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Contents

ABOUT THIS GUIDE
e This user guide helps the legal practitioners (LP) and LITIGANT IN PERSON (lip)

THE TO use the E-digital MINUTES.

AUDIENCE

e Authorized Litigant in Person (LIP) in MOJ.
e Legal Practitioners (LP)

TOOLTIP

e There are two tool fips:

* Tip :useful information.

m Alert: Information that might affect the user.
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Chapter 1

Login to the Smart Justice

Follow the following steps to log in to your account in the Smart Justice:

1. Go to the Ministry of Justice website, the following page will be displayed.

C

M) UNITED ARAB EMIRATES = tor
f | MINISTRY OF JUSTICE Lask R : o o @

@ ABOUT MOJ LAWS & LEGISLATION E-SERVICES E-PARTICIPATION OPEN DATA MEDIA CENTER CONTACT U§

A

login page |

1. Click on Login, the following options will be displayed.

R Lo@n / Register 0 @ q

MQOJ General Services Gate

e-Lawyer System

e-Filing

Loéin options

2. Click on e-Filing, the following log in page will be displayed.

SignIn
Username : | Enter Username
Password : | Enter Passworc
Security ® Public Users Intranet Users

Sign in Page
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3. Enfer your username and Password then click on Sign in, you will be signed in
and the dashboard grid will be displayed by default.

B

g

< Home / Dashboard

@& Task

G als s

ShEEE e
8 CALENDAR Gl ®

adhiram Payment for &5
3 v 1w, Civil

8 CASE MANAGEMENT ~ ®

Wl 4853 v Yo 8803

Cempensation for car

REQUEST MANAGEMENT &
@ REQU accidents (UAQ Court)

adhiram Payment for 114 vs
1allys 1l 1, Commercial - Financial
claims (UAQ Court)

My Law Firm Details
@ REQUOS14201011160174 o sy ponz e
REQI0B14201911172581  3Saud j,massiyd

REQUOS1420101HTAT8 il iy edes

il J il e e L
REQ/0825201914105094 -

edhiram Payment for s5

@ ]

edhiram Online

edhiram Online

edhiram Online

edhiram Online

edhiram Online

edhiram Online

™= English

Gt

®

B ®

18/08/2019 1953

18/08/2019 20:22

14/08/2019 11:16
14/08/2019 1117

14/09/2019 11147

25/08/2019 14:10

[C]

& X &

Dashboard Page

action.
@&
o Theicon
. 4
o Theicon

payment.

manual.

Sort Ascending

Sort Descending

Il Columns

(¥ Filter

or descending.

o You can filter the display of the columns
unticking/ticking the related boxes.

allows you to view more details.

o Dashboardis a grid allows you to view the details and take

o For more details about payment, refer to the e-dirham user

L SortAscending

F  Sort Descending

» @Title

® Fiter
LU (A U
edhiram Payment for 1
1 mmercial - Fing

claims (UAQ Court}

“Relerence

FName
¥ Assignee(s)

®
¥ Created Data

“ Due Date

allows you to take action. The actions can be
responding to more info requested by the Court Staff or make

o If you click on this arrow , you will get more filtering options
[T

. You can sort the search results ascending




o If you click on thisicon LI you will get more options

o

© CrimsonLogic Pte Ltd

@
Is equal to e
Is not equal to Ci
Ll 28 v L 38 4
Starts with 1
Contains .
Does not contain e
LR L Ends with 4
e eee o4 1O hAVE mMore controls over

your search results.

Is equal to: The search results will be exactly equal to your
search word.

Starts with: The search results begin with your search word.

Contains: The search results will contain your search results
regardless of the order of your search word(s).

Does not contain: Excluding the search word(s) from your
search resulfs.

Ends with: The search results will end in your search
word(s).
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CHAPTER 2
Dashboard

The dashboard has a group of useful icons that allows to perform the following:

1. User Profile

Follow these steps:

1. From the Dashboard page, click on the gear icon
be displayed.

the following options will

& (b & ¢

Select Your Theme

User Profile Change Picture Change Password Signature

Dashboard Options
2. Click on the User Profile, the following page will be displayed.

