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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: 

 Registrar 

 Chief Registrar 

Purpose 

The user guide explains the users to do the following: 

 Manage User Account 

o Update User Profile 

o Change Password 

 View Notification Messages 

 View and Complete Pending Tasks 

o Sort and Filter Pending Tasks and Hearings 

 Sort Pending Tasks and Hearings 

 Filter pending Tasks and Hearings 

 Approve User Registration (Deputy Sheriff) 

 Issue Case 

 Assign Judge 

 Reassign Judge 

 Endorse Hearing Notice 

 Sign or Endorse Hearing Order 

 Complete Ad-hoc Task 

 Issue Writ of Execution 

 Schedule Taxation Hearing 

 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 

 Search for Cases by Party 

 Case Hearings 

o View and Update Outcome of Taxation Hearing 

o View Completed Hearings 

o View and Change Active Case Hearing Details 

 Registration 

o User Registration 

o Law Firm Registration 

 Reports 

o Generate Hearing List Report 

 Administration 

o Account 

 View Law Firm Account Details 

 Top Up Account 

o Security 

 View and Manage Users 

 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. 

 The phrase “Namibia e-Justice system” and the word “system” denote the 

same and hence used interchangeably. 

 Two types of callouts are used in this user guide to indicate tips and warnings. 

 

This symbol indicates that it is a tip.  

A tip provides good-to-know information that helps users complete a task or 

procedure and understand the functionality better. 

 

 

This is a warning. 

A warning refers to information that may be critical to the system’s functionality and 

might affect data or system’s stability. 
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 Screen names, field names or labels, field options are specified in bold font. 

For example, Enter User Name and Password. 

 Two consecutive “>>” 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 
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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 to improve efficiency and enhance access to 

justice.  The Courts calendaring process can be managed and streamlined to allow 

Courts officers to better schedule current calendars.  Hearing information such as 

outcomes can be captured and tracked for statistical reports 

Features of the e-Justice System 

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

 Notifications are sent to the registrars regarding all the important activities 

related to their cases. 

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

 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. 

 Internet Explorer 

 Google Chrome 

 Mozilla Firefox 

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

 
Internet Explorer 

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

 Type http://www.ejustice.moj.na/ in Address of website to allow and click Add. 2.

 Click Close. 3.

 

 If you are still unable to download files from Namibia e-Justice system, select the 

Blocking level to Low: Allow pop-ups from secure sites. 
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Allow Pop-ups for Namibia e-Justice system in Google Chrome 

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

 
Google Chrome 

 
Settings 

 Scroll down and click Show advanced settings. 2.
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 In the Privacy section, click Content settings. 3.

 
Content Settings 

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

 
Content Settings 
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 In Pop-ups, click Manage exceptions. 5.

 
Pop-up exceptions 

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

 Make sure Allow is selected as Behaviour and click Finished. 7.
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Allow Pop-ups for Namibia e-Justice system in Mozilla Firefox 

 Click the menu  and then Options. 1.

 
Mozilla Firefox 

 Click Content. 2.

 
Options 
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Pop-up Exceptions 

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

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

 
Allowed Sites – Popups 

 Click Close. 5.
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Manage User Account 
This chapter explains the step-by-step procedure to do the following: 

 Create or Change Signature 

 Update User Profile 

 Change Password 

Create or Change Signature 

It is recommended to create your e-signature the first time you log in to the system 

as e-signature is mandatory to complete any of the pending tasks. 

To create or change e-signature: 

 
Signature 

 Click  >> Signature. The Add Signature page is displayed. 1.

 Determine if you want to create or change signature. 2.

 If you are changing the signature, go to step 3. 

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

 
Add Signature 

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

 

If you are not happy with this new signature or made a mistake, click Clear to clear the 

New Signature and retry. 

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

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

Signature box. 

 
Change Signature 

 

 Existing signature will be displayed in the Current Signature box. 

