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About this Guide

This user guide helps the registrars to use the Namibia e-Justice system to manage
cases, case hearings, download the required hearing lists, top-up law firm account
and many other related activities.

Audience

This user guide is intended for the following users:
e Registrar

e Chief Registrar

Purpose

The user guide explains the users to do the following:

¢ Manage User Account

o Update User Profile

o Change Password

¢ View Notfification Messages

¢ View and Complete Pending Tasks

o Sort and Filter Pending Tasks and Hearings

= Sort Pending Tasks and Hearings

= Filter pending Tasks and Hearings

e Approve User Reqistration (Deputy Sheriff)

e [ssue Case

e Assign Judge
e Reassign Judge

e Endorse Hearing Notice

e Sign or Endorse Hearing Order

¢ Complete Ad-hoc Task

e [ssue Writ of Execution

e Schedule Taxation Hearing

e Case Management

o View All Cases

= File Return of Service

= Update or Change Case Hearing

= File Documents
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= Assign Ad-hoc Tasks
=  Add Additional Hearing

=  Change Status
e Search for Cases by Party

e Case Hearings
o View and Update Outcome of Taxation Hearing

o View Completed Hearings

o View and Change Active Case Hearing Details

e Registration

o User Reqistration

o Law Firm Registration

e Reports

o Generate Hearing List Report

e Administration
o Account

=  View Law Firm Account Details

= Top Up Account

o Security

=  View and Manage Users

e Template

o Download Taxation Template

How to read this guide

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

e The phrase “Namibia e-Justice system” and the word “system” denote the
same and hence used interchangeably.

e Two types of callouts are used in this user guide to indicate fips 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 system’s functionality and
might affect data or system’s stability.
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e Screen names, field names or labels, field options are specified in bold font.
For example, Enter User Name and Password.

e Two consecutive “>>"in an instruction indicates how to access a particular
page or functionality. For example, click Case Hearings >> Active Hearings
means you first click Case Hearings and then Active Hearings.

© Home / Dashboards

& Task(s)

2

Reference ~ | Title v | Name ~ | Assigneels) ~ | Created Date ~ | Due Date ~
@ @ @ @ @ @

I 4“» » 20 v <

@ 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 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 helping fo 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 fracked for statistical reports

Features of the e-Justice System

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

e Notfifications are sent to the registrars regarding all the important activities
related fo their cases.

e Quick access to all the pending tasks from Home/Dashboards.

e Assign ad-hoc task to other registrars.

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.

e Internet Explorer

e Google Chrome

¢ Morzilla Firefox


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

= P~ @ MNew tab
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

2b

" Pop-up Blocker s Turn off Pop-up Blocker

View downloads Ctrl+J

-

SmartScreen Filter | IPop-up Blocker settings

Manage media licenses

Manage add-ens

Cormpatibility View settings

Subscribe to this feed...

Feed discovery 3

Windows Update

Performance dashboard Ctrl+Shift+ U
F12 Developer Tools

OneMote Linked Notes
Send to OneNote

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
;Z !l websites by adding the site to the list below.

Address of website to allow:

|| http:/ fwww ejustice . moj.na/’

Allowed sites:
http://suppartap] dell.com/suppart/index. aspx ?c=sgél=... Bemave

http:/fwww 1 ap dell.comfcontent /default aspx7o=sgll=..

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

Blocking 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.

e 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 level:
@ Medium: Block most automatic pop-ups W
High: Block all pop-ups (Cid+Alt to ovemide)

Medium: Block most automatic pop-ups
Low: Alow pop-ups from secure sites
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Allow Pop-ups for Namibia e-Justice system in Google Chrome

1. In the top-right comer, click the Chrome menu=, then click Settings.

F G Google x = =

« c b s
MNew tab Ctrl+T
MNew window Ctrl+

Mew incognito window _trl+Shift+

History b
Downloads Ctrl+
Bookmarks »
Zoom - 100%  + oo
Print... Ctrl+P
Find... _trl+F
More tools »
Edit Cut Copy Paste
Help b
Exit Ctrl+Shift+Q

Google Chrome

Chrome Settings I:

Appearance

Get themes

Show Home buttan

Settings
Always show the bookmarks bar
Search
Set which search engine is used when searching from the omnibox.
Google || Manage search engines...
People
|, | Person 1 (current)
¥ Enable Guest browsing
¥ Let anyone add a person to Chrome
Add person Remove... Import bookmarks and settings..
Default browser
The default browser is currently Google Chrome.
Settings

2. Scroll down and click 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.

. x
Content Settings ...
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 cookies and site data...
Images
®) Show all images (recommended)
Do not show any images
Manage exceptions...
JavaScript hJ

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..

Pop-ups
Allow all sites to show pop-ups

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

Content Settings




Namibia e-Justice User Guide for Registrars
Overview of Namibia e-Justice System

5. In Pop-ups, click Manage exceptions.

Pop-up exceptions

Hostname pattern Behaviour

Allow =

Learn mare | 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.
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Allow Pop-ups for Namibia e-Justice system in Mozilla Firefox

1 —

Click the menu = and then Options.

I’Q Mosilla Firefox Start Page =
© Firefox | Search oren c * B ¥+ @
[B) Most Visited @ Getting Started '
Cut Copy @ Paste
- 100% +
Mew Window  New Private  Save Page
indow
r.
8 0 ¢
~
Print History Full Screen
Find Options Add-ons
Open Optians
Developer
) Sianin to Sync

Motzilla Firefox

2. Click Content.

z oL
8 O

General Tabs Security Sync Advanced

Startup

When Firefox starts: |Show my home page V|

Home Page: | Mazilla g |

| Use Current Page | | Use Bookmark... | |Eestoreto Default |

Downleads

(® Save files to | 4 Downloads | | Browsze... |

() Ahways ask me where to save files

| | Cancel || Help |

Options



Namibia e-Justice User Guide for Registrars
Overview of Namibia e-Justice System

L 2,

g &=e & = & )

General Tabs Content  Applications  Privacy  Security Sync Advanced

Iock popup windows Il Exceptions...

i

Fonts & Colours

Default font: |Tim5 Mew Roman V| Sizes |‘Iﬁ V| |ﬂdvanced...

Languages

Choose your preferred language for displaying pages Chgose...

| 0K || Cancel || Help |

Pop-up Exceptions

3. Make sure Block popup windows is 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 weh site:

I http‘.f.’www.ejusﬁce.moj.naﬂ

Status

Remove Site Remove All Sites

Allowed Sites — 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 open popup windows, Type
the exact address of the site you want to allow and then click Allow.

Address of web site:

Site Status

www.gjustice.moj.na Allow

Remove Site ‘ ‘ Remove All Sites

Allowed Sites — Popups
5. Click Close.
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Manage User Account

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

e Create or Change Signature

e Update User Profile

e Change Password

Create or Change Signature

It is recommended to create your e-signature the first fime you log in to the system
as e-signature is mandatory to complete any of the pending tasks.

To create or change e-signature:

EEEnglish~ || & [| € | |00 || =

One LP
I I

User Profile

< |
Change Password

Preferences
] —

Signature

1. Click & >> Signature. The Add Signature page is displayed.
2. Determine if you want to create or change signature.
e If you are changing the signature, go to step 3.

e If you are creating signature for the first time, follow the below steps:

New Signature

Sign Here

B Save Clear Close

Add Signature
a. Use your mouse pointer to sign inside the New Signature box.

© CrimsonLogic Pte Ltd Private information- to be distributed to users only. 16
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w
L)

n Here

Clear Close

Add Signature

? If you are not happy with this new signature or made a mistake, click Clear to clear the
1 New Signature and refry.

b. Click Save to save the changes and click Close.

3. To change the existing signature, use the mouse pointer to sign inside the New
Signature box.

Sampl€

New Signature

Sign Here
Clear Close
Change Signature
e Existing signature will be displayed in the Current Signature box.
e If you are not happy with this new signature or made a mistake, click Clear to clear

the New Signature and refry.

4. Click Save to save the New Signature.
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Update User Profile

Registrars can update their profile details such as Nationality and telephone
numbers.

To update user profile:

R o
1. Click >> User Profile. The Update User Profile page is displayed.

& Update User Profile

First Name * Steve

Last Name * Greg
Nationality Select One M
Identity No

For Namibia citizen, please use National ID. For foreigner, please use Passport No

Date of Birth
Membership No
Email * regone@)jeejeejango.com
Home No.
Mobile No.

Office No.

B save Close

Update User Profile
2. Modify the required details and click Save. Following success message is
displayed.

Success

User has been updated successfully.

Success Message

© CrimsonLogic Pte Ltd Private information- to be distributed to users only. 18
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Change Password

To change password:

]
1. Click = >> Change Password. The Change Password page is displayed.

Password

Confirm Passworc

Recall Question

Change Password
2. Enter a Password.
3. Re-enter the same password in Confirm Password field.

4. Enter a Recall Question and Recall Answer.

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

password.
e If you forget your password, the system displays this Recall Question and prompts you
to answer.
H e If you enter an answer that is matching the Recall Answer, the system retrieves your
password.

¢ Do not set a question which has a varying answer. For example, question like “What is
your age?2"” will have a changing answer.

5. Click Save.
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Notifications and Tasks

The system automatically sends nofification messages to the registrars in the
following situations:

Approve User Registration — When a deputy sheriff creates an account, the
registrar is notified to approve the user registration

Case e-Filing Issuance — When a new case is filed, registrar is nofified to issue
the case.

Judge Assignment — Upon issuing an urgent case, registrar is nofified to assign
a judge for the case.

Judge Reassignment - If the assigned judge rejects the case, the chief registrar
and the chief judge are notified to reassign a judge for the case.

Hearing Notice Endorsement - When a managing judge schedules a hearing,
registrar is nofified to endorse the hearing notice.

Hearing Order Endorsement (sign) - Once the managing judge updates the
hearing outcome (hearing order) in the system the registrar is notified to
endorse this hearing order.

Complete Ad-hoc Task - If an ad-hoc task is assigned to a registrar, the
registrar is notified to complete this task.

Issue Writ of Execution — Once a legal practitioner files execution for a case,
registrar is nofified to issue the writ of execution.

Schedule Taxation Hearing — Once a legal practitioner files taxation for a case,
the registrar is notified to schedule a hearing for the taxation.

Endorse Taxation Notice — Once a taxation hearing is scheduled, the registrar is
notified to endorse the taxation hearing notice.

© CrimsonLogic Pte Ltd Private information- to be distributed to users only. 20
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View Notification Messages

To view notfification messages:

o

1. Click the notification icon at the top of the page. List of notification
messages will be listed.

The number above the notification icon indicates the number of unread messages.
Messages Tasks
Case Management Confere ... 08/05/2016 16:23
Case Management Confere .. 08/05/2016 16:13
Case Management Confere ... 08/05/2016 09:56
Case eFiling Issuance 09/05/2016 09:47
Case Management Confere ... 08/ 16 16:07
Last updated on: 10/05/2016 13:20 c ® W
Notification Messages
2. Click the required message.
B2 View Message
Date/Time 09/05/2016 16:23
Title Case Management Conference Notice Endorsement
Body l
Case Management Conference Notice for john tan vs kerry lai, HC-MD-CIV-MOT-GEN-2016-00001 is ready for your

endorsement.
Regards

ejustice Administrator

Notification to Endorse Case Management Conference Notice

3. Click the case number to view the case summary.
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View and Complete Pending Tasks

Depending on a case status, there are different tasks that are to be completed by
the registrar for the case to proceed further.

