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About this Guide  
This user 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:  

¶ Legal Practitioners approved by the Namibia Law Society  

¶ Secretary of Legal Pract itioners  

¶ Law Firm Administrator  

Purpose  

The user guide explains the users to do the following:  

¶ Manage User Account  

o Create User Account  

Á Setup User Login Details  

o Create or Change Signature  

o Update User Profile  

o Change Password  

o Dissociate fro m Law Firm  

o Join a Law firm  

¶ Create Case  

o Create Motion case  

o Create Action Case  

o Approve Draft Case  

¶ Represent Case  

o Affidavit Exchange  

Á File Answering Affidavit  

Á File Replying Affidavit and Answers to Counterclaims  

Á File Replying Affidavit for Counterclaims  

¶ View Notification Messages  

¶ View and Complete Pending Tasks  

¶ View My Cases  

¶ View All Cases  

¶ View Case Summary  



Namibia e -Justice  User Guide for Legal Practitioners  

About this Guide  

 

© CrimsonLogic Pte Ltd                        Private information - to be distributed to users only.                                  6 

 

o Add Advocate  

o Remove Advocate  

o File Return of Service  

o File Documents  

Á Download and save a copy of the case documents to your 

computer  

o File Taxation  

o Download Taxation Template  

o File Interlocutory Applications  

o Create Hearing Index  

o File Execution  

Á Appoint Deputy Sheriff  

Á View Execution Details  

o Withdraw Representation (withdraw l egal practitioner from a Case ) 

¶ Manage your Law Firm  

o Register a New Law Firm  

o Link Legal Practitioner to Law Firm  

o Manage Rights for Law Firm Users  

o Approve Legal Practitionerõs Dissociation Request 

o Check Law Firm Account Bal ance  

o Change Law Firm Name  

How to read this guide  

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

conventions  used in it.  

¶ The phrase  òNamibia e -Justice system ó and the word  òsystemó denote the 

same  and hence used interchangeably . 

¶ 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 

procedure  and understand the functionality better.  

 

 

This is a warning.  

A warning refers to information that may be critical to the systemõs functionality and 

might a ffect data or system õs stability.  
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¶ Screen names, field names or labels, field options  are specified in bold  font. 

For example, Enter User Name  and Password . 

¶ Two consecutive ò>>ó in an instruction indicates how to access a particular 

page or functionality. For example, c lick Case Management >> My Cases  

means you first click Case Management  and then My Cases .  

 
Application screen  
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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 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:  

¶ Prompt notification s are  sent to the  legal practitioner regarding all the 

important activities related to your cases . 

¶ Quick access to a ll the pending tasks from Home/Dashboards . 

¶ Shortcuts to most of the common activities  such as create case, view and 

represent case  from Home/Dashboards . 

¶ All Legal practitioners  can view all the cases of their firms, except those 

marked as  In Camera . 

¶ Manage  your cases efficiently.  

¶ 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.  

¶ Internet Explorer  

¶ Google Chrome  

¶ Mozilla Firefox  

http://www.ejustice.moj.na/
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Allow Pop -ups for Namibia e -Justice system in Internet Explorer  

 
Internet Explorer  

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



Namibia e -Justice  User Guide for Legal Practitioners  

Overview of Namibia e -Justice Sy stem  

 

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

 

 
Pop-up Blocker settings  

 Type http://www.ejustice.moj.na /  in Address of website to allow  and click Add . 

 Click Close . 

 

¶ 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 . 
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Allow Pop -ups for Namibia e -Justice system in Google Chrome  

 In the top -right corner, click the Chrome menu , then click  Settings.  

 
Google Chrome  

 
Settings 

 Scroll down and c lick  Show advanced settings . 
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 In the  Privacy  section , click  Content settings . 

 
Content Settings  

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

 
Content Settings  



Namibia e -Justice  User Guide for Legal Practitioners  

Overview of Namibia e -Justice System  

 

 In Pop-ups, click Manage exceptions . 

 
Pop-up exceptions  

 In the Hostname pattern , type http://www.ejustice.moj.na /.  

 Make sure Allow  is selected as Behaviour  and click Finished . 
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Allow Pop -ups for Namibia e -Justice system in Mozilla Firefox  

 Click the menu  and then Options . 

 
Mozilla Firefox  

 Click Content . 

 
Options  
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Pop-up Exceptions  

 Make sure Block popup windows  is selected and then click Exceptions . 

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

 
Allowed Sites ð Popups  

 Click Close . 
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Manage User Account  
This chapter explains the step -by -step procedure to do the following:  

¶ Create User Account  

o Setup User Login Details  

¶ Create or Change Signature  

¶ Update User Profile  

¶ Change Password  

¶ Dissociate from Law Firm  

¶ Join a Law firm  

Create User Account  
To create user a ccount : 

 Open the internet browser and type http://www.ejustice.moj.na/ejustice/login  

in the address bar.  

 
Login page  

 Click Create Account . 

 
Create Account  

The User Registration s page is displayed.  
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User Registrations  

 
Mandatory detail are  indicated by asterisk .  

 Specify the required Personal Particulars  and click  Next.  
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Membership Information  

 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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Contact Information  

 Enter the required details and click Next . The Supporting Documents  page is 

displayed.  
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Supporting Documents  

 

¶ You must attach the Admission Order  and an Identity Document . 

¶ You can attach a maximum of three documents.  

¶ You can attach only PDF files.  

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

To attach files:  

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

displayed.  
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Add Document  

 Select Type of the document.  

 It is recommended, to s pecify a Description  for  the document.  

 Click Select files  to browse and select the required document to upload. An 

example is shown below.  

 
Add Document  

 
To delete the file, click  corresponding to the file name . 

 Click Save . A success message is displayed.  

 
Success Message  
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The uploaded PDF is listed as shown below.  

 
Supporting Documents  

 

¶ Repeat steps 9 -13 to add another document type, for example Identity Document . 

¶ To delete a document from this list, click . 

¶ To modify the description of  the attached document, click . 

 Click Next  to preview the specified details.  
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Confirmation  

 If the details are correct, select the checkbox to agree to the Terms of Service . 

 

¶ You can modify the specified details before clicking Finish.  

¶ To modify the details of a particular section:  

a)  Click Previous  at the bottom of the page until you see the required section.  

b)  Modify or specify the required details.  
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 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.  

 
Acknowledgement  Mail  

 

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

¶ Ensure that the  email account you are checking is the same as you specified during 

the account registration.  

¶ 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:  

¶ You must have created your user account . 

¶ 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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Confirmation Mail  

To setup user login details:  

 Click the link in the confirmation mail to create your username and password. 

The Setup new User Login  page is displayed.  

 
Setup new  User Login 

 Enter a unique Username . 

 

¶ Mandatory detail  are  indicated by asterisk . 

¶ Username  must be unique. If the Username  you specified is already used by another 

legal practitioner, the system will prompt you to choose a different Username . 

¶ Username  must have a minimum of 4 and a maximum of 100 characters.  

 Enter a Password.  

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

 

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

password.  

¶ If you forget your password, the system display s this Recall Question  and prompt s you 

to answer.  

¶ If you enter an answer that is matching the Recall  Answer , the system retrieve s your 

password.  

¶ Do not  set a question which has a varying answer. For example, question like òWhat is 

your age?ó will have a changing answer.  

 
Setup New User Login  

 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.  

 

  


























































































































































































































































