 If you are not happy with this new signature or made a mistake, click Clear to clear 

the New Signature and retry. 

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

Registrars can update their profile details such as Nationality and telephone 

numbers. 

To update user profile: 

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

 
Update User Profile 

 Modify the required details and click Save. Following success message is 2.

displayed. 

 
Success Message 
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Change Password 

To change password: 

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

 
Change Password 

 Enter a Password. 2.

 Re-enter the same password in Confirm Password field. 3.

 Enter a Recall Question and Recall Answer. 4.

 

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

password. 

 If you forget your password, the system displays this Recall Question and prompts you 

to answer. 

 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?” will have a changing answer.  

 Click Save. 5.
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Notifications and Tasks 
The system automatically sends notification 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 notified to issue 

the case. 

 Judge Assignment – Upon issuing an urgent case, registrar is notified 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 notified 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 notified 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. 
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View Notification Messages 

To view notification messages: 

 Click the notification icon at the top of the page. List of notification 1.

messages will be listed. 

 
The number above the notification icon indicates the number of unread messages. 

 
Notification Messages 

 Click the required message. 2.

 
Notification to Endorse Case Management Conference Notice 

 Click the case number to view the case summary. 3.
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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 Notifications 

 Task(s) list in the Home/Dashboards page 

Following are the common tasks to be completed by the registrar: 

 Approve User Registration for a Deputy Sheriff 

 Issue Case 

 Assign Judge 

 Reassign Judge 

 Endorse Hearing Notice 

 Sign or Endorse Hearing Order 

 Complete Ad-hoc Task 

 Issue Writ of Execution 

 Schedule Taxation Hearing 

 Endorse Taxation Notice 

To complete a pending task from task notification: 

 Click at the top of the page. 1.

 
Pending Task Notification 

 Click Tasks to view all the pending tasks.  2.
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Pending Task 

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

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

 

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 

 Registrar can view the pending tasks in the Home/Dashboards page.  

 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 

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

Ascending or Sort Descending. 

 
Sort Active Taxation Hearings 
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List sorted in ascending order by a column 

In the above image, the list is sorted by the Case No column in ascending order. 

 
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: 

 Specify the filtering condition to view specific records 

 Select a filter 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.  

 
Task(s) List 

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

Case. 
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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. 

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

Case tasks. 

 
Filtered Tasks List 

To select a filter: 

As an example, the step-by-step procedure to hide all the Issue Case task is 

explained below.  

 
Filter Tasks List 

 Type Issue Case in the Name column. 1.

 Click the  in the column to view the different filters (filtering conditions). 2.

 Click is not equal to or Does not contain. All the pending tasks except Issue 3.

Case are listed. 
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Clear Sorting and Filtering Conditions 

To clear the sorting and filtering conditions: 

 
Reset Task(s) List 

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

 
Confirmation Message 

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

Once a deputy sheriff creates a new user account in the system, it is notified to the 

registrar and listed as a pending task in the registrar’s Home/Dashboards page.   

 
Task(s) List 

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

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

Approve User Registration is displayed. 

 
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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Approve User Registration – User Details 

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

view the supporting document. 

 
Approve User Registration – Approval 

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

Reject to reject the user (deputy sheriff’s) registration. 

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

is displayed. 

 
Success Message 
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Issue Case 

Once a case is filed, the registrar is notified to issue the case and listed as a pending 

task in the Home/Dashboards page. 

 
Task(s) List 

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

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

Case Summary is displayed. 

 
Case Summary 
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Case details are grouped into different sections.  

 

 Click Expand All to view all the details. 

 Click Collapse All to hide all the details. 

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

sections. 

 Click Cancel to close the case summary. 

 Review the required case details. 2.

 Click Documents to download and review the required documents. 3.

 Scroll down to Case Issuance section. 4.

 
Issue Case 

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

 

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

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

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

 To issue 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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Success Message 

 To reject the case: 

a. Select Reject as Approval Status. 