You may view and complete a pending task from:
¢ Tasks Nofifications
¢ Task(s) listin the Home/Dashboards page

Following are the common tasks to be completed by the registrar:
e Approve User Registration for a Deputy Sheriff

e [ssue Case
e Assign Judge

e Reassign Judge
e Endorse Hearing Notice

e Sign or Endorse Hearing Order

e Complete Ad-hoc Task

e [ssue Writ of Execution

e Schedule Taxation Hearing

e Endorse Taxation Notice

To complete a pending task from task notification:

1. Click at the top of the page.
Messages | Tasks |
Case Management Confere 09/05/2016 16:23
Case Management Confere ... 09/05/2016 16:13

Case Management Confere

Case eFiling Issuance 09/05/2016 09:47

Case Management Confere 06/05/2016 16:07

Q
®
(5]

Last updated on: 10/05/2016 13:20

Pending Task Notification

2. Click Tasks to view all the pending tasks.
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Messages Tasks

HC-MD-CIV-MOT-GEN-2016-00001 Endorse Delivery of
Judgement Notice for john tan vs kerry lai

Endorse Delivery of Judgment Notice

HC-MD-CIV-MOT-GEN-2016-00001 Sign Court Order for
john tan vs kerry lai

Sign Sanctions Order

HC-MD-CIV-MOT-GEN-2016-00001 Sign Court Order for
john tan vs kerry lai Hearing

Sign Status Hearing Order

Last updated on: 10/05/2016 13:23 o ® W

Pending Task
3. If required, scroll down to locate the task by case number or case title.

4. Click the case number or the case title to complete it.

Alternatively, you may complete a task from the Task(s) list in the Home/Dashboards
=

page by clicking the icon corresponding to the task.

Sort and Filter Pending Tasks and Hearings
e Registrar can view the pending tasks in the Home/Dashboards page.

e All the hearings are listed in the Case Hearings. (You can view case hearings
from the side menu)

You may sort the list in ascending or descending order by one or more columns and
view the required tasks or hearings.

To view and hide particular records, you may filter the list by specifying the filter
criteria in the required columns.

Refer to Clear Sorting and Filtering Conditions for additional information.
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Sort Pending Tasks and Case Hearings

As an example, this user guide explains the step-by-step procedure to sort the Case
Hearings — Active Taxation Hearing.

To sort case hearings:

< / Active Taxation Hearings

= Active Taxations <"
2
Case No ~ | Taxation Officer ~ | Status ~ | Hearing Date ~ | Location ~ | Updated Date ~
@ @ ® ® @ @
High Court Main
HC-MD-CIV-MOT- _ S . _ s
~ Steve Greg New 26/04/2016 14:17 Division Taxation 26/04/2016 13:47 @ =
GEN-2016-00009 a ;
oom

High Court Main
Steve Greg New 12/05/2016 09:00 Division Taxation 11/05/2016 14:31 @ | £
Room 1

B DOREE ¢

Active Taxation Hearings

HC-MD-CIV-MOT-
GEN-2016-00013

1. To sort the list by a column, click the down arrow in the column and click Sort
Ascending or Sort Descending.

= Active Taxations
2

Case Mo ~ | Taxation Officer ~

Sort Ascending

@

Sort Descending

HC-MD-CIV-MOT-
GEMN-2016-00009

Il Columns L
(@ Filter >

HC-MD-CIV-MOT-
GEN-2016-00013

" ! - . . 0

Sort Active Taxation Hearings

Steve Greg
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Room 1

k2l
Case V\E ~ | Taxation Officer ~ | Status ~ | Hearing Date ~ | Location ~ | Updated Date ~
® @ ® @ @ ®
High Court Main
HC-MD-CIV-MOT- - - A - -
. Steve Greg Mew 26/04/2016 14:17 Division Taxation 26/04/2016 13:47 [E4
GEN-2016-00009
Room 1
High Court Main
HC-MD-CIV-MOT- ) a = ) a
Steve Greg New 2/05/2016 09:00 Division Taxation 1/05/2016 14:31 =

List sorted in ascending order by a column

In the above image, the list is sorted by the Case No column

in ascending order.

& Active Taxations

GEN-2016-00009

2
Case V\OEI ~ | Taxation Officer ~ | Status ~ | Hearing Date ~ | Location ~ | Updated Date ~
@ @ @ @ @ @
. High Court Main
HC-MD-CIV-MOT- oy - - oy -
Steve Greg New 2/05/2016 09:00 Division Taxation 1/05/2016 14:31 =
GEN-2016-00013
Room 1
High Court Main
HC-MD-CIV-MOT- _ _ ) _ _
Steve Greg New 26/04/2016 14:17 Division Taxation 26/04/2016 13:47 =

Room 1

T B [=- ¢

List sorted in descending order by a column

In the above image, the list is sorted by the Case No column in descending order.
Filter Pending Tasks and Case Hearings
You can filter the records by any one of the following methods:

e Specify the filtering condition to view specific records

e Select afilter to view or hide specific records

To specify filtering condition:

As an example, the step-by-step procedure to view only the Issue Case task is
explained below.

Dashboards
& Task(s) Z 7
k2l
Reference ~ | Title ~ | Name ~  Assignee(s) ~ | Created Date ~  Due Date ~
@ @ ® @ ® @
Endorse Delivery of Issue
HC-MD-CIV-MOT- L Case 2livery of High Court o _ } _ .
Judgment Notice for ase . 2/04/2016 13:53 20/04/2016 16:00 ® | =
GEN-2016-00001 . e[} Registrars
john tan vs kerry lai

Task(s) List

1. Go to the column Name and type the required task, for example, Issue
Case.



Namibia e-Justice User Guide for Registrars
Notifications and Tasks

As you type the first few characters of the task name, the system will provide
appropriate suggestions by listing the tasks which begin with the same
characters.

2. Click Issue Case from the suggestions. The grid now displays only the Issue
Case tasks.

Dashboards

@ Task(s) Lo
2

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

test @ = (5] Issue Case () x @ @ @

Issue Case for Alan
Murphy vs Daisy

Alan Murphy vs Daisy High Court R _ _ —

Doodle, Action - Issue Case - 29/04/2016 10:35 06/05/2016 16:00 @ 3
Doadle Registrars

Matrimonial (High

Court)

Issue Case for Janet
Janet Gosh vs Victor Gosh vs Victor Smith, High Court _ N _ _ _

Issue Case 29/04/2016 10:16 06/05/2016 16:00 @ | &

Smith Motion - General Registrars

(High Court)

Issue Case for E&F

Orgvs G&H Org, High Court R _ _ —
E&F Org vs G&H Org Issue Case . 09/05/2016 09:47 16/05/2016 16:00 ® || &

Mation - General Registrars

(High Court)

4 4-- > 20 v G

Filtered Tasks List
To select a filter:

As an example, the step-by-step procedure to hide all the Issue Case fask is
explained below.

ashboards

@& Task(s) = 7
2
Refarence ~  Title ~ | Name ~ | Assignee(s) ~  Created Date ~ Due Date ~
@ @ Issue Cas¢ @ | x @ @ @
Endorse Delivery of EEgialic
HC-MD-CIV-MOT- - Endorse De s R § R .
Judgment Notice for Is not equal to 3/04/2016 13:53 20/04/2016 16:00 ®  ©
GEN-2016-00001 ) A Judgment N
john tan vs kerry lai Starts with
HC-MD-CIV-MQT- Sign Court Order for . Contains . _ _ _
) A Sign Sanctic 3/04/2016 14:02 20/04/2016 16:00 ® o
GEN-2016-00001 Jjohn tan vs kerry lai Does not contain
Sign Court Qrder for Ends with
HC-MD-CIV-MOT- N , X Sign Status _ _ i aocn e —,

Filter Tasks List
1. Type Issue Case in the Name column.

Click the @ in the column to view the different filters (filtering conditions).

Click is not equal to or Does not contain. All the pending tasks except Issue
Case are listed.
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Clear Sorting and Filtering Conditions
To clear the sorting and filtering conditions:

2 Home / Dashboards

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

@® ] ® @ ] @®

Reset Task(s) List

1. Click E at the top of the grid. You may be prompted to confirm.

Clear Local Storage
Would you like to RESET all your saved widgets and clear LocalStorage?1

Confirmation Message

2. Click Yes to reset the task(s) list.
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Approve User Registration (Deputy Sheriff)

Once a deputy sheriff creates a new user account in the system, it is nofified fo the
registrar and listed as a pending task in the registrar’'s Home/Dashboards page.

£ Home / Dashboards -]

& Task(s)
o
Reference ~ | Title ~ | Name ~  Assignee(s) ~ | Created Date ~  Due Date
@ @ approve || @| x @ @ @
Approval for )
_ L pprove User High Court
REG-2016-D5-000009

mmanuel Kant User . . . 19/05/2016 10:22
Registration Registrars
Registration

~ o
LS

Task(s) List

Refer to Sort and Filter Pending Tasks or Hearings for more information.

1. In the Task(s) list, click the icon corresponding fo the
Approve User Registration is displayed.

pending task.

& Approve User Registration

Personal Particulars

Title Mr
First Immanuel Last Kant
Name Name
Nationality Namibian National NAMO00893
ID/Passport
No
Gender Male Date of 15/08/1977
Birth

Membership Information

Registration Deputy Sheriff Membership

Role No
Law
Firm
Contact Information
Email sivakamisk@crimsonlogic.com Home
No.
Mobile 6546546 Office 757858
No. No.

Approve User Registration — User Details

The user details such as Personal Particulars, Membership Information, Contact

Information and Mailing Address are displayed.
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Mailing Address

Address
District/ Region/State/Province
City/
Town
Country Namibia Zip
Code/Postal
Code
Supporting Documents,
Click to download
ol the document.
Filename ~ | Type ~ | Description ~ | File On ~
@ @ @ @
Supporting_Document.pdf Admission Order 19/05/2016 10:22 -
dentification.pdf Identity Document 19/05/2016 10:22

4 4» L] 20 - e e ge - 2 of 2 items [«

Approve User Registration — User Details

2. Click the Filename in the Supporting Documents section to download and
view the supporting document.

Approval

Registration REG-2016-DS-000009 Registration 19/05/2016 10:22
No. Date

Status * Approve Reject

Comments

B Save Cancel

Approve User Registration - Approval

3. Select Approve as Status to approve the user (deputy sheriff’s) registration or
Reject to reject the user (deputy sheriff’s) registration.

4, If required, enter your Comments and click Save. Following success message
is displayed.

Success
v REG-2016-DS-000009 has been approved successfully.

Success Message
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Issue Case

Once a case is filed, the registrar is nofified o issue the case and listed as a pending
task in the Home/Dashboards page.

@& Task(s) Lo
0

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

ARBOrgY @ = @ issue case (¥ x @ @ @

ssue Case for A&B
Orgvs C&D Org,

- ssue Case
Motion - General Registrars
(High Court)

] ‘-> > 20 v v}

High Court

A&B Org vs C&D Org 29/04/2016 11:06 06/05/2016 16:00 & =4

Task(s) List

Refer to Sort and Filter Pending Tasks or Hearings for more information.

€]

1. In the Task(s) list, click the icon corresponding fo the pending task.
Case Summary is displayed.

358 SUmimary

Applicants Respondents

Party Name tructng LP arty Name

Case Summary
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Case details are grouped into different sections.

¢ Click Expand All to view all the details.

¢ Click the individual section headings to view details specified in the respective

e Click Collapse All to hide all the details.

sections.

e Click Cancel fo close the case summary.

Review the required case details.

Click Documents to download and review the required documents.

Scroll down to Case Issuance section.

Case |ssuance

Case Type

Urgent?

Legal Aid Case?

Hearing Setdown
Date

Approval Status *

Issue Date

Motion - General (High Court)

No

No

01/06/201¢6 09:00

® Issue O Reject

25/05/2016

B Submit Cance

Issue Case

5. Determine if you want to issue or reject the case.

approved date. For example, if you are approving a case on 10/05/2016 at 7 pm the

\If you issue or reject the case after 5pm, the next court day is displayed as the case

approved date for the case will be 11/05/2016 or the next court doy.\

e Toissue the case:

a. Select Issue as Approval Status.

b. If required, select the required Issue Date (date of approval) and click
Submit. Following success message is displayed.

Comment [SSK1]: Please validate
this statement
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Suacess
Case Info has been updated successfully.

v

Success Message

e Toreject the case:
a. Select Reject as Approval Status.

Case Issuance

Case Type Motion - General (High Court)
Urgent?  No
Legal Aid Case? No

Hearing Setdown

01/06/2016 09:00

Date

Approval Status * O Issue @ Reject

Reason for Rejection

&

Issue Date 25/05/2016

Submit Cancel
Reject Case

b. Enter Reason for Rejection.

c. Ifrequired, select the required Issue Date (date of rejection) and click
Submit. Following success message is displayed.

