1. To create a bundle, i.e. all the documents that the Judge should be able to see for the purpose of
the hearing, select “create bundle”
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2. Once the bundle is created, the options changes to “View bundle”. At this stage there will not be
any documents in the bundle, as the documents must still be added to the bundle.
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3. To add documents to the bundle, select the “my case documents” tab and then click on the

button
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4. The title of all documents uploaded to the case file will display. Select the documents to add to
the bundle and select the bundle section.
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5. Ensure to click on “Add selection to bundle”
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6. The bundle can be accessed in 2 ways:

(a) under the “case details” tab, click on “View Bundle”

(im} ] Dashboard - The Judiciary X [I' Cases Quick Find Cases - Micros. X | | Case Details - The Judiciary x |+ - o X

< C @ () https://ocjsndyns-app-customerportal.azurewebsites.net//#/auth/dashboard/casedetails 8 = @

R Jack Moji v. Thabang Trading # 2022-425

s2% Home

CASE DETAILS MY CASE DOCUMENTS PARTIES & CONTACTS

ACTIONS

© File Pre Trial Documentation Now.

Update Org Profile

i Manage Members CASE PROGRESS

o L] ® O

FILED EXCHANGES OF SET DOWN HEARING POST HEARING
DOCUMENTS

My Cases
> startaCase

@ Access a Case
Please select a hearing date

1/3/2022 - Unopposed Motion Jack Moji v. Thabang Trading # 2022-425 >

View Bundle

H AR Type here to search




(b) Under the “My case documents” tab, click on the blue bundle name.
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7. The bundle will open in a separate window/tab. The bundle will look familiar: it is what you would
see on Caselines when clicking on “review case”. Note that NO documents should be added to the
bundle directly from CaselLines — only documents added to the bundle from the Portal will be visible

to the Judge.
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