 
Reject Case 

b. Enter Reason for Rejection. 

c. If required, select the required Issue Date (date of rejection) and click 

Submit. Following success message is displayed. 

 
Success Message 

Once the case is issued or rejected it is notified 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 notifies 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) List 

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

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

Assign Judge page is displayed. 

 
Assign Judge 

 Click Case Details to view the case details. 2.

 Scroll down to Assign Judge. 3.
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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. 

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

automatically. 

 To assign the judge manually: 

 

a. Select Manual. 

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

c. If required, enter your Remarks and click Submit. Following success 

message is displayed. 

 
Success Message 

 To assign the judge automatically: 

 

 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. 

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

a. Select Automatic. The system assigns a Judge for the case. 

b. Click Submit. Following success message is displayed. 

 
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 notification 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) List 

 
Refer to Sort and Filter Pending Tasks or Hearings for more information. 
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 In the Task(s) list, click the  icon corresponding to the pending task. 1.

Assign Judge page is displayed. 

 

 
Assign Judge – Case Details 

 Click Case Details to view the case details. 2.

 Scroll down to view the Case Judge History. 3.

 
Assign Judge – Case Judge History 

 Scroll down to Assign Judge. 4.

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

message is displayed. 

 
Success Message 

 

 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. 

 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 is recommended to retry or assign the judge manually 

 For more information refer to Assign Judge. 

Once the judge accepts the case, the judge schedules a hearing and the registrar is 

notified to endorse the hearing notice. 

Endorse Hearing Notice 

Registrar is notified to endorse all the hearing notice 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 notice: 

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

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

hearing notice is displayed. 

 
Hearing Notice 

 Click Endorse. Following success message is displayed. 2.

 
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) List 

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

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

hearing order is displayed. 
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Hearing Order 

 Click Endorse. Following success message is displayed. 2.

 
Success Message 
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Complete Ad-hoc Task 

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

To complete an ad-hoc task: 

 
Task(s) List 

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

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

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

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

 
Case Details 

 Click  to add a new claim or click  corresponding to a claim to 4.

remove it. 

 
Case Details 

 Click Next to view the Case Parties. 5.
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Case Parties 

 To change the case party details, click the  corresponding to the case 6.

party and make the required changes. Otherwise go to step 7. 

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

 
Confirmation Message 

 Click Ok. Following success message is displayed. 8.

 
Success Message 
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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: 

 
Task(s) List 

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

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

case summary is displayed with Main Case No and related details. 

 
Case Summary 

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

 Determine if you want to issue or reject the writ of execution. 3.

 To issue the writ of execution: 

a. Select Issue as Approval Status. 

b. Click Submit. Following success message is displayed. 

 
Success Message 

 To reject the writ of execution: 

a. Select Reject as Approval Status. 

 
Reject Writ of Execution 

b. Enter Reason for Rejection and click Submit. Following success message is 

displayed. 
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Success Message 

 Once the writ of execution is issued an execution number is assigned and this 

is notified to the legal practitioner who in turn appoints a deputy sheriff to 

carry out the execution. 

 You can view the execution details in the case summary under the section 

Executions. 

 
Case Summary 

  



Namibia e-Justice User Guide for Registrars 

Notifications and Tasks 

 

Schedule Taxation Hearing 

Once a legal practitioner files taxation for a case, the registrar is notified to schedule 

a hearing for the taxation. It is listed as a pending task in the Home/Dashboards 

page. 

To schedule taxation hearing: 

 
Task(s) List 

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

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

 
Schedule Taxation Hearing 

 Click Case Details to view the required details. 2.
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 Specify the required details. 3.

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

 Click Submit. Following success message is displayed. 4.

 
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 notified to endorse the taxation 

hearing notice. It is listed as a pending task in the Home/Dashboards page. 