Success
Case Info has been updated successfully.

v

Success Message

Once the case is issued or rejected it is nofified to the legal practitioner. If required,
the system notifies the registrar to assign a judge for the case.

Assign Judge

If there are no judges configured for a particular case type or if the case is
indicated as urgent, the system nofifies the registrar to assign a judge manually. This
is listed as a pending task in the Home/Dashboards page.

To assign judge:
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@& Task(s) [
2
Reference ~ | Title ~ | Name ~  Assignee(s) ~ | Created Date ~ | Due Date ~

® ® Assignjug @ | x @ @ /]

HC-MD-CIV-ACT-DEL- | Assign Judge for S& E High Court ~ ~
~ - Assign Judge L 14/04/2016 15:47 21/04/2016 16:00
2016-00001 Associates vs T&T Registrars
HC-MD-CIV-ACT- Assign Judge for Dias High Court B ~
_ Assign Judge 14/04/2016 13:14 21/04/2016 16:00 @ 3
CON-2016-00001 vs hal Pal Registrars
HC-MD-CIV-MOT- Assign Judge for High Court ~ ~ _
- Assign Judge N 10/05/2016 10:12 17/05/2016 16:00 @ 4
GEN-2016-00012 Ayodhya vs Ravan = Registrars

1« 4-- > 20 v v

Task(s) List

Refer to Sort and Filter Pending Tasks or Hearings for more information.

1. In the Task(s) list, click the -~ ' icon corresponding to the pending task.
Assign Judge page is displayed.

Assign Judge «

Case No HC-MD-CIV-ACT-DEL-2016-00001

Case Title S& E Associates vs T&T Case Type Action - Delict (High Court)
Status Judge Assignment Assigned Judge
Filed By Alexander Maxwell Filed By Erasmus & Associates
LawFirm

Judge Assignment History

Assign Judge
2. Click Case Detdails to view the case details.
3. Scroll down to Assign Judge.
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Case Judge History

Judge ~ | Status ~ | Date ~ | Comments ~ | Remarks ~ | Updated Date ~
] @ @ @ @ ®

] 4“. » 20 v (v}

Assign Judge

Assignment Type * Manual Automatic

B Submit Cance

Assign Judge

If you are the Chief Registrar, you can view the list of previously assigned judges for this
case in the Case Judge History.

4, Determine if you want assign the managing judge manually or
automatically.

e To assign the judge manually:

Assign Judge
@ .
Assignment Type * Manual Automatic
Judge * Alfred Bushong v
Remarks Reassigned Judge

B Submit Cance!

a. Select Manual.
b. Select a Judge from the drop-down list.

c. Ifrequired, enter your Remarks and click Submit. Following success
message is displayed.

Success

Case Judge History has been soved successfully.

Success Message

e To assign the judge automatically:

e If there are no judges configured for the particular case type, the system will not
assign a judge automatically. In the event of this happening, it is recommended to
assign the judge manually.

e If you choose to assign the judge automatically, there is a probability for the system

© CrimsonLogic Pte Ltd Private information- to be distributed to users only. 34



Namibia e-Justice User Guide for Registrars
Notifications and Tasks

fo assign the same judge who had rejected the case. In the event of this happening,
it is recommended to retry or assign the judge manually.

Assign Judge
Manual ® Automatic

Assignment Type *

Judge Paul David

& Submit Cancel

Assign Judge
a. Select Automadtic. The system assigns a Judge for the case.
b. Click Submit. Following success message is displayed.

Success
v Case Judge History has been soved successfully.

Success Message

Notification is sent to the assigned judge to accept the case. If the assigned judge
rejects the case, the chief registrar and the chief judge are notified about this. The
chief registrar can reassign a new judge for the case.

Reassign Judge

Upon assigning a judge to a case, the system sends a nofification to the assigned
judge. If the assigned judge rejects the case, the chief registrar and the chief judge
are notified about this and listed as a pending task in their Home/Dashboards page.

The chief registrar can reassign a new judge for the case.

To reassign judge:

@& Task(s) fs
2
Reference ~ | Title ~ | Name ~ | Assignee(s) ~  Created Date ~ Due Date ~

® ® ® ® ® ®

High Court Chief
Judge Reassignment

HC-MD-CIV-MOT- N Registrars, High ~ _ . _
for F&G Org vs H&l Judge Reassignment 06/05/2016 11:01 3/05/2016 16:00 @ | &
GEN-2016-00011 o Court Judge
I
g President

High Court Chief
Judge Reassignment
HC-MD-CIV-ACT-DEL- ) Registrars, High _ _
_ for S& E Associates Judge Reassignment 10/05/2016 16:00 18/05/2016 16:00 @ ™
2016-00001 Court Judge

vs T&T
President

I <> » 20 v ]

Task(s) List

@ Refer to Sort and Filter Pending Tasks or Hearings for more information.
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1. In the Task(s) list, click the - icon corresponding to the pending task.
Assign Judge page is displayed.

& Assign Judge iy
Case No HC-MD-CIV-MOT-GEN-2016-00011
Case Title F&G Orgws H&l Org Case Type Motion - General (High Court)
Status  Judge Assignment Assigned Judge
Filed By Alexander Maxwell Filed By Vidhur Law Firm
LawFirm
Case Details ~

Assign Judge - Case Details
2. Click Case Detdails to view the case details.

3. Scroll down fo view the Case Judge History.

Judge Assignment History

Case Judge Histary

2
Judge ~ | Status ~ | Date ~ | Comments ~ | Remarks ~ | Updated Date ~
Assigned
Paul David Rejected 06/05/2016 11:01 Sabbatical Leave Automatically by 06/05/2016 11:01

ejustice System

7] 4-- » 20 v (v}

Assign Judge - Case Judge History

4. Scroll down to Assign Judge.

Assign Judge

Assignment Type * Manual Automatic

Bl submit Cance

Assign Judge
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5. Select the required Assignment Type and click Submit. Following success
message is displayed.

Success
v Case Judge History has been soved successfully.

Success Message

e |If there are no judges configured for the particular case type, the system will not
assign a judge automatically. In the event of this happening, it is recommended to
assign the judge manually.

@ e If you choose to assign the judge automatically, there is a probability for the system
to assign the same judge who had rejected the case. In the event of this happening,
it isrecommended fo retry or assign the judge manually

e For more information refer to Assian Judge.

Once the judge accepts the case, the judge schedules a hearing and the registrar is
nofified to endorse the hearing nofice.

Endorse Hearing Notice

Registrar is nofified to endorse all the hearing nofice before sending it to the
instructing legal practitioners. As an example this user guide explains the steps to
endorse the case management conference notice.

To endorse hearing nolice:

@& Task(s) (S
2
Reference ~ | Title ~ | Name ~  Assignee(s) ~ | Created Date ~  Due Date ~
HC-MD-CI'| @ || % @ @ @ @ @
Amend Relief details:
HC-MD-CIV-MOT- . . .
\Please update the Ad-hoc Task Steve Greg 06/05/2016 15:36 07/05/2016 00:00 ® &
GEN-2016-00004 claim details

Endorse Case

Management Endorse Case
HC-MD-CIV-MOT- High Court

Conference Notice Management . 06/05/2016 11:50 13/05/2016 16:00 @ 4
GEN-2016-00004 ) ) . Registrars

for Tin & Till vs Lisa Conference Notice

Ray

Endorse Case

Management Endorse Case
HC-MD-CIV-MOT- - . High Court _ _ . _

Conference Notice Management . 06/05/2016 16:07 3/05/2016 16:00 @& =4
GEN-2016-00004 . N Registrars

for Tin & Till vs Lisa Confarence Notice

Ray

Endorse Case

Management Endorse Case
HC-MD-CIV-MOT- High Court

Confarence Notice Management 09/05/2016 09:56 16/05/2016 16:00 @ =&
GEN-2016-00004 Registrars

for Tin & Till vs Lisa Conference Notice

Ray

Endorse Case

Management Endorse Case
HC-MD-CIV-MOT- N High Court . 3 i 3

Conference Notice Management . 0/05/2016 16:31 8/05/2016 16:00 @
GEN-2016-00004 Registrars

for Tin & Till vs Lisa Conference Notice
Ray

“‘n’ [l 0 ]

Task(s) List
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@ Refer to Sort and Filter Pending Tasks or Hearings for more information.

=
1. In the Task(s) list, click the icon corresponding to the pending task. The
hearing notice is displayed.

Report Details

B I U ==

]
101
(]
]
I
|
"

[

Format v {inherited font) v (inherited size) v A w & v

CASE MANAGEMENT CONFERENCE NOTICE

The managing judge, Honourable Justice Bushong, hereby directs the parties or their legal practitioners to attend a case management conference to be held at
Windhoek on 12th day of May 2016 at 09:00 AM at court indicated on the notice board.

All court documents must be clearly indexed.

All the issues listed in rule 25(2), as well as issues not listed therein but included in the report, must be considered by the parties at the parties’ case
management meeting and directions will be given by the managing judge based on the report.

An order will be made by the managing judge in terms of rule 25(5).

DATED at Windhoek on this 11th day of May 2016.

BY CRDER OF THE MANAGING JUDGE =

Hearing Notice

2. Click Endorse. Following success message is displayed.

Success
v Case Hearing has been updated successfully.

Success Message

The respective document is listed under the Documents section in the Case
Summary.
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Sign or Endorse Hearing Order

When registrar is notified to endorse a hearing order, it is listed as a pending task in
the Home/Dashboards page.

As an example this user guide explains the steps to endorse the case management
conference order.

To endorse hearing order:

@& Task(s) [
2
Reference ~ | Title ~  Mame ~ | Assignee(s) ~ | Created Date ~ | Due Date ~
HC-MD-CIl @ | % @ @ @ @ ]
Amend Relief details:
HC-MD-CIV-MOT- e N I —
_ .Please update the Ad-hoc Task Steve Greg 06/05/2016 15:36 07/05/2016 00:00 ® &
GEN-2016-00004
claim details
Endorse Case
Management Endorse Case
HC-MD-CIV-MOT- N . High Court o o _
_ Conference Notice Management - 06/05/2016 11:50 3/05/2016 16:00 @ T4
GEN-2016-00004 . N Registrars
for Tin & Till vs Lisa Conference Notice
Ray
Endorse Case
) Management Endorse Case
HC-MD-CIV-MQT- . High Court I e -
_ Conference Notice Management - 06/05/2016 16:07 13/05/2016 16:00 @ =
GEN-2016-00004 . N Registrars
for Tin & Till vs Lisa Conference Notice
Ray
Endorse Case
Management Endorse Case
HC-MD-CIV-MOT- . ) High Court T 6 =
, Conference Notice Management 09/05/2016 09:56 @& 4
GEN-2016-00004 N _ Registrars
for Tin & Till vs Lisa Conference Notice
Ray
5ign Case
HC-MD-CIV-MOT- Sign Court Order for = High Court e e o e s e =
. Management 0/05/2016 17:10 8/05/2016 16:00 @&
GEN-2016-00004 Tin & Till vs Lisa Ray N Registrars
Conference Order
TR - CRC 20 v (o]

Task(s) List

Refer to Sort and Filter Pending Tasks or Hearings for more information.

1. In the Task(s) list, click the - — ' icon corresponding to the pending task. The
hearing order is displayed.
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Report Details

B I U e @ X, XK

"
Il

Format A (inherited font) v (inherited size) v A v &«

CASE MANAGEMENT ORDER

Having heard ALEXANDER MAXWELL, on behalf of the Applicant(s) and FOUR LP, on behalf of the Respondent(s) and having held case management
conference pursuant to rule 25 of the Rules of High Court of Namibia on 10th day of May 2016 at 17:07 PM.

Having considered the report and submissions by the parties or their legal practitioners during the case management conference.

IT IS ORDERED THAT:

1. Case is postponed: Amendment of Pleadings
2. The case is postpened te 12/05/2016 09:00hrs for Sanctiens hearing.
3. The parties’ attention is drawn to the provisicns contained in Part 6 of the Rules of High Court.