= Home | User Profile

& User Profile p
First Name * (E-STEEN RSN, ¥}
Last Name * ELEN [N

Nationality United Arab Emirates .

National ID/ Alternative ID i ley

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

Date of Birth 15/12/1953

Membership No FsC

Email * islamhanafi@gmail.com

Email Notification v

Home No
Email *  (islamhanafi@gmail com
Email Notification ~ #
Home No

Mobile No. +071550337192

please use international format [+][country code][subscriber number including area code]

SMS Notification v

Office No.

button_sync_profile_info Cancel

User Profile Details

3. Click on Cancel to go back to the Dashboard main page.




2. Change Picture

Follow these steps to change your profile picture:

1. From the Dashboard page, click on the gear icon the following options will
be displayed.

& (b & ¢

Select Your Theme

User Profile Change Picture Change Password Signature

Dashboard Options
2. Click on the Change Picture, the following page will be displayed.

B Change Picture <

Picture File

NO IMAGE

Save Cancel

Change Picture

[aa)
3. Click on this icon to open the dialog box.
€ Open *
N ‘ » This PC » Downloads v O Search Downloads 2
Organize + MNew folder =~ [ @
MName Date modifi\e/d Type Size
7 Quick access
I Desktop + ¥ Last month (1)
‘ Downloads P @ test pic 4/2/2020 11:41 AM JPG File 23KB
Documents b
[&] Pictures -
@ OneDrive
[ This PC
|_j MNetwork
File name: || v| |ImageFiI5 V|
| Open | | Cancel |

Dialog box
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4. Select your picture then click on Open, the picture will be added.

& Change Picture

Picture File

=

[=]=

Save Cancel

Change Picture

|
% You can click this icon if you want to delete your added picture.

5. Click on Save to save your picture.

3. Change Password

1. From the Dashboard page, click on the gear icon the following options will

be displayed.

S [ & ¢ o
. Select Your Theme

User Profile Change Picture Change Password Signature

Dashboard Options
2. Click on the Change Password, the following page will be displayed.




2 Home ' Change Password

User  gudalla o e
Username Lawyer082
Login Type Database
Password
Confirm Password

Recall Question

Current Recall Question: & dlSi 2305 Jasl s I (DDMMYYYY)

Recall Answer

Save Cancel

Change Password

3. Enter your Password and Confirm Password then the Recall Question that
remembering you with your password and Recall Answer. Click on Save, the
password will be saved.

4. Signature

1. From the Dashboard page, click on the gear icon the following options will

be displayed.

2 B & ¢
. Select Your Theme

User Profile Change Picture Change Password Signature

Dashboard Options
2. Click on the Signature, the following page will be displayed.

New Signature

Sign Here

Save Clear Cancel
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Signature Page

3. Sign by using your mouse or any other smart device then click on Save. Your
signature will be saved.

- Itis advisable to provide your signature after first fime you
successfully log in.

% - You can click on Clear button to remove your signature and
provide another one.

- Click on Cancel if you want to go back to the previous page
without providing your signature.

5. Select Your Theme

1. From the Dashboard page, click on the gear icon the following options will

be displayed.

. t Select Your Theme

User Profile Change Picture Change Password Signature

Dashboard Options

2. From the Select Your Theme, click on the color you like for your theme. The
page color will be changed.




6. More useful icons

== English

o Click on this icon to

o Click on this icon j to

o Click on this icon

o You switch the display language by clicking on this icon

display the page in full screen.

log out.

o Click on this icon to hide the side menus.

to scroll up to the top of the page.

[112]

o Click on this icon

to the following window that shows you

a list Messages or Tasks.

Messages

Click a button to show m

Last updated on:

This blank page message helps protect your privacy, or
you can show the first message here automatically.

Tasks

essages here

© CrimsonLogic Pte Ltd Private information-

- Click on the message to view their details:
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Messages Tasks

'l | - - N 16/05/2020 23:06
vl 1 Gseo as e 258 L 16/05/2020 22:40
vll Notification: Hearing S ... 03/05/2020 00:59

- Click on the Tasks to view their details.

