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About this Guide

Thisuser guide helps the legal practitioners to use the Namibia e -Justice system to
file and manage their cases.

Audience

This user guide is intended for the following users:
1 Legal Practitioners approved by the Namibia Law Society
9 Secretary of Legal Pract itioners

1 Law Firm Administrator

Purpose

The user guide explains the users to do the following:

 Manage User Account

o Create User Account

A Setup User Login Details

o0 Create or Change Signature

o0 Update User Profile

o Change Password

o Dissociate fro m Law Firm

o Joinalaw firm

9 Create Case

o Create Motion case

0 Create Action Case

o Approve Draft Case

1 Represent Case

o Affidavit Exchange

A File Answering Affidavit

A File Replying Affidavit and Answers to Counterclaims

A File Replying Affidavit for Counterclaims

View Notification Messages

View and Complete Pending Tasks

View My Cases

View All Cases

View Case Summary

=A =2 =4 =4 =4
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(0]

Add Advocate

Remove Advocate

File Return of Service

File Documents

A Download and save a copy of the case documents

to your

computer
File Taxation

Download Taxation Template

File Interlocutory Applications

Create Hearing Index

File Execution

A Appoint Deputy Sheriff

A View Execution Details

Withdraw Representation (withdraw | eqal practitioner from a Case )

1 Manage your Law Firm

(0]

(0]

(0]

How to

Reqister a New Law Firm

Link Legal Practitioner to Law Firm

Manage Rights for Law Firm Users

Approve Legal Practitioner os

Check Law Firm Account Bal ance

Change Law Firm Name

read this guide

Di

SssocCi

Before you start using this guide, it is important to understand the documentation

conventions

1 The phrase ONamibia e -Justice system 6 and the word

same

1 Two types of callou ts are used in this user guide to indicate

used in it.

and hence used interchangeably

osystemé denote the

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
procedure and understand the functionality better.

N

This is a warning.

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

be

crit
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1 Screen names, field names or labels, field options
For example, Enter User Name and Password.

 Two consecutive 0>>0 i n

page or functionality.

an

Namibia e -Justice User Guide for Legal Practitioners

means you first click Case Management

B8 calend:

= Case Management

My Cases

Law Firm

i Templates

Application screen

Reference ~ | Title ~ | Name

® ®

“ Q-] [
@ Legal Practitioner Task(s)

Create new Case

Represent Case

~ | Assignee(s)

nstruction

For example, ¢ lick Case Management

and then My Cases .

~ | Created Date ~ | Due Date

® B @

are specified in

B ®

About this Guide

bold font.

indicates
>> My Cases

how

t



Namibia e -Justice User Guide for Legal Practitioners
Overview of Namibia e -Justice System

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 of 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 streamline
the litigation process, thereby helpi  ng 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 stat istical reports

Features of the e -Justice System

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

1 Prompt naotification sare sent to the legal practitioner regarding all the
important activities related to your cases

I Quick accessto a Il the pending tasks from Home/Dashboards

1 Shortcuts to most of the common activities such as create case, view and
represent case from Home/Dashboards

1 All Legal practitioners can view all the cases of their firms, except those
marked as In Camera .

1 Manage vyour cases efficiently.

9 Index hearing documents

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.

9 Internet Explorer

1 Google Chrome

i Mozilla Firefox

© CrimsonLogic Pte Ltd Private information - to be distributed to users only. 8
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Allow Pop -ups for Namibia e -Justice system in Internet Explorer

File Edit View Favorites Help

Delete browsing history... Ctrl+5hift+Del
InPrivate Browsing Ctrl+Shift+P
Turn on Tracking Pretection
ActiveX Filtering
Fix connection problems...

Reopen last browsing session

Add site to Apps

b

View downloads Ctrl+)
~ Pop-up Blocker 2 Turn off Pop-up Blocker
" SmartScreen Filter 2 |P0p-up Blocker settings l

Manage media licenses

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

Feed discovery 4

Windows Update

Performance dashboard Ctrl+ Shift+U
F12 Developer Tools

OneMote Linked Motes
Send to OnelNote

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
@ websites by adding the site to the list below.

Address of ﬁebsite to allow:

|]hﬁp:ffwww.ejustice maoj.nal

Allowed sites:

http://supportapj.dell.comsupport.index.aspu fc=sgdl=...
http:#fwww 1 .ap dell. com//content /default aspx Fo=sgdl=. ..

Remove all...