BY ORDER OF THE COURT

Endorse Cancel

Hearing Order
2. Click Endorse. Following success message is displayed.

Success

Case Hearing has been updated successfully.

Success Message
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Complete Ad-hoc Task

Once an ad-hoc task is assigned to a registrar, the registrar is nofified to complete it.
To complete an ad-hoc task:

= ne / Dashboards &
@& Task(s) oS
o
Refarence ~ | Title ~ | Name ~ | Assignee(s) ~  Created Date ~ | Due Date ~
@ ® Ad-hocTa @ | % @ ® (]
HC-MD-CIV-MOT- Amend Relief details: o o
~ Ad-hoc Task Steve Greg 19/04/2016 10:35 21/04/2016 00:00 @ T3
GEN-2016-00002 ,da it now
Amend Relief details:
HC-MD-CIV-MOT- - - - - -
.Please update the Ad-hoc Task Steve Greg 06/05/2016 15:36 07/05/2016 00:00 @

GEN-2016-00004

claim details

Task(s) List

Refer to Sort and Filter Pending Tasks or Hearings for more information.

1. In the Task(s) list, click the icon corresponding to the pending task.

& Edit Case Info s

Search Case

Search Case

CaseNo *

Case Information

Associates)

Case No HC-MD-CIV-MOT-GEN-2016-00004
Case Title Tin & Till vs Lisa Ray Case Type Motion - General (High Court)
Status Finalized Assigned Judge  Alfred Bushong
Filed By Alexander Maxwel Filed By Erasmus & Associates
LawFirm
Urgent? Yes
Applicants Respondents

Party Name Instructing LP Party Name Instructing LP

N Alexander Maxwell (Erasmus & Four LP (Shipopyeni & Associates Legal
Tin & Till Lisa Ray

Cancel

Practitioners)

Search Case
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2. Click Next. The Case Details page is displayed.

3. To change the claim details go to step 4. Otherwise go to step 5.

= edit Case Info

Case Details

Case Details

Relief Claimed * —  Claim1

Previous Cancel

Click to add a
new claim

Click to remove
the claim

Next

Case Details

corresponding fo a claim fo

4. Click to add a new claim or click
remove it.
= Edit Case Info
Case Details
Case Details
Relief Claimed * — Claim1
Claim 2
Previous Cancel

Case Details

5. Click Next to view the Case Parties.
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= =dit Case Info -~
Case Parties

Case Parties

o

Name ~ | Category ~ | Type ~ | Priority ~ | Notice To Oppo... v | Updated Date ~

Lisa Ray Natural Person Respondent 1 15 12/04/2016 17:52 @ =
Tin & Till Government Applicant 1 12/04/2016 17:52 @

Mo - R 20 v <

revious canee

Case Parties

. . = .
6. To change the case party details, click the corresponding to the case
party and make the required changes. Otherwise go to step 7.

7. Click Save Changes. You will be prompted to confirm.

© Confirmation

Do you want to save the changes

Confirmation Message

8. Click Ok. Following success message is displayed.

Success
V Case Info has been updated successfully.

Success Message




Namibia e-Justice User Guide for Registrars
Notifications and Tasks

Issue Writ of Execution

Once a registrar is notified to issue the writ of execution, it is listed as a pending task
in the Home/Dashboards page.

To issue writ of execution:

= Home / Dashboards

@ Task(s) oS
2
Reference ~  Title ~  Mame ~  Assignee(s) ~  Created Date ¥ ~  Due Date ~
® @ Execution| @ | x @ @ @
ssue Writ of
Execution - Movable . High Court P P —
A&B Orgvs C&D Qrg ssue Execution 0/05/2016 17:57 8/05/2016 16:00 @& ~
- Properties for AZB Registrars
Orgvs C&D Org
M BOREE ¢

Task(s) List

Refer to Sort and Filter Pending Tasks or Hearings for more information.

(]

1. In the Task(s) list, click the - icon corresponding to the pending task. The
case summary is displayed with Main Case No and related details.

= Case Approval «

Case summary

Execution No Main Case No HC-MD-CIV-MOT-GEN-2016-00013
Case Title ARB Orgvs C&D Org Case Type Execution - Movable Properties (High Court)
Status New Assigned

Deputy Sheriff

Filed By Alexander Maxwell Filed By Vidhur Law Firm
LawFirm
xpand All | Collapse All
(Case Deta v
Case Parties b
L v
Case Histories b
= v

Case Summary

2. View the required case details and scroll down to Case Issuance.
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Case Issuance

Case Type Execution - Movable Properties (High Court)
Urgent? No
® |ssue Reject

Approval Status *

Issue Date 11/05/2016

B Submit Cancel

Case Issuance
3. Determine if you want fo issue or reject the writ of execution.
o Toissue the writ of execution:
a. Select Issue as Approval Status.
b. Click Submit. Following success message is displayed.

Success
V Case Info has been updated successfully.

Success Message

e Toreject the writ of execution:
a. Select Reject as Approval Status.

Case Issuance

Case Type Execution - Movable Properties (High Court)

Urgent? No

& )
Approval Status * Issue Reject

Reason for Rejection
*

Issue Date 11/05/2016

B Submit Cancel
Reject Writ of Execution

b. Enter Reason for Rejection and click Submit. Following success message is
displayed.
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Suacess
V Case Info has been updated successfully.

Success Message
e Once the writ of execution is issued an execution number is assigned and this
is notified to the legal practitioner who in furn appoints a deputy sheriff to

carry out the execution.

e You can view the execution details in the case summary under the section
Executions.

Expand All | Collapse All

Execution Number

@

EXE-HC-EXEMOV-2016-
00003

Documents

Case Details v
Case Parties v
Legal Practitioners v
Case Judges v
Case Hearings v
Return of Services v
Case Histories v
Executions ~
2

Execution Title ~ | Execution Type ~  Execution Status ~ | Updated Date

Click to view

© ® ® ® execution details

Execution - Movable
AZB Orgvs CRD Org Issued 11/05/2016 10:10 -
Properties (High Court)

20 v |items per page 1-10f1items

Case Summary
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Schedule Taxation Hearing

Once a legal practitioner files taxation for a case, the registrar is noftified to schedule
a hearing for the faxation. It is listed as a pending task in the Home/Dashboards

page.
To schedule taxation hearing:

@ Task(s) < 7
2l
Reference ~ | Title ~ | MName ~ | Assignee(s) ~ | Created Date ~  Due Date ~
@ ® tax ® x ® @ @

Endorse Taxation _ _
HC-MD-CIV-MOT- Endorse Taxation High Court

_ ~ Notice for W&E Org 26/04/2016 13:47 03/05/2016 16:00 - &
GEN-2016-00009 < PK Notice Registrars

vs PK

Schedule Taxation
HC-MD-CIV-MOT- Schedule Taxation High Court B o o _
_ ~ Hearing for W&E Org . - 26/04/2016 13:40 03/05/2016 16:00 @ &
GEN-2016-00009 . Hearing Registrars

vs PK

Schedule Taxation
HC-MD-CIV-MOT- Schedule Taxation High Court o o
_ . Hearing for A&B Org - 11/05/2016 13:48 18/05/2016 16:00 & (g
GEN-2016-00013 - Hearing Registrars

vs C&D Org

] <-> ol o v [v]

Task(s) List

Refer to Sort and Filter Pending Tasks or Hearings for more information.
1. In the Task(s) list, click the - icon corresponding fo the pending task.
& Case Schedule Taxation Hearing Form "

Case No HC-MD-CIV-MOT-GEN-2016-00013

Case Title ARB Org vs C&D Org Case Type Motion - General (High Court)
Status Finalized Assigned Judge  Judge Shafimane Usitale
Filed By Alexander Maxwell Filed By Vidhur Law Firm
LawFirm

Case v
Schedule Taxation Hearing
Hearing Type * Taxation v
Hearing Date * 12/05/2016 09:00
Hearing Location * High Court Main Division Taxation Room 1 v

B Submit Cancel

Schedule Taxation Hearing

2. Click Case Detdils fo view the required details.
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3. Specify the required details.

@ To modify the hearing date and time, click the and © icons respectively.

4. Click Submit. Following success message is displayed.

Success
v Case Hearing has been soved successfully.

Success Message

Once a taxation hearing is scheduled it is notified to the registrar to endorse the
taxation notice.

Endorse Taxation Notice

Once a taxation hearing is scheduled, the registrar is nofified to endorse the taxation
hearing notice. It is listed as a pending task in the Home/Dashboards page.

To endorse taxation notice:

/ Dashboards
& Task(s) Z 7
)
Reference ~ | Title ~ | Name ~  Assignee(s) ~ | Created Date ~  Due Date ~
HC-MD-C @ % @ @ @ @ @
Endorse Taxation . .
HC-MD-CIV-MOT- Endorse Taxation High Court ; ) ; _
R Notice for A&B Org ) ) 1/05/2016 14:20 8/05/2016 16:00 @
GEN-2016-00013 Notice Registrars
vs C&D Org
- n M 20 v <

Task(s) List

@ Refer to Sort and Filter Pending Tasks or Hearings for more information.

=
1. In the Task(s) list, click the icon corresponding to the pending task. The
scheduled taxation hearing notice is displayed.
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Report Details

= = | & %X, | X <y

B I U =«

Format v (inherited font) v (inherited size) v A v o v

KINDLY TAKE NOTICE that the Bill of Costs drawn in favour of abovementioned A&B ORG and C&D ORG is set down for taxation at the High Court on the
12th day of May 2016 at 09:00 AM.

KINDLY TAKE FURTHER NOTICE that STEVE GREG or any other available Registrar / Deputy Registrar or assistant Registrar will attend to the Taxation as
Taxing Master.

DATED at Windhoek on this 11th day of May 2016.

REGISTRAR OF THE HIGH COURT
WINDHOEK

Endorse Scheduled Taxation Notice

2. Click Endorse. Following success message is displayed.

Success

v Case Hearing has been updoted successfully.
Success Message
Once the taxation hearing schedule is endorsed by the registrar, it is notified to the
filing legal practitioner.
The taxation hearing is listed under Active Taxation Hearings in the Case Hearings.
Once the taxation hearing is completed, the registrar updates the outcome of the
taxation hearing.
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Case Management

This chapter guides you to do the following to manage a court case.
o View All Cases

o File Return of Service

o Update or Change Case Hearing

o File Documents
o Assign Ad-hoc Tasks
o Add Additional Hearing

o Change Status
e Search for Cases by Party

View All Cases

In the Home/Dashboards page there is a shortcut to view the existing cases and this
is listed under the Registrar Task(s).

To view all the existing cases:

@ Registrar Task(s) "

Home- Dashboards

1.Click the Here hyperlink from the View existing Cases sectfion in the
Home/Dashboards page.

? Alternatively you may view all cases from the side menu. In the side menu, click Case
i Management >> All Cases and follow the below steps.

All the cases are listed.
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0
Case Title ~  Case No ~ | Case Type ~ | Status ~ | Approved Date ~  Updated Date ~
@ @ @ @ @ @
HC-MD-CIV-MOT- Motion - General ~ ~
jehn tan vs kerry lai Hearing 12/04/2016 10/05/2016 11:40 @
GEN-2016-00001 (High Court)
Electricity Board vs HC-MD-CIV-MOT- Motion - General B ~
Finalized 12/04/2016 22/04/2016 15:04 @
Martha Tombuks GEN-2016-00002 (High Court)
Varen industries vs HC-MD-CIV-MOT- Motion - General R ~
Hearing 12/04/2016 05/05/2016 13:42 @
tracy whitney GEN-2016-00003 (High Court)
N HC-MD-CIV-MOT- Motion - General . _ . ~
Tin & Till vs Lisa Ray Finalized 4/04/2016 0/05/2016 17:22 &
GEN-2016-00004 (High Court)
Motion - General _ . ~ _
Dako vs Sarah Morey Draft 3/04/2016 11:15 &
(High Court)
. HC-MD-CIV-ACT- Action - Contract . . ~ . ~
Dias vs hal Pal _ . Judge Assignment 4/04/2016 4/04/2016 13:14 &
CON-2016-0000 (High Court)
Motion - General -
test1 vs test2 New 14/04/2016 09:59 @
(High Court)
HC-MD-CIV-MOT- Motion - General ~ ~
againb vs kkeith i Issued 19/04/2016 18/04/2016 17:27 @
GEN-2016-00006 (High Court)
S& E Associates vs HC-MD-CIV-ACT-DEL- | Action - Delict (High R ~
Judge Assignment 14/04/2016 14/04/2016 15:47 @
T&T 2016-00001 Court)
HC-MD-CIV-MOT- Motion - General ~ ~
Issac vs Karl Freud _ Unopposed 15/04/2016 29/04/2016 16:00 @&
GEN-2016-00005 (High Court)

All Cases

View Case Details

To view the details of a case:

b o
1. From the All Cases list, click the icon corresponding fo the case.

