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Abbreviations

0CJ Officeof the Chief Justice
DJP Deputy Judge President
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Terms and Definitions

Court day(s) Thisis seen to be a normal working dayginess hours) for the court. In tern
of Rule 3 of the Uniform Rules of Court:

3 Registrar's Office Hours

Except on Saturdays, Sundays and Public Holidays, the offices of the registrar
open from 9:00 to 13:00 and from 14:00 to 16:00, save that, for the purpose of is
any process or filing any document, other than a notice of intention to defemdffices
shall be open from 9:00 to 13:00, and from 14:00 to 15:00.
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1. Purposeand layoubf the user manual

This user manual is intended for officials at the Office of the Chief Justice (OCJ). It is themade ref
document for the OCJHling Solution system.

Use this manual as a reference document at your workplace when using the system as an end user.

The layout of the user manual is indicated in table 1. The content is presented in this sequence.

Tablel - User manual layout

Chapter

Section

Chapter I¢ Layout of the manual

Layout of the manual

Chapter2 ¢ Administration

Sectionl ¢ Home Page

Section?2 ¢ Register as an Individual

Section3 ¢ Register an Organisation

Sectiord ¢ Contact us

Sections ¢ Sign in

Sectioné ¢ Forgot Password

Chapter3 ¢ Lodging and Joining a Case

Section I¢ Stat a Case

Section2 ¢ Accessing and Joining a Case

Chapter 4; Case Lifecycle

Sectionl ¢ Filing a Document

Section? ¢ Pleading

Section3 ¢ Applying for Hearing

Section £, Creating Events and Bundles
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Chapter Section

Sectionb ¢ Trial

Section6 ¢ Motion

Section7 ¢ Appeal

Section8 ¢ Taxation

SectiorO ¢ Closed Case

2. References

a) Functional Design Document Version 2.8
b)  FunctionaRequirements Document Version 2.0

T od d
(NOYE]
The latest revision of a document applies.

3. Typographical conventions

The typographical conventions used in this document are described in the table below:

Table2 - Typographical conventions

Convention | Object or term Example
Bold Window, dialog boor screemame TheNotepadwindow will be
displayed.
Message as it is displayed on the window ( A messageClick here to begirwill
screen be displayed.
Button or option in a dialog botgolbar, Click on th&&UBMIDutton.
windowor screen
T o g3 icati o) . f o S h X
“““IJ Indication of a note ,2dz Oy Ftaz RAA

Screens | Some screens are omitted to avoid repetiti| Follow the steps indicated.
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This chapter consists of tlsections listed below.

a) Sectionl ¢ Home Page

b)  Section2 ¢ Registr as an Individual
c) Section 3; Register an Organisation
d)  Section 4 Contact us

e) Section5¢ Signin

f) Sectionbé ¢ Forgot Pasgord
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Chapter2 ¢ Administration
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1. Introduction

Any user of the Portal must be a registensér. The Log in credentials created during the Registration
process must be usaegheneverthe user wants to access the Portal.

The home page provides general information about access to the Ratiad. This include information
aboutFrequently Asked Questions, Contact Us, registration and Video

This allows a user to contact the Office of the Chief Justice in a contact form, to register for access to
the digital filing system. Register dialogrsspnted to the user to provide them with the option of
registering as an Individual or as an Organisatim®o Provides a brief animation of how to start with

the legal digital filing systeWhen using this Portal, the individual should be a registesedof the e

Registry Portal and must have the sign credentials to access the Portal.

2. Accessing the Portal

1. Navigate to thdPortal websitdn your browseusing the portal website providedhe Court
Online Portal landing page will be displayedwastihted.

Figurel - Portal Landing page

THE JUDICIARY £ DALY COURT ROLL @ HELP 4 CONTACTUS & SIGNIN

THE JUDICIARY OF SOUTH AFRICA

Manage your legal affairs online

REGISTER

2. Thisis where you can register both as an individual or an Organaadiaccess the daily court
roll.
3. Scroll down to the next screen, when you can access the FAQs and the help options.
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Figure2 - Portal landing page second screen

Improving the quality of & access to legal services
for our citizens

£a
5 o) )
Securely managing your personal View our frequently asked questions Need help or further information
information
Online videos to help guide you Contact us if you are having any
Any legal action you initiate online are through the legal process, & answers trouble registering. Contact details...
securely managed. Learn how... to Help...