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

Blocking level:
| Medium: Block most automatic pop-ups

Leam maore 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 .
Elocking level:
Medium: Block most autamatic pop-ups W

High: Block all pop-ups (Cid+Ak to ovemde)
Medium: Block most automatic pop-ups
Low: Allow pop-ups from secure sites

© CrimsonLogic Pte Ltd Private information - to be distributed to users only. 10
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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.

' & Google

- s <

x
€« » ¢ D < [E]
Mew tab Ctrl+T
Mew window
Mew incognito window  Cir
History 4
Downloads Ctrl+]
Bookmarks ¥
Zaom - 100%  + o
Print.. Ctrl+P
Find... Ctrl+F
Mare tools ¥
Edit Cut Copy Paste
Help r
Exit Ctrl+Shift+Q

Google Chrome

Chrome

Settings

About

Seting T

Appearance

Get themes

] Show Home button

] Always show the bookmarks bar

Search

Set which search engine is used when searching from the omnibox.

Google ¥ || Manage search engines...

People

.\1 I) Person 1 (current)

4

Enable Guest browsing

<

Let anyone add a persen to Chrome

Add person Remove... Import bookmarks and settings...

Default browser

The default browser is currently Google Chrome.

+Show advanced settings
| |

Settings

2. Scroll down and ¢ lick Show advanced settings
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Settings

Default browser

The default browser is currently Google Chrome.

Privacy

Content settings... Clear browsing data...

3. Inthe Privacy section , click Content settings

Content 5ettings ...

Cookies

& Allow local data to be set [recommended)
Keep local data only until you quit your browser
Block sites from setting any data

Block third-party cookies and site data

Manage exceptions... All cockies and site data...

Images
® Show all images (recommended)
Do not show any images

Manage exceptions...

JavaScript

Content Settings

4, Move the scroll bar until you see the  Pop-ups section.

Content Settings ...

®) Detect and run important plug-in content (recommended)

Let me choose when to run plug-in content

Manage exceptions...

Manage individual plug-ins..

Pop-ups
Allow all sites to show pop-ups

®) Do not allow any site to show pop-ups (recommended)

I| Manage excepticns... I

Content Settings

© CrimsonLogic Pte Ltd Private information - to be distributed to users only.
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5. In Pop-ups, click Manage exceptions

Pop-up exceptions

Hostname pattern Behaviour

Allow =

Learn more Finished

Pop-up exceptions

6. Inthe Hostname pattern , type http://www.ejustice.moj.na /.

7. Make sure Allow is selected as Behaviour and click Finished.



Namibia e -Justice User Guide for Legal Practitioners
Overview of Namibia e -Justice System

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

1. Clickthe menu = and then Options .

'. Moxzilla Firefox Start Page

i © Firefox | Search or enter addr v e * B ¥+ # -
—_
Most Visited (@ Getting Started

Cut Copy & Paste

= 100% +
New Window  New Private Save Page

Window
o
& 0 ¢

v
Print History Full Screen
Find Options Add-ons

Open Options
Developer
£ Signin to Sync

Mozilla Firefox

2. Click Content .

:-F Ty
e

General Tabs Applications  Privacy  Security Sync Advanced

Startup

When Firefox starts: |Show my home page V|

Home Page: | Mozillo Firefox Start Page |

‘ Use Current Page ‘ ‘ Uze Bookmark... | |E5tore to Default ‘

Downloads

@ Save files to |5 Downloads ‘ | Browse... ‘

() Always ask me where to save files

Options

© CrimsonLogic Pte Ltd Private information - to be distributed to users only. 14
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O &= & = &

General Tabs Content  Applications  Privacy  Security Sync Advanced

Iock popup windows | Exceptions... ]

Fonts & Colours

Default font: |Tirn5 New Roman V‘ Size: ‘16 V‘ |ﬂdvanced... |

Colours...

Languages

Choose your preferred language for displaying pages Choose

| oK H e || Help |

Pop-up Exceptions

3. Make sure Block popup windows s selected and then click  Exceptions .

You can specify which web sites are allowed to open popup windows. Type
the exact address of the site you want to allow and then click Allow.

Address of web site;

http:/fwww.gjustice.maoj.n af‘l

Status

Bemove Site Rermowve All Sites

Allowed Sites 6 Popups
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4. Type http://www.ejustice.moj.na  / in the Address of web site and then click Allow .

You can specify which web sites are allowed to cpen popup windows. Type
the exact address of the site you want to allow and then click Allow.

Address of web site:

Site

www.gjustice.maoj.na

Remove Site Rernowve All Sites

Allowed Sites & Popups
5. Click Close.