The Case Summary is displayed.

= summary Information s
Return Of Service Update Case Hearing File Documents  Ad-hoc Task Add Hearing | Change Status
Case No HC-MD-CIV-MOT-GEN-2016-00001
Case Title  john tanwvs kerry lai Case Type Wotien - General (High Court)
Status Hearing Assigned Judge Paul David
Filed By Alexander Maxwell Filed By Erasmus & Associates
LawFirm
Applicants Respondents
Party Name Instructing LP Party Name Instructing LP
Alexander Maxwell (Erasmus & . Four LP {Shipopyeni & Associates Legal
john tan kerry lai .
Associates) Practitioners)

Case Summary
You may do the following from the case summary:

e File Return of Service

e Update or Change Case Hearing
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e File Documents

e Assign Ad-hoc Tasks

e Add Additional Hearing
e Change Status

Expand All | Collapse Al

Click Expand All or Collapse All 1o
view or hide all the details in one click.

Click a heading to view or

2l . ; .
hide its details.
Judge ~ | Status ~ pate T Camments ~  Remarks ~  Updated Date ~
@ [G] @ G] @
Assigned
Judge shafimane e AR A
Accepted 2/04/2016 0%:31 Automatically by 2/04/2016 09:31
Ueitele
gJustice System
Paul David Accepted 10/05/2016 11:40 Change Judge 10/05/2016 11:40

Case Summary
As an example this guide explains how to view the case party details.
View authorize code of a case party

1. Click Case Parties from the Case Summary. The case parties’ details are
displayed.
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Expand All | Collapse Al
‘ A

e Hartie ~
D
Name ~ | Category ~ | Type ~ | Priority ~ | Days To De. ~ Updated D ~

® ® ® v @ @ ® @

Alan Murphy Matural Persen Plaintiff gaHxFQ 29/04/2016 10:35 @
Daisy Doodle Matural Person Defendant Rig101 29/04/2016 10:35 @
- - M 20 v (v]

Case Parties

The Authorize Code for each party is listed.

2. Take note of the required authorize codes.

File Return of Service

Prerequisites

e Proof of service document has to be scanned and saved as PDF fo your

computer.

e Case Number (if you file return of service from Home/Dashboards or from the
side menu by clicking Case Management >> Return of Service)

e Authorize code for the respondent or defendant.

To file return of service for a case:

= Cases

)

Case Title ~ | Case No ~ | CaseType ~ | Status
® HCMD-CY @ % ®

Motion - General
(High Court)

HC-MD-CIV-MOT-
GEN-2016-00001

john tan vs kerry lai Hearing

~ | Approved Date ~ | Updated Date ~
® ® ®

10/05/2016 11:40

All Cases

1. From the All Cases list, click the
Case Summairy is displayed.

-
icon corresponding to the case. The
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e Alternatively, you may file return of service from the Home/Dashboards page or from the
side menu, Return of Service.

¢ Method 1:In the Home/Dashboards page, click the Here link in the section Return of
Service for Case.

e Method 2: Click Case Management >> Return of Service from the side menu.

o If you file returns of service using any of these alternative methods, you will be directed to
the Search Case page.

e Enter the Case No. and click Search to view the case details.

. Proceed to step 4.

= Case Return of Service 2

Search Case

Enter Case Number
and click Search.

Search Case

Cancel
= summary Information <"
Return Of Service Update Case Hearing File Documents Ad-hoc Task Add Hearing Change Status
Case No HC-MD-CIV-MOT-GEN-2016-00001
Case Title  johntan vs kerry lai Case Type Motion - General (High Court)
Status Hearing Assigned Judge Paul David
Filed By  Alexander Maxwell FiledBy  Erasmus & Associates
LawFirm
Applicants Respondents
Party Name nstructing LP Party Name Instructing LP
Alexander Maxwell (Erasmus & Four LP (Shipopyeni & Associates Legal
john tan kerry lai
Associates) Practitioners)
xpand All | Collapse All
Case De e
Case Parties i
~

Case Summary

2. Click Case Parties to take note of the Authorize Code of the respondent or
defendant from the Case Parties secfion.
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& summary Information

Status Hearing

Update Case Hearing File Documents Ad-hoc Task

Case No HC-MD-CIV-MOT-GEN-2016-00001

Case Title  johntanvs kerry lai

Filed By Alexander Maxwell

Add Hearing Change Status

Case Type

Assigned Judge

Filed By
LawFirm

Motion - General (High Court)

Paul David

Erasmus & Associates

Case Summary

3. Click Return of Service. The Search Case

deftails.

page is displayed with all the

& Case Return of Service

Search Case

Search Case

Case Information

Status Hearing

Applicants

Party Name

john tan

Case No * HC-MD-CIV-MOT-GEN-2016-00001

Case No HC-MD-CIV-MOT-GEN-2015-00001

Case Title john tan vs kerry lai

FiledBy  Alexander Maxwel

Instructing LP

Alexander Maxwell (Erasmus &
Associates)

Case Type

Assigned Judge

Filed By
LawFirm

Respondents

Party Name

kerry lai

Cancel

Maotion - General (High Cou
Paul David

Erasmus & Associates

Instructing LP

Four LP (Shipopyeni & Associates Legal
Practitioners)

Search Case

4. Click Next. The Authorize Codes page is displayed.
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= Case Return of Service o

Authorize Codes

Authorize Cades

Validate Codes * kerry la E Validate

Enter Authorize
Code .

Previous Cancel MNext

Authorize Codes

5. Select the required respondent or defendant, enter the respective authorize
code and click Validate. If the code is correct, it is indicated by a green tick
mark.

? If there are more than one respondent or defendant, repeat step 5 for each
1 respondent or defendant.

& Case Return of Service «

Authorize Codes

Authorize Codes

Validate Codes * kerry la -- Validate [EEeg

Previous Cancel Next

Authorize Codes

6. Click Next.
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& Case Return of Service o

Return of Service

Return of Service

Return Type * Return of Service v
Service By
F
Service Date * [ 12/05/2016 11:36 [C]
Remarks

Previous Cancel

Return of Service

7. Specify the required details and click Next.

= Case Return of Service <

Upload Documents
Upload Documents

[1-

Filename ~  Type ~ | Description ~ Uploaded By  ~ | Serve On ~ | File On ~

@ @ ) @ @ ®
Moa a v | 0 v [«]
Previous Cancel Submit

Upload Documents

+
8. Click to aftach a document.
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[3 Add Document
Group *
Return of Service .

Type *

Select One v

Description

Filename

Select files...

Close

Add Document
9. Select the Group and Type of the supporting document.
10. If required, enter a Description for the document.

11. Click Select files to browse and upload the document. Uploaded document
is listed as shown below.
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[3 Add Document

Group *

Return of Service v
Type *

Return of Service v

Description

Filename

Select files... ()]

Save Close

12. Click Save. The following success message is displayed and the attached
document is listed as shown below.

Add Document

Success

Document has been saved successfully.

Success Message
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= Case Return of Service o

Upload Documents

Upload Documents

+ | 0
Filename ~ | Type ~ | Description ~ | Uploaded By ~ | Serve On ~  FileOn ~

@® ® ] @® @ @®

orting_Docume... | Return of Service Steve Greg

T OOREX 3

Previous Cancel Submit

Upload Documents

oy

¢ To modify the document description, click

@

e Toremove the document, click
e To add another document repeat steps 8-12.

& Case Return of Service o

Upload Documents

Upload Documents

+ | 0
Filename ~ | Type ~ | Description ~ | Uploaded By ~ | Serve On ~ | File On ~
® @ @ ® @ ®

Return of Service Steve Greg 12/05/2016 12:03 = I

Previous Cancel

Upload Documents

13. Click Submit. You will be prompted to confirm.

© Confirmation

The case will be submitted to court and you will be liable for your actions

Confirmation

14. Click Ok. Following success message is displayed.
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Success
v Case Info has been soved successfully.

Success Message

Update or Change Case Hearing

Registrars can update or change the hearing details of an active hearing.
To change or update the hearing details:

& cases v
)
Case Title ~ | Case No ~  CaseType ~ | Status ~ Approved Date ~ | Updated Date ~
@® HO-MD-Cl| @ | % @ ® @ @
HC-MD-CIV-MOT- Motion - General . ~ . ~
Jjohn tan vs kerry lai Hearing 2/04/2016 0/05/2016 11:40
GEN-2016-00001 (High Court)
Mo CR 20 v ]

All Cases

i
1. From the All Cases list, click the icon corresponding fo the case. The
Case Summairy is displayed.

= summary Information <

Return Of Service Update Case Hearing File Documents  Ad-hoc Task | Add Hearing Change Status

Case No HC-MD-CIV-MOT-GEN-2016-00001

Case Title john tan vs kerry lai Case Type Motion - General (High Court)
Status Hearing Assigned Judge Paul David
Filed By Alexander Maxwell Filed By Erasmus & Associates
LawFirm

Case Summary

2. Click Update Case Hearing. You will be redirected fo Change Active Case
Hearing page.
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& Change Active Case Hearing <~
2
Case No ~ | Type ~ | Judges ~ | Hearing Date ~ | Location ~ | Updated Date ~
HC-MD-CIV-MOT- Case Management udge Shafimane
_ - = ! _‘5 09/05/2016 16:12 Room 1 09/05/2016 16:13 ® | &
GEN-2016-00001 Conference Ueitele
HC-MD-CIV-MOT- Case Management ; _ ; _

- Two Judge 22/04/2016 11:22 Room 2 22/04/2016 11:32 @ =
GEN-2016-00002 Conference -
HC-MD-CIV-MOT- Case Management ~ o o
n _ - One Judge 26/04/2016 08:00 Room 1 25/04/2016 16:00 @ =
GEN-2016-00009 Conference

High Court Main
HC-MD-CIV-MOT- -

Taxation 26/04/2016 14:17 Division Taxation 26/04/2016 13:47 @ | &
GEN-2016-00009
Room 1

HC-MD-CIV-MOT- Case Management Alfred Bushong, o o
n - 04/05/2016 16:31 Room 1 04/05/2016 16:31 @ =
GEN-2016-00010 Conference Judge Harold Geier
HC-MD-CIV-MOT- Case Management Alfred Bushong, . _ ) _

- 06/05/2016 09:00 Room 2 05/05/2016 13:53 ® | &
GEN-2016-00003 Conference Judge Harold Geier
HC-MD-CIV-MOT- Case Management Alfred Bushong, e s - i e
_ N 06/05/2016 13:49 Room 1 06/05/2016 11:50 @ =
GEN-2016-00004 Conference Judge Harold Geier
HC-MD-CIV-MOT- Case Management ~ ~ ~

- Alfred Bushong 09/05/2016 08:00 Room 1 06/05/2016 16:07 @ =
GEN-2016-00004 Conference
HC-MD-CIV-MOT- Case Management Alfred Bushong, DU I,
_ N 0/05/2016 09:00 Room 1 09/05/2016 11:11 @ =
GEN-2016-00004 Conference Judge Harold Geier

Alfred Bushong,

HC-MD-CIV-MOT- Case Management ~ ~

B Judge Shafimane 11/05/2016 09:00 Room 1 11/05/2016 17:22 @ | &
GEN-2016-00001 Conference Ueitel

eitele

" <-> > 20 v v

Active Case Hearing List

3. For further instructions refer to step 2 in View and Change Case Hearing.

File Documents

Registrars can file documents for a case. This is an ad-hoc filing.
Prerequisites: Scan and save the document to be filed as a PDF to your computer.
To file documents for a case:

= Cases <
0
Case Title ~ | Case No ~  CaseType ~ | Status ~ Approved Date ~ | Updated Date ~
@ mevoa| @ x ® @ @ ®
john tan vs kerry lai REMD-CV-MOT- Motion - Gener| Hearing 12/04/2016 10/05/2016 11:40

GEN-2016-00001 (High Court)

M <-> > 20 v v}

All Cases
"

1. From the All Cases list, click the - icon corresponding to the case. The
Case Summairy is displayed.
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= summary Information

Return Of Service Update Case Hearing

Case No HC-MD-CIV-MOT-GEN-2016-00001

Case Title  johntanvs kerry lai

Status Hearing

Filed By Alexander Maxwell

Ad-hoc Task

Add Hearing Change Status

Case Type Motion - General (High Court)

Assigned Judge Paul David

Filed By Erasmus & Associates
LawFirm

Case Summary

2. Click File Documents. The Search Case page is displayed.

&= Case Ad-hoc Filing Form

07

Search Case

Search Case

Case No * HC-MD-CIV-MOT-GEN-2016-00001

Case Information
Case No HC-MD-CIV-MOT-GEN-2016-00001
CaseTitle  johntan vs kerry lai

Status Hearing

Filed By Alexander Maxwel
Applicants
Party Name Instructing LP

(ohn tan Alexander Maxwell (Erasmus &
I Associates)

Cancel

Case Type Motion - General (High Court)

Assigned Judge Paul David

Filed By Erasmus & Associates

LawFirm
Respondents
Party Name Instructing LP
Four LP (Shipopyeni & Associates Legal
kerry lai RoRY =

Practitioners)

Search Case

3. Review the case details and click Next to file the required documents.
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= Case Ad-hoc Filing Form "
Documents
Documents
°
Filename ~ | Type ~ | Description ~ | Uploaded By ~ | Serve On ~ | File On
® ® @ ® @ ®
TR [V o ow 20 v [«]
Previous Cancel Submit
Documents
. +
4, Click to aftach a document.
3 Add Document
Group *
Ad-hoc Case Filing v
Type *
Select One v
Description
“
Filename
Select files...
Close
Add Document
5. Select the Group and Type of the supporting document.
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6. Itisrecommended to enter a Description for the document,

7. Click Select files to browse for the required file and upload it. Uploaded
document is listed as shown below.

[3 Add Document

Group *

Ad-hoc Case Filing v

Type *

Annexure ¥

Description

Filename

Select files... @

Save Close

8. Click Save. Following success message is displayed and the attached
document is listed as shown below.

Add Document

Success

Document has been saved successfully.

Success Message
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& Case Ad-hoc Filing Form

e

Documents

Documents

+ 2

Filename ~ | Type ~ | Description ~ | Uploaded By ~  Serve On ~  File On ~

@ @ @ @ @ @
|5Jppnrtmg733(ure..‘ Annexure Steve Greg 12/05/2016 17:21 = @
Mo n L 20 v v}
Previous Cancel Submit
Documents
&
@ ¢ To modify the document description, click
¢ Toremove the document, click
¢ To add another document, repeat steps 4-8.
= Case Ad-hoc Filing Form s
Documents

Documents

+ 2

Filename ~ | Type ~ | Description ~ | Uploaded By ~  Serve On ~  FileOn ~

@ @ ® ® ® ®
Supporting_Docume... | Annexure Steve Greg 12/05/2016 17:21 = o)
Mo« - LR 20 v V]
Previous Cancel

Documents

9. Click Submit. Following success message is displayed.

Success

Case Info has been soved successfully.

Success Message

The filed documents is listed under the Documents section in the case summary.
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A registrar can assign an ad-hoc task to another registrar. This will be listed as a
pending task in the latter's Home/Dashboards page.

To assign ad-hoc task:

john tan vs kerry lai _ Hearing
GEN-2016-00001

(High Court)

&= Cases
0
Case Title ~ | Case No ~ | CaseType ~ | Status
@® HCGMD-CY @ | X @® ]
HC-MD-CIV-MOT- Motion - General

~ | Approved Date ~ | Updated Date ~

@ @®

10/05/2016 11:40

All Cases

L
1. From the All Cases list, click the

Case Summary is displayed.

icon corresponding fo the case. The

& summary Information

Case No HC-MD-CIV-MOT-GEN-2016-00001
Case Title  johntanvs kerry lai
Status Hearing
Filed By Alexander Maxwell

Return Of Service Update Case Hearing File Documents Ad-hoc Task Add Hearing Change Status

Case Type

Assigned Judge

Motion - General (High Court)

Paul David

Filed By
LawFirm

Erasmus & Associates

Case Summary

2. Click Ad-hoc Task. The Search Case page is displayed.
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= Case Ad-hoc Task Form «

07

Search Case
Search Case

Case No * HC-MD-CIV-MOT-GEN-2016-00001

Case Information

Case No HC-MD-CIV-MOT-GEN-2016-00001

Case Title  john tan vs kerry lai Case Type Motion - General (High Court)
Status  Hearing Assigned Judge  Paul David
Filed By Alexander Maxwel Filed By Erasmus & Associates
LawFirm
Applicants Respondents
Party Name nstructing LP Party Name Instructing LP
Alexander Maxwell (Erasmus & Four LP (Shipopyeni & Associates Legal
john tan . kerry lai .
Associates) Practitioners)

Cance

Search Case

3. Click Next. The Task Details page is displayed.

= Case Ad-hoc Task Form <
Task Details
Task Details
Task Name * Select One v
Due Date *
Assignee * Select One v
Message *
Previous Cancel Submit
Task Details

4, Select the task from the Task Name drop-down list.

5. Click the icon to select the Due Date within which the task has to be
completed.
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6. Select the Assignee who must complete the task.
7. Enter the task descriptfion or your message in the Message.
8. Click Submit. Following success message is displayed.

Success
v Case Info has been updoted successfully.

Success Message

All the ad-hoc tasks assigned for a case can be found in the Case Histories
section of the case summary.

Add Hearing

Registrar or managing judge can schedule additional hearings for the case.

To schedule additional hearing:

= Cases "
)
Case Title ~ | Case No ~  CaseType ~ | Status ~ Approved Date ~ | Updated Date ~
@® HO-MD-Cl| @ | % @ ® @ @
HC-MD-CIV-MOT- Motion - General ~ ~ -
Jjohn tan vs kerry lai Hearing 12/04/2016 10/05/2016 11:40
GEN-2016-00001 (High Court) .
Mo CR 20 v ]

All Cases

@
1. From the All Cases list, click the icon corresponding fo the case. The
Case Summairy is displayed.

= Summary Information 4

Return Of Service Update Case Hearing File Documents | Ad-hoc Task | Add Hearing Change Status

Case No HC-MD-CIV-MOT-GEN-2016-00001

Case Title  john tan vs kerry lai Case Type Wotion - General (High Court)
Status Hearing Assigned Judge Paul David
Filed By Alexander Maxwell Filed By Erasmus & Associates
LawFirm

Case Summary

2. Click Add Hearing. The Search Case page is displayed.



Namibia e-Justice User Guide for Registrars
Case Management

= Case Schedule Hearing Form

Search Case

Search Case

Case No * HC-MD-CIV-MOT-GEN-2016-00001

Case Infarmation

Case No HC-MD-CIV-MOT-GEN-2016-00001

Case Title john tan vs kerry la Case Type Maotion - General (High Court)
Status Hearing Assigned Judge Paul David
Filed By Alexander Maxwell Filed By Erasmus & Associates
LawFirm

Search Case

3. Click Next to schedule the hearing.
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Schedule Hearing
4. In Schedule Hearing section, select the required Hearing Type.

Name of the managing judge is displayed in the Judges field.

es R |

Paul David

Alfred Bushong

Hearing Start Date

Time *
Judge Harold Geier
Hearing End Date Judge Shafimane Ueitele
Time *

5. Click the Judges field, to select the judge required for the hearing.

@ e Repeat step 5to add another judge.

e Toremove ajudge, click [ | next to the judge’s name.
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Hearing Start Date 10/05/2016 09:00 (© |View Calendar
Time *
Hearing End Date 10/05/2016 10:00 ©
Time *
Hearing Location * Selact One v
Previous Next

6. Click View Calendar to view your calendar before scheduling the hearing.

e You can view only the managing judge’s calendar.

7. To modify the hearing start date and hearing end date, click the respective
calendar icons.

8. To modify the hearing start time and hearing end fime, click the respective
© icons.

9. Select the Hearing Location.

? If the selected location is unavailable for this schedule, the system will display a message.
You must select a different location for the hearing.

Schedule Hearing

Hearing Type * Case Management Conference v
Judges * Alfred Bushong Judge Harold Geier
Hearing Start Date 04/05/2016 13:13 View Calendar
Time *
Hearing End Date | 04/05/2016 14:13 ]
Time *
Hearing Location * A-Court v

Previous Next

Schedule Hearing

10. Click Next to preview the notice.
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& Case Schedule Hearing Form «

Preview Notice

Preview Notice

B I U = o %X, X

Format v (inherited font) v (inherited size) v Alv O«

CASE MANAGEMENT CONFERENCE NOTICE

The managing judge, Honourable Justice Bushong, hereby directs the parties or their legal practitioners to attend a case management conference to be
held at Windhoek on 04t day of May 2016 at 13:14 PM at court indicated on the notice board.

All court documents must be clearly indexed.

All the issues listed in rule 25(2), as well as issues not listed therein but included in the report, must be censidered by the parties at the parties’ case
management meeting and directions will be given by the managing judge based on the report.

An erder will be made by the managing judge in terms of rule 25(5).

DATED at Windhoek on this 04th day of May 2016.

BY ORDER OF THE MANAGING JUDGE

Previous

Preview Notice
11. If required, use the formaftting fools to format the noftice as required.

12. Click Submit. Following success message is displayed.

Success
v Case Hearing has been saved successfully.

Success Message

Change Status

If required, registrar can change the status of a case.
To change the case status:

= Cases e
0
Case Title ~ | Case No ~ | Case Type ~ | Status ~ | Approved Date ~ | Updated Date ~
®  |reweal@) x ® ® ® ®
. HC-MD-CIV-MOT- Motion - General ~ ~ -
Jjohn tan vs kerry lai ) Hearing 12/04/2016 10/05/2016 11:40
GEN-2016-00001 (High Court) =
Mo ER 0 v <

All Cases
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1. From the All Cases list, click the
Case Summary is displayed.

icon corresponding to the case. The

= summary Information

Return Of Service Update Case Hearing File Documents | Ad-hoc Task

Case No HC-MD-CIV-MOT-GEM-2016-00001

Change Status

CaseTitle  johntanvs kerry lai Case Type Wotion - General (High Court)
Status Hearing Assigned Judge Paul David
Filed By Alexander Maxwell Filed By Erasmus & Associates
LawFirm
Change Status

2. Click Change Status. The Search Case page is displayed.

07

Search Case
Search Case

Case No *

Case Information

Case No HC-MD-CIV-MQOT-GEN-2016-00001
Case Title jehn tan s kerry lai
Status Hearing
Filed By Alexander Maxwel
Applicants
Party Name Instructing LP
Alexander Maxwell (Erasmus &

john tan

Associates)

Case Type Motion - General (High Court)

Assigned Judge Paul David

Filed By Erasmus & Associates
LawFirm
Respondents
Party Name Instructing LP
Four LP {Shipopyeni & Associates Legal
kerry lai Popy &

Practitioners)

Cancel

Search Case

3. Click Next to change the status. The Change Status page is displayed.
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= Case Status Change Form «

—0

Change Status

Change Status

Status * Hearing v

Previous Cancel Change Status

Change Status
4. Select the required Status from the drop-down list and click Change Status.

Following success message is displayed.

Success
v Case Info has been updated successfully.

Success Message

Search Case by Party

If you know at least one of the case parties’ name, you can locate the case using
the Search Case by Party feature.

To search for case by party:

1. Click Case Management >> Search Case By Party.

Side Menu
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All the cases and the involved parties are listed.