To endorse taxation notice: 

 
Task(s) List 

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

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

scheduled taxation hearing notice is displayed. 
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Endorse Scheduled Taxation Notice 

 Click Endorse. Following success message is displayed. 2.

 
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. 

 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 

 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: 

 
Home- Dashboards 

 Click the Here hyperlink from the View existing Cases section in the 1.

Home/Dashboards page.  

 

Alternatively you may view all cases from the side menu. In the side menu, click Case 

Management >> All Cases and follow the below steps. 

All the cases are listed. 
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All Cases 

View Case Details 

To view the details of a case: 

 From the All Cases list, click the icon corresponding to the case. 1.

The Case Summary is displayed. 

 
Case Summary 

You may do the following from the case summary: 

 File Return of Service 

 Update or Change Case Hearing 



Namibia e-Justice User Guide for Registrars 

Case Management 

 

© CrimsonLogic Pte Ltd                        Private information- to be distributed to users only.                                 52 

 

 File Documents 

 Assign Ad-hoc Tasks 

 Add Additional Hearing 

 Change Status 

 
Case Summary 

As an example this guide explains how to view the case party details. 

View authorize code of a case party 

 Click Case Parties from the Case Summary. The case parties’ details are 1.

displayed. 
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Case Parties 

The Authorize Code for each party is listed. 

 Take note of the required authorize codes. 2.

File Return of Service 

Prerequisites 

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

computer. 

 Case Number (if you file return of service from Home/Dashboards or from the 

side menu by clicking Case Management >> Return of Service) 

 Authorize code for the respondent or defendant. 

To file return of service for a case: 

 
All Cases 

 From the All Cases list, click the icon corresponding to the case. The 1.

Case Summary is displayed. 
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 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. 

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

 If you file returns of service using any of these alternative methods, you will be directed to 

the Search Case page. 

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

  Proceed to step 4. 

 

 
Case Summary 

 Click Case Parties to take note of the Authorize Code of the respondent or 2.

defendant from the Case Parties section. 
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Case Summary 

 Click Return of Service. The Search Case page is displayed with all the 3.

details. 

 
Search Case 

 Click Next. The Authorize Codes page is displayed. 4.



Namibia e-Justice User Guide for Registrars 

Case Management 

 

© CrimsonLogic Pte Ltd                        Private information- to be distributed to users only.                                 56 

 

 
Authorize Codes 

 Select the required respondent or defendant, enter the respective authorize 5.

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 

respondent or defendant. 

 
Authorize Codes 

 Click Next. 6.
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Return of Service 

 Specify the required details and click Next. 7.

 
Upload Documents 

 Click  to attach a document. 8.
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Add Document 

 Select the Group and Type of the supporting document. 9.

 If required, enter a Description for the document. 10.

  Click Select files to browse and upload the document. Uploaded document 11.

is listed as shown below. 
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Add Document 

 Click Save. The following success message is displayed and the attached 12.

document is listed as shown below. 

 
Success Message 
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Upload Documents 

 

 To modify the document description, click . 

 To remove the document, click . 

 To add another document repeat steps 8-12. 

 
Upload Documents 

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

 
Confirmation 

 Click Ok. Following success message is displayed. 14.
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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: 

 
All Cases 

 From the All Cases list, click the icon corresponding to the case. The 1.

Case Summary is displayed. 

 
Case Summary 

 Click Update Case Hearing. You will be redirected to Change Active Case 2.

Hearing page.  



Namibia e-Justice User Guide for Registrars 

Case Management 

 

© CrimsonLogic Pte Ltd                        Private information- to be distributed to users only.                                 62 

 

 
Active Case Hearing List 

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

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: 

 
All Cases 

 From the All Cases list, click the icon corresponding to the case. The 1.

Case Summary is displayed. 
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Case Summary 

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

 
Search Case 

 Review the case details and click Next to file the required documents. 3.
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Documents 

 Click  to attach a document. 4.