© CrimsonLogic Pte Ltd Private information - to be distributed to users only. 16
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Manage User Account

This chapter explains the step -by-step procedure to do the  following:

1 Create User Account

o0 Setup User Login Details

Create or Change Signature

Update User Profile

Change Password

Dissociate from Law Firm

= =/ =4 = =4

Join a Law firm

Create User Account

To create user account :

1. Open the internet browser and type  http://www.ejustice.moj.na/ejustice/login
in the address bar.

L http:/ejustice.moj.na/ejustice/login 0~ > | L eustice

File Edit View Favorites Tools Help

. = English v Search Public Cases
i EJUSTICE

Sign In

Username

Enter Username
Password

Enter Password
Forget password?

best viewed at 1024 x 768 on Chrome, Firefox, IE9 and above

Login page
2. Click Create Account

2L http://ejustice.moj.na/ejustice/login £~ > | L BusTIcE

File Edit View Favorites Tools Help

J: EJUSTICE

Create Account

The User Registration s page isdisplayed.

© CrimsonLogic Pte Ltd Private information - to be distributed to users only. 17
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User Registrations

Personal
Particulars

Personal Particulars

Title First Name *
Select One v

Middle Mame Last Name *

Mationality * Mational ID/Passport Mo *
Select One v

For Namibia citizen, please use National ID. For
foreigner, please use Passport Mo

Gender * Date of Birth *

Select One ¥ 1d/MM Ay

Previou MNext
User Registrations
Mandatory detail are indicated by asterisk *.
3. Specify the required Personal Particulars and click Next.
© CrimsonLogic Pte Ltd Private information - to be distributed to users only. 18




Namibia e

-Justice User Guide for Legal Practitioners

Manage User Account

User Registrations

Membership
Information

Membership Information

Registration Role *

Legal Practitioner

Law Firm *

Select One

mMembership Mo

Previous

Mext

Membership Information

4.
5.

Select Legal Practitioner from the Registration Role drop -down list.

Select the Law Firm to which you want to be associated with from the drop

down list.

If you have a Membership No , specify it. Otherwise skip this step.

Click Next to specify your Contact Information
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User Registrations
Contact
Information
Contact Information
Email * Home Mo.
Mobile No. * Office No. *
Mailing Address
Address
-4
District/ City/ Town Region/State/Province
Country Zip Code/Postal Code
MNamibia v
Previous MNext
Contact Information
8. Enter the required details and click Next. The Supporting Documents page is
displayed.
© CrimsonLogic Pte Ltd Private information - to be distributed to users only. 20
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User Registrations

Supporting
Documents
Supporting Documents
Documents *
+ E
Filename ~ | Type ~ | Description ~ | File On ~
@ @ @ @

Please provide the following document(s) (max 3 files of 10MB each):

* Admission Order
* |dentity Document
* or Alternative |dentification Document

Previous Mext

Supporting Documents

1  You must attach the  Admission Order and an Identity Document
f  You can attach a maximum of three documents.
H 1  You can attach only PDF files.
1

Each file must have a unique name and each file must not exceed 10 MB in size.

To attach files:

+
9. Click to add a supporting document. The Add Document page is

displayed.




Namibia e -Justice User Guide for Legal Practitioners
Manage User Account

3 Add Document

Type *

Admission Order v

Description

Filename

select files...

B 5ave Close

Add Document
10. Select Type of the document.
11. Itisrecommended, to s pecify a Description for the document.

12. Click Select files to browse and select the required document to upload. An
example isshown below.

[ Add Document

Type *

Admission Order v

Description

Filename

Select files... @

ar <

B Save Close

Add Document

@ To delete the file, click X corresponding to the file name

13. Click Save. A success message isdisplayed.

Success

Document has been saved successfully.

Success Message

© CrimsonLogic Pte Ltd Private information - to be distributed to users only. 22
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The uploaded PDF islisted as shown below.