1t / Search Case By Party

& Case Party Admin Grid «
] Gorﬂes involvedin the cosej

Case No ~ | Full Name ~ | Updated Date ~

/ @ : @ @

HC-MD-CIV-MOT-GEN-2016-00001 john tan 09/05/2016 15:59 @
HC-MD-CIV-MOT-GEN-2016-00001 kerry la 12/04/2016 09:26 &
HC-MD-CIV-MOT-GEN-2016-00002 Electricity Board 12/04/2016 10:07 &
HC-MD-CIV-MOT-GEN-2016-00002 Martha Tombuk 12/04/2016 10:29 @
HC-MD-CIV-MOT-GEN-2016-00003 Varen industries 12/04/2016 11:33 @
HC-MD-CIV-MOT-GEN-2016-00003 tracy whitney 09/05/2016 16:00 &
HC-MD-CIV-MOT-GEN-2016-00004 Tin & Till 12/04/2016 17:52 @
HC-MD-CIV-MOT-GEN-2016-00004 Lisa Ray 12/04/2016 17:52 @
Dako vs Sarah Morey Dako 13/04/2016 11:15 @&

Case-Party List
2. Follow anyone of the below methods:

o If you know the full name of the party or the entity name (for Juristic
and Government Parties), type the name of the party in Full Name. As
you type the first few letters, the system displays all the matching
names that are available.

= Case Party Admin Grid <
2
Case No ~ | Full Name ~ | Updated Date ~
@ Tra ® @

HC-MD-CIV-MOT-GEN-2016-00001 | fracy whitney 09/05/2016 15:59 @
HC-MD-CIV-MOT-GEN-2016-00001 kerry la 12/04/2016 09:26 @
HC-MD-CIV-MOT-GEN-2016-00002 Elactricity Board 12/04/2016 10:07 @
HC-MD-CIV-MOT-GEN-2016-00002 Martha Tombuki 12/04/2016 10:29 @

Case Part List

o If you know only a part of the name (first, middle or last name)or entity
name:
a) Type it in the Full Name field. Matching results are displayed.

b) Click © to view the filter conditions.
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& Case Party Admin Grid

2
Case No v | Full Name v | Updated Date v
@® board X @
Is | e
"0 BOET .
Ends with
Case Part List
c) Select Contains. Matching records are listed.
= Case Party Admin Grid <
)
Case No ~ | Full Name v | Updated Date ~
@ board @®| = ®
HC-MD-CIV-MOT-GEN-2015-00002 Electricity Board 12/04/2016 10:07 @
Moo« - CR 20 v ]

Search Results
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Case Hearings

Registrar can view the following hearings:

¢ View and Update Quicome of Taxation Hearing

o View Completed Hearings

¢ View and Change Active Case Hearing Details

View and Update Outcome of Taxation Hearing

Prerequisites: Make sure the supporting documents are available in your computer.
To view and update the outcome of taxation hearing:

1. Click Case Hearings >> Active Taxation Hearings.
Steve Greg
# Dashboards
Calendar
Case Management

Case Hearings

Active Taxation Hearings 4

Completed Hearings

Change Case Hearing
ristration

Reports

Administration

§ Templates

Side Menu

The Active Taxation Hearings list is displayed.
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/ Active Taxation Hearings

= Active Taxations <"
2
Case No ~ | Taxation Officer v | Status ~  Hearing Date v | Location v Updated Date ~
@ @ @ @ @ @
High Court Main
HC-MD-CIV-MOT- A 3 = A A
Steve Greg New 26/04/2016 1417 Division Taxation 26/04/2016 13:47 @ =
GEN-2016-00009
Room 1
High Court Main
HC-MD-CIV-MOT- _ _
Steve Greg New 12/05/2016 09:00 Division Taxation 11/05/2016 14:31 @ | &
GEN-2016-00013

Room 1

1« ‘-> [l 20 v v}

Active Taxation Hearings

e Referto Sort and Filter Pending Tasks or Hearings for more information.

2
e Ifnorecordislisted, click the at the top of the list.

-

2. Click to view the hearing details.

3. Click "~ fo update the outcome of this taxation hearing. The Case
Taxation Hearing page is displayed.

/ Active Taxation Hearings
= Case Taxation Hearing s

Case No HC-MD-CIV-MOT-GEN-2016-00013

Case Title A&B Orgvs C&D Org Case Type Motion - General (High Court)
Status Finalized Assigned Judge  Judge Shafimane Ueitele
Filed By Alexander Maxwell Filed By vidhur Law Firm
LawFirm

Click to download the

2 hearing document.

Hearing ~  Index Name ~ | Case Lawyer ~  Updated Date
@ @ @ @
Alexander Maxwell (Vidhur Law R i
Taxation A&B Org vs C&D Org Eirm) 11/05/2016 14:20 &
irm

M <-> ] 20 v (]

Case Taxation Hearing

4, In the Case Taxation Hearing Document Index, click the icon
corresponding to the hearing index to download the documents.
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Case Hearing Document Indesx

Index Name WE&E Org vs PK

Lawyer Nine LP (Agenbach Legal Practitioners & Mediators)

References

1| Bill of Cost (Bill_of_Cost_HC-MD-CIV-MOT-GEN-2016-00009.xlsx)

Case Hearing Document Index

5. Click the file name to download and save it fo your computer.

6. Make the required changes and save the file.

7. Scroll down to Taxation Hearing Schedule.

Taxation Hearing Schedule

Hearing Type Taxation

Taxation Officer Steve Greg

Hearing Date 12/05/2016 09:00

Hearing Location High Court Main Division Taxation Room 1

Taxation Hearing

Hearing Start Date * 11/05/2016 15:40

Lawyers #lAlexander Maxwell (vidhur Law Firm)
#IThree LP (Erasmus & Associates)

¥)lesse Schickerling (Shipopyeni & Associates Legal Practitioners)

Others

Hearing End Date * | 11/05/2016 15:40 C]

Taxation Hearing Schedule

8. Specify the required details.

9. Scroll down to Taxation section to attach the supporting documents.
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Taxation

BE

Filename ~ | Type ~ | Description ~ | Uploaded By ~ | Serve On ~ | File On ~
@ @ @ @ @ @

4 <n> [l 20 v v}

& submit Cance

Taxation - Supporting Documents

+
10. Click to afttach supporting document.

[ Add Document
Group *

Taxation Filing (Final) A
Type *

Select One b
Description

4

Filename

Select files.

Close

Add Document
11. Specify Group and Type of the document.
12. It is recommended to specify Description for the document.

13. Click Select files to browse and upload the document. Uploaded document
is listed as shown below.
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[ Add Document
Group *
Taxation Filing (Final)

Type *
Bill of Cost (Taxed)

Description

Filename

Select files...

B save Close

Add Document

To remove the uploaded document, click ' beside the document.

14. Click Save. The following success message is displayed and the attached

document is listed as shown below.

Success

Document has been saved successfully.

Success Message

The added supporting document is listed as shown below.

Taxation
+ )
Filename ~ | Type ~ | Description ~ | Uploaded By ~  Serve On ~ | File On
@ @ @ @ @ @
TaxationTemplate_...
A V-MOT-GEN- -
Bill of Cost (Taxed) Steve Greg 11/05/2016 15:56

2016-00013_Party
and Party.xlsx

Z || @

Moa n - 20 v ]
Attached Supporting Document
@ To add another document, repeat step 10-14.
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15. Click Submit. Following success message is displayed and the filing legal
practitioner is nofified.

Success

Case Hearing has been updated successfully.

Success Message

View Completed Hearings

All the completed hearings are listed in Completed Hearings.
To view completed hearings:

1. Click Case Hearings >> Completed Hearings.

Case Hearings

Active Taxation Hearings
Completed Hearings

Hearing

‘

Side Menu
The Completed Hearings list is displayed.

e Referto Sort and Filter Pending Tasks or Hearings for more information.

i

e Ifnorecordis listed, click the at the top of the list.
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= Completed Hearings s
o
Case No ~ | Type ~ | Judges ~ | Hearing Date ~ | Location ~ | Updated Date ~
@ @ @ @ @ @
HC-MD-CIV-MOT- Judge Shafimane . R . R
Status b 3/04/2016 09:00 Room 1 3/04/2016 13:52
GEN-2016-00001 Ueitele
HC-MD-CIV-MOT- Judge Shafimane R R
Delivery of Judgment 14/04/2016 06:00 Room 3 13/04/2016 13:54 @
GEN-2016-00001 Ueitele
HC-MD-CIV-MOT- Judge Shafimane R R
Sanctions 14/04/2016 09:00 Room 2 13/04/2016 14:02 @
GEN-2016-00001 Ueitele
HC-MD-CIV-MOT- _ _
Delivery of Judgment | Two Judge 25/04/2016 09:00 Room 1 22/04/2016 15:04 @
GEN-2016-00002
HC-MD-CIV-MOT- Case Management ~ ~
- Qne Judge 25/04/2016 16:39 Room 1 25/04/2016 16:59 @
GEN-2016-00009 Conference
HC-MD-CIV-MOT- Case Management Alfred Bushong, R R
04/05/2016 13:08 Room 2 05/05/2016 13:42 @
GEN-2016-00003 Canference Judge Harald Geier
HC-MD-CIV-MOT- Case Management Alfred Bushong, R R R
. 06/05/2016 09:00 Room 1 05/05/2016 13:53 @
GEN-2016-00003 Conference Judge Harold Geier
HC-MD-CIV-MOT- Case Management ~ ~
Alfred Bushong 12/05/2016 09:00 Room 1 10/05/2016 17:10 @
GEN-2016-00004 Conference
HC-MD-CIV-MOT- _ _
Sanctions Alfred Bushong 12/05/2016 09:00 Room 1 10/05/2016 17:22 @
GEN-2016-00004
HC-MD-CIV-MOT- Case Management Judge Shafimane B B
12/05/2016 09:00 Room 2 10/05/2016 17:54 @
GEN-2016-00013 Conference Ueitele
High Court Main
HC-MD-CIV-MOT- R - A 5 -
R Taxation 2/05/2016 059:00 Division Taxation 1/05/2016 16:02 @
GEN-2016-00013
Room 1
TR - [ 20 v <

Completed Hearings
@

1. Click the icon corresponding to a completed hearing to view the
details.
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&= Case Hearing

Hearing Schedule

Hearing Type Status

Judges  Judge Shafimane Ueitele

Hearing Start Date 13/04/2016 09:00
Time

Hearing End Date 13/04/2016 10:00
Time

Hearing Location Room 1

Hearing Details

Hearing Start Date 12/04/2016 10:02

Lawyers

Others e

Close

Case Hearing Details

2. View the required details and click Close.

View and Change Active Case Hearing Details

To change the hearing details:

1. Click Case Hearings >> Change Case Hearings.

&, Case Hearings

Active T ion Hearing

Completed Heari

Reports
£ Administratio

I Templates

Side Menu
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The Change Case Hearing page will be displayed.

