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

THE TO use the E-digital MINUTES. 

AUDIENCE 
• Authorized Litigant in Person (LIP) in MOJ. 

• Legal Practitioners (LP) 

TOOL TIP 
• There are two tool tips: 

 Tip :useful information. 

 

❕ 
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: 

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

 
Login page 

 

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

 
Login options 

 

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

 

Sign in Page 

  



 

 

3. Enter your username and Password then click on Sign in, you will be signed in 

and the dashboard grid will be displayed by default. 

 

Dashboard Page 

 

 

o Dashboard is a grid allows you to view the details and take 

action. 

o The icon  allows you to view more details. 

o The icon  allows you to take action. The actions can be 

responding to more info requested by the Court Staff or make 

payment. 

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

manual. 

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

. You can sort the search results ascending 

or descending. 

o You can filter the display of the columns  by 

unticking/ticking the related boxes. 
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o If you click on this icon  you will get more options 

 to have more controls over 

your search results. 

o Is equal to: The search results will be exactly equal to your 

search word. 

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

o Contains: The search results will contain your search results 

regardless of the order of your search word(s). 

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

search results. 

o Ends with: The search results will end in your search 

word(s). 

 

  



 

 

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  the following options will 

be displayed. 

 

Dashboard Options 

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

 

User Profile Details 

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

 

Dashboard Options 

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

 

Change Picture 

3. Click on this icon  to open the dialog box. 

 

Dialog box  



 

 

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

 

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. 

 

Dashboard Options 

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

 

Dashboard Options 

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

 

 



 

 

Signature Page 

 

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

signature will be saved. 

 

 

- It is advisable to provide your signature after first time 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. 

 

Dashboard Options 

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

page color will be changed. 
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6. More useful icons 

 

 

o You switch the display language by clicking on this icon 

. 

o Click on this icon  to display the page in full screen. 

o Click on this icon  to log out. 

o Click on this icon  to hide the side menus. 

o Click on this icon  to scroll up to the top of the page. 

o Click on this icon  to the following window that shows you 

a list Messages or Tasks. 

 

- Click on the message to view their details: 



 

 

 

 

- Click on the Tasks to view their details. 
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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. 

 

Signature Page 

 

2. Click on this icon  to view the case details. 



 

 

 

Summary Information 

 

 

o Click on this icon to display  collapsible menu. 

o The options available under Case Summary information 

depends on status of your case: 

• New Case: You can click on this button  to file 

documents. 

• After payment, the following options will be displayed. 

- Add Lawyer: To add lawyer with you in the case. 
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- 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. 

 

All Cases 

 

2. Click on this icon  to view the details. 

 



 

 

 

Summary Information 

 

 

o Click on  to submit documents. 

o Click on  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 

 

2. Click on this icon  to update your draft case. 
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 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. 

 

Create Case 

 

 

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

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. 



 

 

 

Create Case 

 

 o Originating Case No. means the previous case you submitted. 
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3. Enter the details then click on Next. 

4. Click on this icon to add the parties . The following page will be displayed. 

 

Case Party 

 

 

• The following categories are available: 

 

• The Party Type are available: 

 

 

4. Click on this icon  to select the Party Category. Then select the Party Type. 

The following page will be displayed. 

 



 

 

 

Case Party 

 

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

 

Case Party added 

 

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

 • Click on  to add another lawyer with you to the case.  
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• 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 this icon  to upload documents.  

 

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. 

 

File Uploaded 

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

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



 

 

 

Case Summary 

 

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

 

Confirmation Message 

 

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

 

Case Representation 

 

2. Enter the Case No. then click on Search. If the search criteria is correct, the 

system will display the case details. 

 

Case Representation 



 

 

 

3. Click on Next. 

 

Case Representation – Authorize Codes 

 

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

Validate button. 

 

Case Representation – Authorize Codes 

 

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

 

Case Representation – Case Details 

 

6. Click on Next. 
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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 

 

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: 

 

 

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

 

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

 

Case Representation – Intention to Oppose/Defend 



 

 

 

8. Tick in 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 Message 

 

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

 Click on this icon to display the details of your request. 

 

Ad-hoc Request View Form  



 

 

 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 ad-hoc Submission Form 

 

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

 

Documents Tab 

3. Click on this icon . The following dialog box will be opened. 
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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, etc. 

 

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

description then click on  the following page will be displayed. 

 

Select document to upload 

 

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



 

 

 

Added File 

 

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

 

Saved Document 

 

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

 

Confirmation Message 

8. Click on OK. 

 

Request Submission Details 

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

back to the Dashboard.  
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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. 

 

View Law Firm 

 

2. Click on Disassociation Request button to submit your request. The following 

confirmation message will be displayed. 

 

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. 