4. Scroll down to the next screen, when you can access the contact us option.
5. This is the contact us screen where the users can complete an online form with their query and
can submit teir query which will be answered in 24 hours

Figure3 - Contact us screen

Contact us

Complete our online form with your query, & we will respond within 24 hours.

& +27 10 493 2500
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3. The Daily Court Roll

The daily court roll displays the court schedule for a specific date

1. From the home page, click on the Daily court roll button

Figure4 - Daily court roll button

TIIE JIIDICIARY —_— DAILYCOUR&ROLL Q HELP 4 CONTACT US

THE JUDICIARY OF SOUTH AFRICA

Manage your legal affairs online

REGISTER

2. Thedailycourt roll screen will be displayed as shown below

Figureb - Daily court roll screen

THE JUDICIARY 8 DALY COURT ROLL @ HELP + CONTACTUS

Daily Court Roll

Location

Select >

Date

SITE MAP RELATED SITES

1E JUDICILA 4

info@judiciary.org.za

Select the location

Use the date picker to select the date

Click on the&submitbutton

The court roll for the chosen date will be displayed

o gk w

CONFIDENTIAL
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Notes
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1. Description

To lodge your legal action online witthe Judiciary, your details need to be registered with us.
Registrationprovides the ability to register an organization or an individual. The initial step of
registration is the registratiooption page. This will give you option to register as an indaliind

also as an Organisation.

The register button from the home page takes you to the registration page.

2. Register as an individual

1. From the home page click on the register button
2. The registration page opens up as shaelow

CONFIDENTIAL Pagel9of 99
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Figure6 - Registration screen

REGISTRATION OPTIONS

To lodge your legal action online with The Judiciary,
your details need to be registered with us.

REGISTER AS AN INDIVIDUAL

If you represent a law firm, or a company as In House
Counsel, your organisation also needs to be registered.

REGISTER AN ORGANISATION

Need your questions answered before registering?
Access our FAQs for details about the information
we collect, and how it is securely treated.

2
Take me to Help about Registering

3. Click on the register as an individual button
4. The register as an individual screen will be displayed
5. Fill in all the mandatory fields on the form as illustrated
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Figure7 - Regster as an individual screen

REGISTER AS AN INDIVIDUAL

We’ll send you a registration confirmation via email once
your details are approved by The Judiciary of South
Africa. More questions about registering?

)

Take me to online Help.

* First name

Rodney (V)

Middle name(s)

Smethi

* Last name

Sadiki ()

Maiden name
[ 1

6. Continue filling in all the mandatory fields.

CONFIDENTIAL
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Figure8 - Register as an individual screen

* Email

rodneysadiki6 1@gmail.com o
* password

............ ®
Password
* Confirm password

............ ®
* My role is best described as

Member Of Public >

* Citizen identification number

-
(NOYE)

Password Hint is Password must contain 1 uppercase, 1 lowercase, 1 number, thgmactdr and should not
O2 y (i | ATie p&tal Oserzdn also click on password policy to view the rules.

CKS F2tt2pAy3 aK2ddA R Ffaz2z o6S y2G04SR 6KSy 2y (KS
representing myself there will be no clge to the selected field, if you choose with a law firm éromse legal
team, you will have to add the nametbé law firm and the Legal Practice Council (DNe@)ber.An Advocate

belonging to chambers should select Law firm (No email restrictiorsedant the relevant chambers or law firm.

An Advocate who do not belong to chambers should select Sole Practitioner/Advocate.

7. Continue Capturing all the mandatory fields.

CONFIDENTIAL Page22 of 99
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Figure9 - Register as an individual screen

* citizen identification number

7608125726085 (4]

Invalid citizen identification number

SUPPORTING IDENTIFICATION DOCUMENT

Before using The Judiciary's online services,
we need a copy of your passport.

B

drag & drop your file or

browse

Are you human?

\/ I'm not a robot

]

8. Capturethe correct Citizen Identification number because the system will detect any wrong
identificationnumber entered.

9. Attach your Supporting ldentity Document.

10.! YASSNI GKS jdzSa@A2y a! NB &2dz KdzYlt y

11. Click on Register as an individual and the system will ssrdiamation email to user withan
activationlink.
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FigurelO- Registration notification screen

&

THANKS

Check your email for a registration confirmation from The
Judiciary. Select the link in the email to complete the
registration process.

3. My Profile
3.1 Purpose of the Profile

The User received profile activation email as a result of completing individualnegifiteation. The
individualprofile displays the details that were entered by the user when they regisigreqbrofile

will display thepersonaldetails of theuser,the contact detailandthe documentation uploaded by
the user.