Messages Tasks

W 4g 2 vs B < ,2 edhiram Payment for Wl 48w vs 45w
Ly Civil - Compensation for car accidents (UAQ Court)

edhiram Online




Chapter 3

Case Management

The Case Management menu allows you view your cases, create and submit draft
cases, and represent case.

1. My Cases
This menu allows you to view the cases you submitted.
Follow these steps:

1. Go to Case Management - My Cases. The following page will be displayed.

Z Home / Case Management | My Cases

& My Active Cases =

+

ko]
@® ® ® ] ®

@ ®
ir’s; Y sts 20190000666 New 18/08/2019 1555 ®
Ll 28 5 ws i 28,3 20190000668 Pending Payment 18/08/2019 19:53 @
Signature Page
. . . @ . .
2. Click on this icon to view the case details.
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& Summary Information

File Documents

Case No
Case Title el i Sa vs B0 dida S Case Type Civil First Instance Court - Labor Major - Not Applicable
Status  New Current Department
Filed By JERLEEN R Filed By LawFirm /i M5 ol Ly, sl g pdalt
Total Claim(AED) 100,000,000 Reference No 20180000666
Applicants Respondents

CASE FILING FEE SUMMARY

Case Registration Fee 30000.00

eService Fee 350.00

Total-[AED] 30350.00

Expand All | Collapse All
Case Details v
Case Parties h
Case Lawyers ™
Case Meetings h
Department Histories e
Documents ~
Payment Histories e
correction_requests ~
Secondment History ™

Expand All | Collapse All

Cancel
Summary Information
b4
o Click on this icon to display collapsible menu.
o The options available under Case Summary information
depends on status of your case:
@ File Documents
¢ New Case: You can click on this button to file

documents.
e After payment, the following options will be displayed.
- Add Lawyer: To add lawyer with you in the case.




- Remove Lawyer: To remove a lawyer from the case.
- File Documents: To submit more documents.
- Request: To submit requests.

- Pack ang Go: To download a package of the
documents.

- Document Bundle: To upload a bundle of documents.

- Withdraw Representation: To withdraw from the case
representation.

2. All Cases

This menu displays the migrated cases from previous years.

Follow these steps:

1. Go to Case Management - All Cases. The following page will be displayed.

2 Home Case Management = All Cases

&= Cases L

+ b]
® ® ® @ @®

@ ®
— el S i,
UAQCAPCICOM201 - ) 076423/20140521 Finalized 26/08/2019 1126 @
Sy - () gt
o - amadl Gyl 2a s

ADCAPCIADM2015/ i 093942/20150317 Finalized 14/03/2020 14:22 @

ADCAPCIADM2015/ 093948/20150317 Finalized 14/09/2019 1116 @

All Cases
2. Click on thisicon fo view the details.
& Summary Information <

File Documents Request

Case No UAQCAPCICOM2014/M0000034

Case Title Case Type Civil Appeal Court - Commercial (Major) - Not Applicable
Status Finalized Current Department Civil Appeal - Civil & Commercial and Labor Dept. 1
Filed By SRS s sl Filed By LawFirm
Total Claim(AED) 6,190,861 Reference No 076423/20140521

G ) e 8 s 3,55
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Department Histories h

Documents v
Case Plan v
Payment Histories v
correction_requests v
Secondment History v

Expand All | Collapse All

Cancel

Summary Information

File Documents

9 o Clickon to submit documents.

Request
o Clickon to submit request.

3. Click on Cancel to go back to the search page.

3. Draft Cases

This menu allows you search your draft cases. A draft case is case saved in the
system but not yet submitted.

1. Go to Case Management - Draft Cases. The following page will be displayed.

& Draft Cases -

+ | 9
Office Refrence Number Case Type Filed By Updated Date _
@ ® ® ®

Civil Appeal Court - Request for
Judgment Interpretation - Not Draft ol s 09/03/2020 13:02 @ w
Applicable

Civil First Instance Court - Givil
(Minor) - Urgency of possession Draft PRCEN R 09/03/2020 13:35 =&
claim

Civil Appeal Court - Injunction -

Draft gl e 09/03/2020 12:29 = o
Not Applicable -

Draft Cases

-
2. Click on thisicon to update your draft case.




