -up blocker

While using Namibia e -Justice system for a case you may download documents
related the case.

To download documents from the system, pop -ups must be allowed in your web
browser for www.ejustice.moj.na.

Steps to disable pop -up blocker may vary based on your browser. Click the
respective browser name to view the instructions.

i Internet Explorer

1 Google Chrome

i Mozilla Firefox
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Allow Pop -ups for Namibia e -Justice system in Internet Explorer

File Edit View Favorites Help

Delete browsing history... Ctrl+Shift+Del
InPrivate Browsing Ctrl+Shift+P
Turn on Tracking Protection
ActiveX Filtering
Fix connection problems...

Reopen last browsing session

Add site to Apps

-3
View downloads Ctrl+) b
~ Pop-up Blocker - Turn off Pop-up Blocker
" SrnartScreen Filter 3 |P0p-up Elocker settings “

Manage media licenses

Manage add-ons
Compatibility View settings
Subscribe to this feed...

Feed discovery 4

Windows Update

Perfermance dashboard Ctrl+Shift+U
F12 Developer Tools

OneMote Linked MNotes
Send to OneMote

Report website problems

Internet options

Internet Explorer

1. Click Tools>> Pop-up Blocker >> Pop-up Blocker settings.
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Exceptions

Pop-ups are cumently blocked. You can allow pop-ups from specific
w websites by adding the site to the list below.

Address of wehsite to allow:
http:/www ejustice.moj.na’

Allowed sites:

hitp://supportapj.dell.com.support.index. aspu fo=sgdl=...
hitp:/Awww1.ap dell .com/content /default aspx fo=sgdl=...

Remaove all...

Motifications and blocking level:
| Play a sound when a pop-up is blocked.
Show Motfication bar when a pop-up is blocked.

Blacking level:

| Medium: Block most automatic pop-ups

Leam more about Pop-up Blocker

Pop-up Blocker settings
2. Type http://www.ejustice.moj.na  / in Address of website to allow and click Add .
3. Click Close.

1 If you are still unable to download files from Namibia e -Justice system, select the
Blocking level to Low: Allow pop -ups from secure sites .
Blocking lewvel:
Medium: Block most automatic pop-ups W

High: Block all pop-ups (Cid+Ak to ovemride)
Medium: Elock most automatic pop-ups
Low: Allow pop-ups from secure sites
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Allow Pop -ups for Namibia e -Justice system in Google Chrome

1. Inthe top -right corner, click the Chrome menu =, then click Settings.

Vo cose A= 0000000000 o= <
<« C D 77 [E]

MNew tab Ctrl+T
MNew window Ctrl+M
New incognito window  Ctrl+5Shift+
History 4
Downloads Ctrl+)
Bookmarks b
Zoom - 100%  + o
Print.. Ctrl+F
Find... Ctrl+F
Mare tools 4
Edit Cut Copy Paste
Help 4
Exit Ctrl+Shift+Q

Google Chrome

Settings

2. Scroll down and ¢ lick Show advanced settings

























































































































