 
Add Document 

 Select the Group and Type of the supporting document. 5.
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 It is recommended to enter a Description for the document. 6.

 Click Select files to browse for the required file and upload it. Uploaded 7.

document is listed as shown below. 

 
Add Document 

 Click Save. Following success message is displayed and the attached 8.

document is listed as shown below. 

 
Success Message 
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Documents 

 

 To modify the document description, click . 

 To remove the document, click . 

 To add another document, repeat steps 4-8. 

 
Documents 

 Click Submit. Following success message is displayed. 9.

 
Success Message 

The filed documents is listed under the Documents section in the case summary. 
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Assign Ad-hoc Task 

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: 

 
All Cases 

 From the All Cases list, click the icon corresponding to the case. The 1.

Case Summary is displayed. 

 
Case Summary 

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

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

 
Task Details 

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

 Click the  icon to select the Due Date within which the task has to be 5.

completed. 
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 Select the Assignee who must complete the task. 6.

 Enter the task description or your message in the Message. 7.

  Click Submit. Following success message is displayed. 8.

 
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: 

 
All Cases 

 From the All Cases list, click the icon corresponding to the case. The 1.

Case Summary is displayed. 

 
Case Summary 

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

 Click Next to schedule the hearing. 3.
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Schedule Hearing 

 In Schedule Hearing section, select the required Hearing Type. 4.

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

 

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

 

 Repeat step 5 to add another judge. 

 To remove a judge, click  next to the judge’s name. 
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 Click View Calendar to view your calendar before scheduling the hearing. 6.

 

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

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

calendar   icons. 

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

 icons. 

 Select the Hearing Location. 9.

 

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 

 Click Next to preview the notice. 10.
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Preview Notice 

 If required, use the formatting tools to format the notice as required. 11.

 Click Submit. Following success message is displayed. 12.

 
Success Message 

Change Status 

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

To change the case status: 

 
All Cases 
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 From the All Cases list, click the icon corresponding to the case. The 1.

Case Summary is displayed. 

 
Change Status 

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

 
Search Case 

 Click Next to change the status. The Change Status page is displayed. 3.
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Change Status 

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

Following success message is displayed. 

 
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: 

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

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

 
Case-Party List 

 Follow anyone of the below methods:  2.

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 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 Part List 

c) Select Contains. Matching records are listed. 

 
Search Results 
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Case Hearings 
Registrar can view the following hearings: 

 View and Update Outcome of Taxation Hearing 

 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: 

 Click Case Hearings >> Active Taxation Hearings. 1.

 
Side Menu 

The Active Taxation Hearings list is displayed. 
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Active Taxation Hearings 

 

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

 If no record is listed, click the  at the top of the list. 

 Click to view the hearing details. 2.

 Click  to update the outcome of this taxation hearing. The Case 3.

Taxation Hearing page is displayed. 

 
Case Taxation Hearing 

 In the Case Taxation Hearing Document Index, click the  icon 4.

corresponding to the hearing index to download the documents. 
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Case Hearing Document Index 

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

 Make the required changes and save the file. 6.

 Scroll down to Taxation Hearing Schedule. 7.

 
Taxation Hearing Schedule 

 Specify the required details. 8.

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



Namibia e-Justice User Guide for Registrars 

Case Hearings 

 

 
Taxation – Supporting Documents 

 Click  to attach supporting document. 10.

 
Add Document 

 Specify Group and Type of the document. 11.

 It is recommended to specify Description for the document. 12.

 Click Select files to browse and upload the document. Uploaded document 13.

is listed as shown below. 
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Add Document 

To remove the uploaded document, click  beside the document. 

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

document is listed as shown below. 

 
Success Message 

The added supporting document is listed as shown below. 

 
Attached Supporting Document 

 
To add another document, repeat step 10-14. 
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 Click Submit. Following success message is displayed and the filing legal 15.

practitioner is notified. 