3.2 Access to the IndividuRrofile

1. Click on Activation link irmail received

Figurell - Activation email

Activate your OCJ Courts' eRegistry Account CRM:0003676  1nbex & B2
Courtonline <Courtonline@judiciary.org.za> 8:48 AM (6 minutes ago) {1 -
tome v

Dear Thandi Brown,

In order to complete your registration process with OCJ Court Online System, please click on the confirmation link below and follow the steps as prompted. Please note that this link will only be
valid for 7 days.

If you have any guestions about your registration, please contact us at Courtonline@judiciary.org.za.

Regards,

0CJ Court Online

L2

This is a system generated email notification. Please do not reply to this message.
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Accept terms and conditions.
The My Profile window will display as shown below:

Figurel2 - Individual profile screen

THE JUDICIARY

s My Profile

252 Home
ACTIONS

O mycases

= swanacase

@ Access aCase

© N OB

o & Thandi Brown

A
>
v
|
>
|

& Thandi Brown

Profile information

Your details

Contact details

* Email Mobile number

sphilemoeti@gmail.com ‘ ‘

Business number Communication preference

Update all mandatory fieldindicated by the #terisk(*).
Update any optional fields.

Upload ID Documermir any other relevant document
Classify document from the type of dmeent picklist.
ClickSave Changes

Email & SMS
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Chapter2 ¢ Administration

wS3IAAGS

1. Description

The purpose to register as an organisation is to register an organisation itself and all members
associated witlthe organisation. This will display the details of the registered organisation and the
administratorsassociatedvith that organisation. Only if the users are asgedi with the organisation
will they be registered.

2. Process to register an Organisation

1. From the home page click on the register button
2. From the registration options Select Register an Orgimisas showrbelow

Figurel3- Register an organization button

REGISTER AN ORGANISATION \

Need your questions answered before registering?
Access our FAQs for details about the information
we collect, and how it is securely treated.

&

Take me to Help about Registering
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3. The register anrganisatiorscreen will be displayed

Figurel4 - Register an organisation screen

REGISTER AN ORGANISATION

Register your Organisation only once.We'll send the
contact person you nominate a

confirmation email when your Organisation is approved.

More questions about registering?

o)

Take me to the FAQs.

* Organisation name

Muthwa Attorneys V]

* Address line 1

15 CRESCENT CROSS o

* Address line 2

Arcadia V]

4. Capture the Organisation Name.
5. Capture Address Line 1.
6. Capture Address line 2.

CONFIDENTIAL
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Figurel5- Register an organisation screen

* Email

rodneysadikic1@gmail.com 1]

Only official email is allowed

Website

www muthwaattorneys co.za ]

* Organisation type

Law Firm >

* Contact phone

0825326242 ]

* Contact person

maria gwele V]

7. Capture the correct Official Email.

8. Capture the Website of the Organisation.

9. Select the Organisation type.

10. Capture theContactPhoneNumber.

11. Capture theContactPerson

12. Proceed to the last part of the screen and complete all mandatory fields.
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Figurel6 - Register an organisation screen

* Contact person email

mariagwele55@gmail.com (1)

Only official email is allowed

Primary administrator

The primary administrator will be able to add and
remove individual’s in your organisation.

Same as contact person

* Administrator name

maria gwele

* Administrator email

mariagwele55@gmail.com

13. Capture theContact Persoamail address.

14. Capture theAdministratorName

15. Capture theAdministratorEmail

16. Click orREGISTER ORGANISAdiOMhe screen will be displayed as illustrated.
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Figurel? - Register an organisation screen

THANKS

For registering your Organisation. Now please finalise
the process by registering your individual details.

* First name

maria gwele

Middle name(s)

Add Your Middle Name(S)

* Last name

gwele V]

Maiden name

Add Your Maiden Name

* Email

17. The system will populate all the individual informagoered when registering for individual
registration
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Figurel8- Register an organisation screen

* Email

rodney.sadiki@sita.co.za

* password

Sessssnnnnen °

Password Policy

* Confirm password

sesssssnnne 0

* My role is best described as

With a Law Firm N

* Citizen identification number

7208125726085 )

InYr!
(NOYE)
Password Hint is Password must contain 1 uppercase, 1 lowercase, 1 number, 1 special character and should
not containW2 02 Q @
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Figurel9- Register an organisation screen

7208125726085 V]

Name of law firm

Muthwa Attorneys

Law Society Number

100085

Are you human?