*

o Click on this icon to delete your draft case.

4. Create Case

This menu allows you to create and submit case or save as a draft to submit it later.
Follow these steps:

1. Go to Case Management - Crate Case. The following page will be displayed.

Case Type

CASE TYPE

Proceeding Type *

Sub Proceeding Type *

Source *

Create Case

o The red asterisk (*) refers to mandatory details you must enter.

v

o Click this icon to view the field option and select the
% applicable option.

o Source means the source of previous case.

o You can click on Save to save the draft and update it later.

2. Enter the related details then click on Next. The following page will be displayed.

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




©

Case Details
CASE DETAILS
File By * il o e dn .
File By Law Firm sl gl s
Office Reference No
Size of Office Reference Number must be between 0 and 50
stop_execution [J
Sub Proceeding *
50 50 pxall (S o o
CLAIM DETAILS
Claim *
Leave Message
CLAIM DETAILS
Claim *
|
Claim text
Not Estimated (]
ht_not_estimated
Claim Amount(AED) * o -

Claim Amount

Claim amount in text *

HT Claim Amount In Text

Originating case no *  (Case Number
Please fill in above to check your Case Number. If the Case has been filed in the old system, please Click Here 1o get the new Case Number.

CASE PARTIES

+ || D

CASE PARTIES

+ 9
I S S S ™ S [T
@ @ ® EC) B @

()

DOCUMENTS

+ o

@ (G @ @
N PR

For individuals (National/resident), you must attach the Emirates 1D copy. For visitors, attach your passport copy. For companies, attach articles of incorporation, establishment ID, and license. To add a new document, click on (+)

Previous save cancel Next

Create Case

o Originating Case No. means the previous case you submitted.




3. Enter the details then click on Next.

4. Click on this icon to add the parties

. The following page will be displayed.

PARTY DETAILS

Party Category *

Select One

Party Type *

Select One

m Close

Case Party

4. Click on this icon

The following categories are available:

Natural Person

Government

Company

The Party Type are available:

Additional Striking Party
Additional Defendant
Plaintiff

Defendant

v

to select the Party Category. Then select the Party Type.

The following page will be displayed.

© CrimsonLogic Pte Ltd
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PARTY DETAILS

Party Category * Party Type *
Government v Plaintiff

Entity Name *

Email *

Someone@domain.com

ADDRESS

ADDRESS

Address Type *
Select One v+
Please provide any known address

Address Details *

Emirate *
Select One v
Country / Region Zip Code/Postal Code/PO Box
Case Party

5. Enter the details then click on Submit. The details will be saved.

CASE PARTIES

+ Pl
[©] ©] ©] ©]

Tamer Mekhimar Government Plaintiff

Previous Save Cancel Next

Case Party added

6. Repeat the steps above to add other party/parties then click on Next.

D¢ +

e Clickon to add another lawyer with you to the case.




¢ If you are the only lawyer, you did not need to add yourself
here.

7. Click on Next. The following page will be displayed.

8. Click on thisicon to upload documents.
Add Supporting Documents
Group ~*
Case Initiating Documents v
Type *
Select One v
Description
Filename
Select files
Close

Add Supporting Documents

9. Select the Group from the dropdown list then select the Type from the
dropdown list and add the description then click on Select Files. The following
page will be displayed.

Filename

Select files

®

Close

File Uploaded
10. Click on Save. The file will be saved.

11. Click on Next. The following page will be displayed.
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CASE SUMMARY

Case No
Case Title Case Type Civil First Instance Court - Civil (Minor) - Others
Status Draft Current Department
Filed By gl s Filed By LawFirm il e s slalaall (g pdall
Total Claim(AED) 100,000 Reference No

CASE FILING FEE SUMMARY

Case Registration Fee 4000.00
eService Fee 350.00
Total-[AED] 4350.00

Expand All | Collapse All

Case Details v
Case Parties v
Case Lawyers N
Case Meetings ~
Department Histories e
Depal stori v
epartment Histories
Documents e
Payment Histories e
correction_requests e
Secondment History v
Expand All | Collapse All
Previous Save Cancel Submit

Case Summary

12. Click on Submit. The following message will be displayed.

© Confirmation

The case will be submitted to court and you will be liable
for your actions. Court document(s) will be added to the
case shortly after successful submission.

