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Abbreviations 

OCJ Office of the Chief Justice 

DJP Deputy Judge President 
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Terms and Definitions 

Court day(s) This is seen to be a normal working day (business hours) for the court. In terms 

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 shall be 

open from 9:00 to 13:00 and from 14:00 to 16:00, save that, for the purpose of issuing 

any process or filing any document, other than a notice of intention to defend, the offices 

shall be open from 9:00 to 13:00, and from 14:00 to 15:00.  
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 /ƘŀǇǘŜǊ м π 

[ŀȅƻǳǘ ƻŦ ǘƘŜ Ƴŀƴǳŀƭ 

 

 

1. Purpose and layout of the user manual 

This user manual is intended for officials at the Office of the Chief Justice (OCJ). It is the main reference 

document for the OCJ e-Filing 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. 

Table 1 - User manual layout 

Chapter Section 

Chapter 1 ς Layout of the manual Layout of the manual 

Chapter 2 ς Administration Section 1 ς Home Page 

Section 2 ς Register as an Individual 

Section 3 ς Register an Organisation 

Section 4 ς Contact us 

Section 5 ς Sign in 

Section 6 ς Forgot Password 

Chapter 3 ς Lodging and Joining a Case Section 1 ς Start a Case 

Section 2 ς Accessing and Joining a Case 

Chapter 4 ς Case Lifecycle Section 1 ς Filing a Document 

Section 2 ς Pleading 

Section 3 ς Applying for Hearing 

Section 4 ς Creating Events and Bundles 
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Chapter Section 

Section 5 ς Trial 

Section 6 ς Motion 

Section 7 ς Appeal 

Section 8 ς Taxation 

Section 9 ς Closed Case 

2. References 

a) Functional Design Document Version 2.8 

b) Functional Requirements Document Version 2.0 

 

The latest revision of a document applies. 

3. Typographical conventions 

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

Table 2 - Typographical conventions 

Convention Object or term Example 

Bold Window, dialog box or screen name The Notepad window will be 

displayed. 

Message as it is displayed on the window or 

screen 

A message, Click here to begin, will 

be displayed. 

Button or option in a dialog box, toolbar, 

window or screen 

Click on the SUBMIT button. 

 
Indication of a note ¸ƻǳ Ŏŀƴ ŀƭǎƻ ŘƛǎǇƭŀȅ ǘƘŜ Χ 

Screens Some screens are omitted to avoid repetition Follow the steps indicated. 
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/ƘŀǇǘŜǊ н π 

!ŘƳƛƴƛǎǘǊŀǘƛƻƴ  

 

 

This chapter consists of the sections listed below. 

a) Section 1 ς Home Page 

b) Section 2 ς Register as an Individual 

c) Section 3 ς Register an Organisation 

d) Section 4 ς Contact us 

e) Section 5 ς Sign in 

f) Section 6 ς Forgot Password 
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Chapter 2 ς Administration  

{ŜŎǘƛƻƴ мπ 

IƻƳŜ tŀƎŜ  

 

1. Introduction 

Any user of the Portal must be a registered user. The Log in credentials created during the Registration 

process must be used whenever the user wants to access the Portal. 

The home page provides general information about access to the entire Portal. This include information 

about Frequently 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 dialog is presented to the user to provide them with the option of 

registering as an Individual or as an Organisation. Video Provides a brief animation of how to start with 

the legal digital filing system. When using this Portal, the individual should be a registered user of the e-

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

2. Accessing the Portal 

1. Navigate to the Portal website in your browser using the portal website provided. The Court 

Online Portal landing page will be displayed as illustrated. 

Figure 1 - Portal Landing page 

 

2. This is where you can register both as an individual or an Organisation and access 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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Figure 2 - Portal landing page second screen 

 

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 their query which will be answered in 24 hours 

Figure 3 - Contact us screen 
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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 

Figure 4 - Daily court roll button 

 

2. The daily court roll screen will be displayed as shown below 

Figure 5 - Daily court roll screen 

 

3. Select the location 

4. Use the date picker to select the date 

5. Click on the Submit button 

6. The court roll for the chosen date will be displayed 
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Chapter 2 ς Administration  

{ŜŎǘƛƻƴ нπ 

wŜƎƛǎǘŜǊ ŀǎ ŀƴ LƴŘƛǾƛŘǳŀƭ  

 