)
Case No

@

HC-MD-CIV-MOT-
GEN-2016-00001

HC-MD-CIV-MOT-
GEN-2016-00002

HC-MD-CIV-MOT-
GEN-2016-00009

HC-MD-CIV-MOT-
GEN-2016-00009

HC-MD-CIV-MOT-
GEN-2016-00010

HC-MD-CIV-MOT-
GEN-2016-00003

HC-MD-CIV-MOT-
GEN-2016-00004

HC-MD-CIV-MOT-
GEN-2016-00004

HC-MD-CIV-MOT-
GEN-2016-00004

HC-MD-CIV-MOT-
GEN-2015-00001

« H -

= Change Active Case Hearing

v | Type
@

Case Management
Conference

Case Management
Conference

Case Management
Conference

Taxation

Case Management
Conference

Case Management
Conference

Case Management
Conference

Case Management
Conference

Case Management
Conference

Case Management
Conference

20

~ | Judges
@

Judge shafimane
Ueitele

Two Judge

One Judge

Alfred Bushong,
Judge Harold Geier

Alfred Bushong,
Judge Harold Geier

Alfred Bushong,
Judge Harold Geier
Alfred Bushong
Alfred Bushong,
Judge Harold Geier

Alfred Bushong,
Judge Shafimane
Ueitele

Hearing Date ~ | Location ~ | Updated Date ~
@ @ @

09/05/2016 16:12 Room 1 09/05/2016 16:13 @

22/04/2016 11:22 Room 2 22/04/2016 11:32 ® &

26/04/2016 02:00 Room 1 25/04/2016 16:00 ® &
High Court Main

26/04/2016 14:17 Division Taxation 26/04/2016 13:47 @ =
Room 1

04/05/2016 16:31 Room 1 04/05/2016 16:31 @ =

06/05/2016 09:00 Room 3 05/05/2016 13:53 ®

06/05/2016 13:49 Room 1 06/05/2016 11:50 ®

09/05/2016 09:00 Room 1 06/05/2016 16:07 ®

10/05/2016 09:00 Room 1 09/05/2016 11:11 ® &

11/05/2016 09:00 Room 1 11/05/2016 17:22 ® &

Active Case Hearings

? e Referto Sort and Filter Pending Tasks or Hearings for more information.
- e Ifnorecordislisted, click the at the top of the list.
2. Click the icon corresponding to the case. The Change Case Hearing

page is displayed.
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Change Case Hearing

= Change Case Hearing s

Case No HC-MD-CIV-MOT-GEN-2016-00001

Case Title  john tan vs kerry lai Case Type Motion - General (High Court)
Status Hearing Assigned Judge Paul David
Filed By Alexander Maxwell Filed By Erasmus & Associates
LawFirm
Case Details v

Schedule Hearing

Hearing Type Case Management Conference

Judges * Judge Shafimane Ueitele

Hearing Start Date 09/05/2016 16:12 (@® View Calendar
Time *
Hearing End Date 09/05/2016 17:12 ©
Time *
Hearing Location * Room 1 v

& Submit Cancel

Change Case Hearing

3. Ifrequired, click Case Details to view the case details.
4. Follow the below steps to change the hearing details:

o To change the hearing type, click the Hearing Type drop-down list to
select the required hearing type.

o To add ajudge for the hearing, click the Judges field, to select the
required judge.

o Toremove ajudge, click Bl next to the judge’s name.
o To modify the hearing start date time and the hearing end date time,
click the respective calendar and clock © icons respectively.

o If the selected location is unavailable for this hearing, the system
displays a message. You must select a different location for the
hearing.

5. Click Submit.

Success
v Case Hearing has been saved successfully.

Success Message
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Registration

The registrar can view user registration details and law firm registration details.

e User Registration

e Law Firm Registration

User Registration

Registrars can view the user registration details of the following users:
e Legal Practitioner
e Law Firm Secretary
¢ Candidate Legal Practitioner
e Deputy Sheriff
Registrars can also download the list of users in an excel file.
To view user registrations:

1. Click Registration >> User Registration.

Dashboards

Calendar

Registration

User Regisiration

Law Firm Registration
Reports

Administration

8 Templates

Side Menu
The User Registrations are listed.
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& User Registrations «
ad 2
FirstName v | LastName ~ Nationall, ~ | Registrati. ~ | Registrati. ~ | Status ~ | Approved, ~ | Updated ~
@ @ @ @ @ @ @® @
REG-2016-LP
Alfred Brent mark01@ema... New
000001
_ L REG-2016-LP
Alfred Brent sivakamisk@c... - New @
000002

it ODDER ¢

User Registrations

You may sort or filter the user registration list to view the required records.

ag
2. To save a copy of the records to your computer, click , at the top of the
list.

L s
3. Click the icon corresponding to the record to view the user registration
details.
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Click o download
supporting documents

(]

User Registration Details

4. Click Cancel to go back to the User Registrations list.
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Law Firm Registration

Registrars can view the law form registration deftails.
To view law firm registration details:

1. Click Registration >> Law Firm Registration.

Calendar

Case Management
Case Hearings
Registration

User Registration
Law Firm Registration
Reports

Administration

I Templates

Side Menu

Law Firms list is displayed.



Namibia e-Justice User Guide for Registrars
Registration

& Law Firms <
e 2
Name ~ | Location ~ | Registration No ~ | Status ~ | Approved/ Reje.. ~ Updated Date ~
® ® ® ® ® ®
A Davids & Co Otjiwarongo LFR-2016-000001 Approved 12/04/2016 09:0 12/04/2016 09:0 & =
Advocate Christie N L _ L _
Mostert Windhoek LFR-2016-000002 pproved 2/04/2016 09:00 2/04/2016 09:00 ® &
Vioste
Agenbach Legal
Practitioners & windhoek LFR-2016-000002 Approved 12/04/2016 09:0f 12/04/2016 09:0f ® &
Mediatars
Ahrens & Associates  Swakopmund LFR-2016-000004 Approved 12/04/2016 09:00 12/04/2016 09:00 @ &
Aingura Attorneys Oshakati LFR-2016-000005 Approved 12/04/2016 09:00 12/04/2016 09:00 ® | &
Amupanda Kama
&TU e S windhoek LFR-2016-000006 Approved 12/04/2016 09:00 12/04/2016 09:00 & =
nc.
Andreas Vaatz & . A 12/04/7016
windhoek LFR-2016-000007 Approved 2/04/2016 09:0f 2/04/2016 09:0f ® &
Partners
Angula Coleman windhoek LFR-2016-000008 Approved 12/04/2016 09:00 12/04/2016 09:00 @ &
Annerie Keulder . S S
Windhoek LFR-2016-000009 Approved 2/04/2016 09:00 2/04/2016 09:00 *® &
Attorneys
BD Basson Inc. windhoek LFR-2016-000010 Approved 12/04/2016 09:00 12/04/2016 09:00 ®
Law Firms List
? You may sort or filter the user registration list to view the required records.

2. To save a copy of the records to your computer, click

list.

3. To view the registration details of
corresponding to the law firm.

the law firm, click the

, at the top of the

icon

& view Law Firm

Law Firm Name

Name A Davids & Co

Name History

Approved/ Rejected Date Name Status

Law Firm Info

Comments

View Law Firm Details
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Transaction History

Balance $0.00
Amount

Transaction Date Type Credit Amount Debit Amount Status Receipt Number File By

Cancel

View Law Firm Details

4. Click Cancel to go back to the list of law firms.

5. To modify the details, click the icon corresponding to the law firm.

& Update Law Firm

Law Firm Info

Name A Davids & Co
Location Otjiwarongo
Parent Law Firm

® A Davids & Co
Active Account * Davids 2.C

Office No

Fax No 067-2

Fidelity No LFF123123

Fidelity Expiry Date | 31/12/2015

Update Law Firm Details

6. Make the required changes and click Save.



Namibia e-Justice User Guide for Registrars
Registration

Mailing Address

Address Box 11, , Otjiwarongo , Namibia
District/ City/ Town
Region/State/Province
Zip Code/Postal Code

Country Select One v

B save Cancel

Update Law Firm Details

Following success message is displayed.

Success
v Law Frm has been updated successfully.

Success Message
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Reports

The registrar can generate and view the list of hearings (Hearings List) for a particular
period.

Generate Hearing List Report

To search for hearing list:

1. Click Reports >> Hearing List.

ement
Case Hearings
Registration
Reports
Statistics Report
Hearing List

Administration

§ Templates

Side Menu
The Search Hearing List is displayed.
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@ Search Hearing List .
Court * High Court v
Division * Main Division v
Location
Type
Judge
StartDate * | 01/04/2016
End Date * | 31/05/2016
Cancel

Search Hearing List
2. Specify the required search criteria and click Export.

3. Click Export. All the available hearing matching the search criteria are
exported to an excel file and downloaded to your Downloads folder.

4. Click Cancel to close this page.
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Administration

e Account: Registrar can view the law firm’s account and top-up the account.

o View Law Firm Account Details

o Top Up Account

e Security

o Users

View Law Firm Account Details

To view law firm account details:

1. Click Administration >> Account >> Law Firm Account.

Management

Case Hearings

£ Administration

Account
Law Firm Account
Top Up Account

Security

I Templates

Side Menu
All the registered law firms are listed.
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& Account <
(=R
Law Firm ~ | Balance Amount ~ | Updated Date ~
@ @ @
A Davids & Co o] 12/04/2016 09:00
Advocate Christie Mostert 0 12/04/2016 09:00 @
Agenbach Legal Practitioners & Mediators 99900 22/04/2016 15:37 &
Ahrens & Associates o] 12/04/2016 09:00 @
Aingura Attorneys o] 12/04/2016 09:00 &
Amupanda Kamanja & Inc. o] 12/04/2016 09:00 @
Andreas Vaatz & Partners 0 12/04/2016 09:00 @®
Angula Coleman o] 12/04/2016 09:00 @
Annerie Keulder Attorneys 0 12/04/2016 09:00 @
Law Firm Account
. . . . @ .
2. To view the account details of a law firm, click the con corresponding
to the firm.
& View Account Vs
Law Firm A Davids & Co
Balance Amount  $0.00
Transaction History
Date Transaction Type Credit Amount Debit Amount Status Receipt Mumber

Account Details

3. Click Cancel to go back to view the law firms.
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Top Up Account

To top-up account:

1. Click Administration >> Account >> Top Up Account. The Top Up Account
page is displayed.

& Hom count / Top Up Account -3
@ Top Up Account -
Court * High Court v
Division * Main Division v
Law Firm Name * Select One M
Transaction Date * | 13/05/2016 14:03 ©
£ Administration Amount * :

Account

Cance

I Templates

Side Menu

2. Specify the required details and click Save. Transaction Receipt will be displayed.

ﬁ View Account Transaction e

P

SUPREME COURT OF NAMIBIA

NORTHERN LOCAL DIVISION

Transaction Receipt

LawFirm Name : A Davids & Co Receipt No : RCPT-TOP-2016-000025
Name of Issuer : Steve Grag Receipt Date : 13/05/2016 14:08
QryY ITEM DESCRIPTION PRICE SUBTOTAL
1 Top Up Top Up Account for A Davids & Co $1.000.00 $1.000.00
Total $1,000.00

@ View Account Cancel

Transaction Receipt

You may do any of the following:
e Click Print fo print the receipft.

e Click View Account to view the account details.




Namibia e-Justice User Guide for Registrars

Administration
& view Account o~
Law Firm A Davids & Co
Balance Amount $1.000.00

Transaction History

Date Transaction Type Credit Amount Debit Amount Status
13/05/2016 14:08 Top Up $1,000.00 Completed
Cance!

Receipt Number

RCPT-TOP-2016-D00025

Account Details

Security

The registrar can view the list of users and do the following:

Add Users

Download list of users

View User and Manage User Login Details
Update User

Delete User

Update User Signature

View and Manage Users

To view and manage users:

1.

Click Administration >> Security >> Users.
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Administration
# Dashl
s
L~
<,
- —
]
H—
Side Menu
All the users are listed.
& Users <
+ |2 9
First Name ~ | Last Name ~ | Identity No ~ | Date of Birth ~ Email ~ | Enabled ~ | Updated Da.. ~
@ @ @ @ @ @ @
[ESIN |
Portal Admin admin@ejustice.... | true 12/04/2016 09:01
#
® (| @
One Judge Secretary judgeseci @jeeje... | true 12/04/2016 09:16
#
® F @O
Paul David judgel@jeejeeja... | true 06/05/2016 11:22
#
® (| @
Alfred Bushong judge1@jeejeeja... | true 04/05/2016 10:50
#
User List

+
2. Click tfo add user.

al
3. Click to download the user list.

2
4, Click to clear the filtering conditions.
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-

5. Click corresponding to a user to view the user details and manage the
user login.

=
6. Click corresponding to a user to update the user details.

=

7. Click corresponding to a user to delete the user.

8. Click s corresponding to a user to edit user signature.
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Template

Registrar can download taxation femplate.

Download Taxation Template

To download taxation template:

1. Click Templates >> Taxation Template.

[
[<1]
L

Calendar

#
= cas
ﬂ -

)
I
=
=
=1

£ Administration
I Templates

Taxation Template

Side Menu

The taxation template is downloaded to your Downloads folder.

ﬂ__l |TaxationTemplatesdsy | |7 ¥ Show all downloads...

Downloaded Template
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