Ok Cancel

Confirmation Message

13. Click on Ok. The case will be submitted.




LawFirm Name : &

Receipt Date : 18/05/2020 23:48

Name of Legal Practitioner
QTy DESCRIPTION PRICE SUBTOTAL
1 Case Registration Fee 4000.0 4000.0
2 eService Fee 350.0 350.0
Total-[AED] 4350.0

m @ View Case + File new Case

Case Submitted Details

14. Click Print to print the details of your submitted case.

5. Represent Case

Follow these steps to represent case.

1. Go to Case Management - Represent Case. The following page will be
displayed.

Search Case

SEARCH CASE

15 Lptadteg ol slity Al e ) m ol e o st s il ] sl gy (ol it S e oyl pei€ Gy (50l 2t S Jn 8) (5500 i damta s T il (et

Cancel

Case Representation

2. Enter the Case No. then click on Search. If the search criteria is correct, the
system will display the case details.

SEARCH CASE

Case No AJCFICICIV2019/0000752 m

CASE INFORMATION

Case No AJCFICICIV2019/0000752 Case Type Civil First Instance Court - Civil (Major) - Not Applicable

Reference No 20190000877

Cancel Next

Case Representation
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3. Click on Next.

& Case Representation “

Authorize Codes

AUTHORIZE CODES

Validate Codes * [STpns Validate

Previous Cancel Next

Case Representation — Authorize Codes

4. Tick in this box to be able to enter the Validate Codes then click on
Validate button.

AUTHORIZE CODES

Validate Codes * O 2 ‘ H3Xv8U | Validate ‘ v

Previous Cancel Next

Case Representation — Authorize Codes

5. Click on Next the following page will be displayed.

CASE PARTIES

0
® ® ® ]

@
CEs Company Plaintiff 19/09/2019 20:38 @

e Company Defendant 19/09/2019 20:38 @

Previous Cancel Next

Case Representation — Case Details

6. Click on Next.




CASE LAWYERS
+ |9
@ @ ® ®
M o4 n | M 20 v v}
Previous Cancel Next

Case Representation — Add Lawyers

o You can add lawyers with you in the case by clicking on this

-
icon , the following page will be displayed

Instructed Legal  Seleci One v
Practitioner (ifany) *

m fe

o From the dropdown list click the lawyer or you can simply type in
the lawyer’s name in the box then click on Submit. The lawyer
will be added:

CASE LAWYERS

*

(9
% @ ®

@

UAT Lawyer (tast ugt lawimm) e ]

1".. n v ¢

o You can delete the added lawyer by clicking on this icon

7. Click on Next, the following page will be displayed.

INTENTION TO OPPOSE/DEFEND

Are you going to Yes No

oppose/defend on this
matter? *

Previous Cancel Represent

Case Representation - Intention to Oppose/Defend
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8. Tickin the check box Yes/No next to Are you going to Oppose/defend on this
matter? Then click the Represent button. A confirmation message will be
displayed.

Confirmation

The case will be submitted to court and you will be liable
for your actions. Court document(s) will be added to the
case shortly after successful submission.

Ok Cancel

Confirmation Message

9. Click on Ok. The representation will be submitted.




Chapter 4

Request Management

The Request Management menu helps you view Request Submission List and Submit
Request. Use the following menus for cases submitted before 2019. You will need to

submit supporting documents.

1. Request Submission List

This menu allows you to view the status of your submitted requests.

Follow these steps:
1. Go to Request Management - Request Submission List. The following page will
be displayed.