 
Success Message 

View Completed Hearings 

All the completed hearings are listed in Completed Hearings. 

To view completed hearings: 

 Click Case Hearings >> Completed Hearings. 1.

 
Side Menu 

The Completed Hearings list is displayed. 

 

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

 If no record is listed, click the  at the top of the list. 
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Completed Hearings 

 Click the  icon corresponding to a completed hearing to view the 1.

details. 
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Case Hearing Details 

 View the required details and click Close. 2.

View and Change Active Case Hearing Details 

To change the hearing details: 

 Click Case Hearings >> Change Case Hearings. 1.

 
Side Menu 
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The Change Case Hearing page will be displayed. 

 
Active Case Hearings 

 

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

 If no record is listed, click the  at the top of the list. 

 Click the  icon corresponding to the case. The Change Case Hearing 2.

page is displayed. 
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Change Case Hearing 

 If required, click Case Details to view the case details. 3.

 Follow the below steps to change the hearing details: 4.

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

select the required hearing type. 

o To add a judge for the hearing, click the Judges field, to select the 

required judge. 

o To remove a judge, click  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. 

 Click Submit.  5.

 
Success Message 
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Registration 
The registrar can view user registration details and law firm registration details. 

 User Registration 

 Law Firm Registration 

User Registration 

Registrars can view the user registration details of the following users: 

 Legal Practitioner 

 Law Firm Secretary 

 Candidate Legal Practitioner 

 Deputy Sheriff 

Registrars can also download the list of users in an excel file. 

To view user registrations: 

 Click Registration >> User Registration. 1.

 
Side Menu 

The User Registrations are listed. 
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User Registrations 

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

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

list. 

 Click the icon corresponding to the record to view the user registration 3.

details. 
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User Registration Details 

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

Registrars can view the law form registration details. 

To view law firm registration details: 

 Click Registration >> Law Firm Registration. 1.

 
Side Menu 

Law Firms list is displayed. 
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Law Firms List 

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

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

list. 

 To view the registration details of the law firm, click the  icon 3.

corresponding to the law firm. 

 
View Law Firm Details 
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View Law Firm Details 

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

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

 
Update Law Firm Details 

 Make the required changes and click Save. 6.
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Update Law Firm Details 

Following success message is displayed. 

 
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: 

 Click Reports >> Hearing List. 1.

 
Side Menu 

The Search Hearing List is displayed. 
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Search Hearing List 

 Specify the required search criteria and click Export.  2.

 Click Export. All the available hearing matching the search criteria are 3.

exported to an excel file and downloaded to your Downloads folder. 

 Click Cancel to close this page. 4.
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Administration 
 Account: Registrar can view the law firm’s account and top-up the account. 

o View Law Firm Account Details 

o Top Up Account 

 Security 

o Users 

View Law Firm Account Details 

To view law firm account details: 

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

 
Side Menu 

All the registered law firms are listed. 
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Law Firm Account  

 To view the account details of a law firm, click the  con corresponding 2.

to the firm. 

 
Account Details 

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

To top-up account: 

 Click Administration >> Account >> Top Up Account. The Top Up Account 1.

page is displayed. 

 
Side Menu 

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

 
Transaction Receipt 

You may do any of the following: 

 Click Print to print the receipt. 

 Click View Account to view the account details. 
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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: 

 Click Administration >> Security >> Users. 1.
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Side Menu 

All the users are listed. 

 
User List 

 Click  to add user. 2.

 Click  to download the user list. 3.

 Click  to clear the filtering conditions. 4.
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 Click  corresponding to a user to view the user details and manage the 5.

user login. 

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

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

 Click  corresponding to a user to edit user signature. 8.
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Template 
Registrar can download taxation template.  

Download Taxation Template 

To download taxation template: 

 Click Templates >> Taxation Template. 1.

 
Side Menu 

The taxation template is downloaded to your Downloads folder. 

 
Downloaded Template 