1. Description 

To lodge your legal action online with The Judiciary, your details need to be registered with us. 
Registration provides the ability to register an organization or an individual. The initial step of 
registration is the registration option page. This will give you option to register as an individual and 
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 shown below 
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Figure 6 - Registration screen 

 

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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Figure 7 - Register as an individual screen 

 

6. Continue filling in all the mandatory fields. 

 

 

 

 

 

 

 

 

 

 

  

 



CONFIDENTIAL 

 

 

 CONFIDENTIAL Page 22 of 99  

 

 

Figure 8 - Register as an individual screen 

 

 

Password Hint is Password must contain 1 uppercase, 1 lowercase, 1 number, 1 special character and should not 

Ŏƻƴǘŀƛƴ ΨƻŎƧΩΦ The portal user can also click on password policy to view the rules. 

¢ƘŜ ŦƻƭƭƻǿƛƴƎ ǎƘƻǳƭŘ ŀƭǎƻ ōŜ ƴƻǘŜŘ ǿƘŜƴ ƻƴ ǘƘŜ ŘǊƻǇ Řƻǿƴ ƻŦ άaȅ ǊƻƭŜ ƛǎ ōŜǎǘ ŘŜǎŎǊƛōŜŘ ŀǎ άΦ LŦ ȅƻǳ ǎŜƭŜŎǘ 

representing myself there will be no change to the selected field, if you choose with a law firm or in-house legal 

team, you will have to add the name of the law firm and the Legal Practice Council (LPC) Number. An Advocate 

belonging to chambers should select Law firm (No email restriction) and select 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. 
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Figure 9 - Register as an individual screen 

 

8. Capture the correct Citizen Identification number because the system will detect any wrong 

identification number entered. 

9. Attach your Supporting Identity Document. 

10. !ƴǎǿŜǊ ǘƘŜ ǉǳŜǎǘƛƻƴ ά!ǊŜ ȅƻǳ ƘǳƳŀƴ?έ 

11. Click on Register as an individual and the system will send a confirmation e-mail to user with an 

activation link. 
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Figure 10 - Registration notification screen 

 

3. My Profile 

3.1 Purpose of the Profile 

The User received profile activation email as a result of completing individual profile registration. The 

individual profile displays the details that were entered by the user when they registered. The profile 

will display the personal details of the user, the contact details and the documentation uploaded by 

the user. 

3.2 Access to the Individual Profile 

1. Click on Activation link in e-mail received 

Figure 11 - Activation email 
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2. Accept terms and conditions. 

3. The My Profile window will display as shown below: 

Figure 12 - Individual profile screen 

 

4. Update all mandatory fields, indicated by the Asterisk (*). 

5. Update any optional fields. 

6. Upload ID Document or any other relevant document. 

7. Classify document from the type of document picklist. 

8. Click Save Changes. 
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Chapter 2 ς Administration 

{ŜŎǘƛƻƴ о π 

wŜƎƛǎǘŜǊ ŀƴ hǊƎŀƴƛǎŀǘƛƻƴ 

 

1. Description 

The purpose to register as an organisation is to register an organisation itself and all members 

associated with the organisation. This will display the details of the registered organisation and the 

administrators associated with that organisation. Only if the users are associated 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 Organisation as shown below 

Figure 13 - Register an organization button 
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3. The register an organisation screen will be displayed 

Figure 14 - Register an organisation screen 

 

4. Capture the Organisation Name. 

5. Capture Address Line 1. 

6. Capture Address line 2. 
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Figure 15 - Register an organisation screen 

 

7. Capture the correct Official Email. 

8. Capture the Website of the Organisation. 

9. Select the Organisation type. 

10. Capture the Contact Phone Number. 

11. Capture the Contact Person. 

12. Proceed to the last part of the screen and complete all mandatory fields. 
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Figure 16 - Register an organisation screen 

 

13. Capture the Contact Person email address. 

14. Capture the Administrator Name. 

15. Capture the Administrator Email. 

16. Click on REGISTER ORGANISATION and the screen will be displayed as illustrated. 
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Figure 17 - Register an organisation screen 

 

 

 

17. The system will populate all the individual information entered when registering for individual 

registration 
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Figure 18 - Register an organisation screen 

 

 

 
Password Hint is Password must contain 1 uppercase, 1 lowercase, 1 number, 1 special character and should 
not contain ΨƻŎƧΩΦ 
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Figure 19 - Register an organisation screen 

 

18. Click on REGISTER AS AN INDIVIDUAL and the system will send a confirmation e-mail to user with 

activation link to the user. 