& Request Submission List Grid

REQUEST SUBMISSIONS

0
Request Number Request Submi. Request Appro... Request Submi. Identity No Request Appro... Updated Date _
@ @ @ @ @

B @ # @

Request notification by
28/04/2020 11:52 @

Pending 1234/2019
publishing of judgment

REQ-0022/20200428

Request Submission List Grid

2. Click on thisicon to display the details of your request.

< Home ' Request Management / Reguest Submission List
& Ad-Hoc Request View Form
REQUEST SUBMISSION DETAIL

Request Submission Case 1234/2019
No

Request Number REQ-0022/20200428
Request Submission Court Ajman Court

Request Submission Request notification by publishing of judgment
Request Type

Request Submission hghghghghghghg
Detailed Information

Documents

Cancel

Ad-hoc Request View Form
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3. Click on Cancel to go back to the search page.

2. Submit Request

This menu allows you to submit request.

Follow these steps:

1. Go to Request Management - Submit Request. The following page will be
displayed.

= Request Adhoc Submission Form

Request Submission Detail

REQUEST SUBMISSION DETAIL

Submission Request Case Number

Please Add Court Type, Proceeding Type, Case Number and Year

Select Court * Select One
Court Type * Select One
Select Request Type * Select One

Request Detailed Information *

Please enter up 1o 50 characters

Contact Number *

Enter email + mobile no

X | eave Message

Request ad-hoc Submission Form

2. Enter the related details then click on Next. The following page will be displayed.

DOCUMENTS

+ D
® ® ® ® i

H @

2] .n- » 20 v v}

Previous Cancel Submit

Documents Tab

3. Click on thisicon . The following dialog box will be opened.




Group *
Request Submission Documents

type *

Select One

Description

Filename

Select files.

Close

Add Supporting Documents

The following document types are mandatory:

- Request Submission Supporting Documents: You will need to
% upload to submitting documents indicate that you are involved
in the case.

- Request Submission Identity documents: You will need to upload
copy of your identity documents like Passport, etfc.

4. Select the Group from the dropdown list, then the Type and enter the

Select files. ..
description then click on the following page will be displayed.
1 & > ThisPC » Downloads v D £ Search Downloads
Organize ~ New folder = - [ @
A

~Jlocal Disk (D) ~ o Today (3)

1 Libraries

=l Documents

mr |

e
i
I

b Music

File name: “ v ‘ All Files 7

Open Cancel

Select document to upload

5. Select the document then click on Open. The document will be uploaded.
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Filename

Select files

m Close

Added File

6. Click on Save. The uploaded document will be saved.

DOCUMENTS

'D'OD'F (_(J_Cvs_(J HF) (Civil
(Ajman Court)) (1).pdf

Curator's Report -5 EEN (RSN 19/05/2020 04:04

Previous Cancel

+ )
® ® ® ® 1@

Submit

Saved Document

7. Click on Submit. The following message will be displayed.

© Confirmation

Do you want to submit this request?

Ok Cancel

Confirmation Message

8. Click on OK.

& Request Submission Details

Submission Request Case
Number

Request Number REQ-0053/20200519
Request Type Deposit payment Request (Expert - two arbitrators - Alimony)

Request Detailed request
Information

Submit Request Home

Request Submission Details

9. Click on Submit Request to submit another request or click on Home to go

back to the Dashboard.




Law Firm

The law firm menu allows you to view the details of your law firm and submit
disassociation request.

1. My Law Firm Details

Follow these steps to view your law firm details or submit disassociation request.

1. Click on Law Firm - My Law Firm Details, the following page will be displayed.

Home ' Law Firm ' My Law Firm Details

LAW FIRM NAME

Name

LAW FIRM INFO

Town  #City_Name#

LFD00020

Approved/
Rejected
Date

New

MAILING ADDRESS

Code/PC
Box

Address
District/City State
Town Province
ountry United Arab Emirates zip
Region Code/Postal
Code/PO
Box

Cancel

View Law Firm

2. Click on Disassociation Request bufton to submit your request
confirmation message will be displayed.

. The following

Dissociation

Dissociate From

bl o Loty

Close

Disassociation Confirmation Page
3. Click on the button to submit your request or click on Close if you do not want to
submit your request.
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