\/ I'm not a robot

18. Click orREGISTER AS AN INDIVIBUAhe system will send a confirmatiomail to user with

© N O~ wWDdDE

activationlink to the user.

Organisatinal Profile Management

Click orActivation link in enail received.

Accept terms and conditions.

Update all mandatory fields.

Update any optional fields.

Upload ID Documernd other relevant documents
ClickSave Changes

System updates status to SUBMIT-giproval Pending
Theregistration will be approved by the court registrar
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1. Description

CKA&E A& | LIXFGF2NY 6KSNB @2dz adzo YA G @2 dzNJ |j dzSNE X
system so thayou can get clarity.

2. Procesdglow for Contact Us

1. The User accesses the home page as illustrated

Figure20 - Contact us button

THE JUDICIARY 8 DALY COURT ROLL

THE JUDICIARY OF SOUTH AFRICA

Manage your legal affairs online

REGISTER

2. Click on Contact Us and t@entact Uscreen will be displayed as illustrated.
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Figure21- Contact us screen

Contact us

Complete our online form with your query, & we will respond within 24 hours.

w

Raodney Sadiki

redney. sadiki@sita.co.za

Want ta get the confirmation emall sent to my
€-mail address

I SUBMIT QUERY |

e +27 10493 2500

Capture your name on théourNamefield.

Capture your email IMour Emaiield.

Capture the reasons of what you want in a paragraph form.
Click orSUBMIT QUERNd your query will be submitted.

o0k w
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Chapter2 ¢ Administration
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1. Purpose to Sign

The user who wants to sign in must be a registered user inrégigtry portal and be in an active state.

2. Process to Sigim

1. The User accesses the home pagitlestrated:

Figure22- 9gn in button

THE JUDICIARY £ DALYCOURTROLL @ HELP 4 CONTACTUS & SIGNIN

THE JUDICIARY OF SOUTH AFRICA

REGISTER
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2. Click orSIGN IMind the Sigin screen will be displayed as illustrated.

Figure23- Sign in screen

SIGN IN

B4  ThandiZulu@afrisky.com

Q - ®

0 Forgot your password?

() Remember these details

SIGN IN

Don’'t have an account yet?
Not a problem. We'll help you
through registering.

a

Register me

3. Capture the registered-mail address on the email address field

4. Capture thePasswordn the password field.

5. Click orSIGNN and the System will validate the credentials and the User will be taken to the
e-Registry

6. Portal Landing Page.

7. If the credentials are invalid, the system will display an activation error message.
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Notes
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Chapter2 ¢ Administration

1. Purpose of The Password

If the user hagorgottenhis password, the system gives the option to reset the password.

Reset Password

1. From the sign in screen, click Borgot Password

Figure24 - Reset password screen

FORGOT PASSWORD?

Not a problem. Enter your registered email, & we’ll send
you a link to reset your password.

* Registered email

K4 ThandiZulu@afrisky.com

RESET MY PASSWORD
U

2. Capture your registeredmail address in the-mail address field.
3. Click orRESET MY PASSW@MRDyou will receive a link to reset ygassword.
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Figure25 - LinkConfirmation screen

@

LINK SENT

Check your email for the link we have sent to complete
the password reset process.

4, ClickOKFr YR (GKS dzaSNJ aidl (Gdza oAff o068 dzLJRIFGSR (G2 at
The system will send the email to the user with a link to reset password.

6. The user will reset the password by providing a new passtiffedent from any previous

passwordand confirming it within a number of dastspulated.

7. The password is updated
(NOYE
The password criteria are as follows: password should contain both uppearchbwercase characters.
Password must have digits and punctuation characters as well as letters, Password must be at least eight

alphanumeric characters long.

o,
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This chapter consists of the sections lidtetbw.

a) Section I Starta Case
b)  Section2 ¢ Accessing and Joining a Case
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Chapter3 ¢ Case Lifecycle

1. Description
Civit N2 OSSRA Yy 3Ia ¢ Btarf A Caséon thePdrtal X hisic@éts th Anitiatian of aAgtion,
Motion, Review or Appeal.

2. Process tonitiatea Case

The following stepsiustbe followed tolnitiatea Case on thBortat

1. Upon logirto the Portal the following screen will be displayed:

Figure26 - Portal home screen

2. Click orStart a CaseT he following screen will be displayed:
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