User Registrations

Supporting
Documents
Supporting Documents
Documents *
+ 2
Filename ~ | Type ~ | Description ~ | File On ~
@ ® ® @
Supporting_Docum... | Admission Order 24/03/2016 09:46 | m
Identification (2).pdf | Identity Document 24/03/2016 09:49 | &

] 4“- » v <

Please provide the following document(s) (max 3 files of 10MB each):

s Admission Order
s |dentity Document
s or Alternative Identification Document

Previous Next

Supporting Documents

1 Repeat steps 9 -13 to add another document type, for example Identity Document
o ]
Y To delete a document from this list, click

1  To modify the description of the attached document, click

14. Click Next to preview the specified details.
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User Registrations

Confirmation
Confirmation

Perzonal Particulars

Title Mr First Miranjan
Mame

Last Khar

Mame

Matiomality  Mepalese Mational RTE7456433
|DvPassport
Mo

Gender Male Date of 017111983
Birth

Membership Information

Registration Legal Practitioner

Raole

Law Firm Adwvocate Christie Mostert
{Windhoek)

Contact Information

Email mymail@gmail.com
Mobile ETaSETES Office 646547656
Mo, Ma.
Country Mamibia
Supporting Documents
2
Fllename ~  Type ~  Description ~ | Flle On L
@ @ ® E @
= Dacum...  Admission Order 24/03/2016 09:46 . ]
dentification (2).pdf = Identity Document 240372016 09:49 ¥ ]

£l 4 n [ [ 20 ¥ &
I agree to ejustice Terms of Service.

Previous Finizh

Confirmation

15. If the details are correct, select the checkboxto agree tothe Terms of Service .

1  You can modify the specified details before clicking Finish.
1  To modify the details of a particular section:
H a) Click Previous at the bottom of the page until you see the required section.

b) Modify or specify the required details.

© CrimsonLogic Pte Ltd Private information - to be distributed to users only. 24
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16. Click Finish. You will recei ve an acknowledgement mail sent to the mailing
address that you had specified while creating the user account.

The application is now sent to the law society for approval.

= T v e -

Fri 4/3/2016 6:27 PM
gjustice@jeejegjango.com
User Registration Request

To Jose, Bertram Sandesh Cabral

Thank vou for registering vourself in eJustice. You will receive a confirmation email for this request.
Your reference number 1s REG-2016-LP-000001
Regards,

elustice Administrator

Acknowledgement  Malil

If you have not received any email, do the following:

? 1 Ensure that the email accountyou are checking is the same as you specified during
i the account registration.
1  Check if the email has been delivered to your Junk or Spam folder .
Once the user account is approved, you must setup the login details for your user
account .
If the application is rejected, a reason for the rejection will be provided. If you wish

to reapply for a user account, make a fresh application.

Setup User Login Details

Once your request for a legal pra ctitioner user account is approved by the Law
Society, you must setup your login details.

Prerequisites:
1 You must have created your  user account .

1 Once the account is approved by the Law Society, you will receive the
following confirmation mail with a link to create a username and password.
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Gagoe P | (2 o [y BMesting Flimno & To Manager Vo ERules- @ R | > a%) # Find Q
. Delete | Reply R (‘_ F _)d e VR ET memT v Done y B oneNote | Mok t“ o i [ Related - B
Junk- Delete  Reply Reply Forwar o —| Move 7 Assign Mark Categorize Follow Translate oom
&5 Junk e EEMore+ |2 Reply & Delete ¥ Create New =] YT g Actions~ pn“é_ U g Upr TP Iy Select~
Delete Respond Quick Steps & Move Tags & Editing Zoom

d L VR =R

Thu 10/3/2016

ejustice

ejango.com
User Registration Approved
To Jose, Bertram Sandesh Cabral
Your User Registration reference number REG-2016-LP-000001 has been approved.
Click here to create your own username and password.
Regards,

elustice Administrator

Confirmation Malil
To setup user login details:

1. Click the link in the confirmation mail to create your username and password.
The Setup new User Login page isdisplayed.

Setup new User Login

User Shinzo Nagash

Username *

Password *

Confirm
Password *

Recall Question
*

s
Recall Answer *
Setup new User Login
2. Enter a unique Username .
Mandatory detail are indicated by asterisk *.
? 1 Username must be unique. If the Username you specified is already used by another
i legal practitioner, the system will prompt you to choose a different Username .
1 Username must have a minimum of 4 and a maximum of 100 characters.

3. Enter a Password.
4. Re-enter the same password in Confirm Password field .
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5. Enter a Recall Question and Recall Answer .

1 The Recall Question and Recall Answer are useful in the event of you forgetting your

password.
1 If you forget your password, the system display  sthis Recall Question and prompt syou
to answer.
H 1 If you enter an answer that is matching the Recall Answer, the system retrieve syour
password.

9 Donotset a question which has a varying ansuw
your age?6 wildl have a changing answer.

Setup New User Login

6. Click Save. The login page is displayed. You may proceed to log in using the
specified Username and Password.

The Law Firm which you had specified while creating your user account, must
approve your account and link you to their Law Firm.

You may change your password _ anytime.








































































































































































































































































































































































































