3. Organisational Profile Management 

1. Click on Activation link in e-mail received. 

2. Accept terms and conditions. 

3. Update all mandatory fields. 

4. Update any optional fields. 

5. Upload ID Document and other relevant documents. 

6. Click Save Changes. 

7. System updates status to SUBMITTED- Approval Pending 

8. The registration will be approved by the court registrar 
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Chapter 2 ς Administration 

{ŜŎǘƛƻƴ пπ 

/ƻƴǘŀŎǘ ¦ǎ 

 

1. Description 

¢Ƙƛǎ ƛǎ ŀ ǇƭŀǘŦƻǊƳ ǿƘŜǊŜ ȅƻǳ ǎǳōƳƛǘ ȅƻǳǊ ǉǳŜǊȅΣ ŀƴȅǘƘƛƴƎ ǘƘŀǘ ȅƻǳ ŘƻƴΩǘ ǳƴŘŜǊǎǘŀƴŘ ŀōƻǳǘ ǘƘŜ 

system so that you can get clarity. 

2. Process flow for Contact Us 

1. The User accesses the home page as illustrated 

Figure 20 - Contact us button 

 

2. Click on Contact Us and the Contact Us screen will be displayed as illustrated. 
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Figure 21 - Contact us screen 

 

 

3. Capture your name on the Your Name field. 

4. Capture your email in Your Email field. 

5. Capture the reasons of what you want in a paragraph form. 

6. Click on SUBMIT QUERY and your query will be submitted. 
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Notes 
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Chapter 2 ς Administration  

{ŜŎǘƛƻƴ р π 

{ƛƎƴπLƴ 

 

1. Purpose to Sign-In  

The user who wants to sign in must be a registered user in the e-registry portal and be in an active state. 

2. Process to Sign-In 

1. The User accesses the home page as illustrated: 

Figure 22 - Sign in button 
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2. Click on SIGN IN and the Sign in screen will be displayed as illustrated. 

Figure 23 - Sign in screen 

 

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

4. Capture the Password in the password field. 

5. Click on SIGN IN 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 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



CONFIDENTIAL 

 

 

 CONFIDENTIAL Page 39 of 99  

 

 

Chapter 2 ς Administration  

{ŜŎǘƛƻƴ с π 

CƻǊƎƻǘ tŀǎǎǿƻǊŘ 

 

1. Purpose of The Password 

If the user has forgotten his password, the system gives the option to reset the password. 

Reset Password 

1. From the sign in screen, click on Forgot Password 

Figure 24 - Reset password screen 

 

2. Capture your registered e-mail address in the e-mail address field. 

3. Click on RESET MY PASSWORD and you will receive a link to reset your password. 
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Figure 25 - Link Confirmation screen 

 

4. Click OK ŀƴŘ ǘƘŜ ǳǎŜǊ ǎǘŀǘǳǎ ǿƛƭƭ ōŜ ǳǇŘŀǘŜŘ ǘƻ άtŀǎǎǿƻǊŘ ǊŜǎŜǘ ǇŜƴŘƛƴƎέ 

5. 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 password different from any previous 

password and confirming it within a number of days stipulated. 

7. The password is updated.  

 
The password criteria are as follows: password should contain both upper case and lower-case characters. 
Password must have digits and punctuation characters as well as letters, Password must be at least eight 

alphanumeric characters long. 
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 /ƘŀǇǘŜǊ о π 

[ƻŘƎƛƴƎ ŀƴŘ WƻƛƴƛƴƎ ŀ /ŀǎŜ 

 

 

This chapter consists of the sections listed below. 

a) Section 1 ς Start a Case 

b) Section 2 ς Accessing and Joining a Case 
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Chapter 3 ς Case Lifecycle 

{ŜŎǘƛƻƴ мπ 

{ǘŀǊǘ ŀ /ŀǎŜ  

 

1. Description 

Civil tǊƻŎŜŜŘƛƴƎǎ ǿƛƭƭ ōŜ ƛƴƛǘƛŀǘŜŘ Ǿƛŀ άStart A Caseέ on the Portal. This covers the initiation of any Action, 

Motion, Review or Appeal.  

2. Process to Initiate a Case 

The following steps must be followed to Initiate a Case on the Portal: 

1. Upon login to the Portal, the following screen will be displayed: 

Figure 26 - Portal home screen 

 

2. Click on Start a Case. The following screen will be displayed: 


















































































































