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eGovernmentsFoundation is a best-in-class technology solutions developer for electronic governance and smart cities with over 13 years of experience in transforming urban 
governance. Building a comprehensive, intelligent platform for technology-powered, mobile-enabled urban governance is the only work we do. 

Our products are relied upon by millions of people across India, both in government as well as citizens in their day-to-day lives. They offer exceptional possibilities to organizations 
engaged in developing/integrating solutions and applications in the e-governance domain.    

Contents

Key components of our e-Governance platform:

ÅERP - to fully digitize civic body operations
ÅCRM - digital service delivery to citizens 
ÅPayment System ςenabling government offices to go cashless both 

internally as well as with citizens
ÅFinancial Management ςincludes budgeting, forecasting and financial 

accounting that are compliant with National Municipal Accounting 
Standard 

ÅDashboards for State / City / Town level monitoring and control
ÅMobile apps for citizens to pay taxes, raise and resolve complaints
ÅMobile apps for civic body employees 
ÅData Analytics
ÅWe are committed to collaborate with reputed solution/application 

developers and system integrators to make Digital India a reality and 
transform urban governance globally.

Our strength:

ÅeGovernments Foundation is promoted by two visionary technocrats ςNandan
Nilekani, ex CEO, Infosys, former Chairperson of the Unique Identification Authority of 
India (UDAI) and former Head of Government of India's Technology Committee, and 
Srikanth Nadhamuni, CEO, Khosla Labs, and ex CTO UIDAI ςwith a vision to transform 
urban governance through cutting edge technology. 

ÅOur benefactors include OmidyarNetwork and Tata Trust 
ÅOver the past decade, we have gained deep insights into eGovernancespace at a very 

granular level 
ÅOur state-of-the-art, ERP-based platform ςwith 22 modules ςfor urban governance is 

built on advanced OpenSourcetechnologies for better flexibility, interoperability and 
faster implementation

ÅOur products enable administrators in information-driven decision-making, enhanced 
citizen connect, intelligent financial management; and help citizens to interact with 
government in an easy, transparent, and real-time fashion.
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This User Manual describes the 

features, benefits, workflow, and roles 

offered by the Legal Case Management 

module of eGovernmentsplatform; and 

step-by-step-by guide to using the 

module by employees.

Conventions

The conventions used in this manual 

are:

Convention Description

Provides additional information about a step or concept. Notes are written italics and contained in 

grey boxes.

UI Element Used to describe on screen elements like buttons, drop-down lists, etc. 

The name of the element is in bold, dark brown

Navigation> !ǊǊƻǿ ΨҔΩ ƴƻǘŀǘƛƻƴ ŘŜǎŎǊƛōŜǎ ǘƘŜ Ŧƭƻǿ ƻŦ ƴŀǾƛƎŀǘƛƻƴ ƛƴ ǘƘŜ ŀǇǇΦ The navigation isdescribed in bold, 

italics, blue

* Fields in the tool screen shots marked with *are mandatory fields

Note:

Contents
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About Legal Case Management

Legal Case Management module is available as part of the 

eGovernments platform. This module helps the Legal Cell of the Urban 

Local Body (ULB) to:

ÅMaintain all the information and updates regarding legal cases 

concerning the ULB electronically

ÅAssign Respondents and Standing Council

ÅTrack and Update the legal case at different stages of the case with 

information on the proceedings of the case 

ÅSend auto alerts (email & SMS) to respondents/concerned 

employees of the ULB on all important events related to Legal Cases

ÅEnable all stakeholders in ULB w.r.t. Legal Cases to have accurate 

and consistent information

ÅRecord and track information on actions being taken on judgements

Terms used:

ÅULB: Urban Local Body (Municipality)

ÅLC: Legal Case

Assign Respondents

View/Edit Legal Case Assign Standing Council Update Status

Close Case
Record/Update Action 

Taken

Create Legal Case Email/SMS Alerts



Getting Started

7

Open Legal Case Management Module

Legal Case Management module is available as part of the 

eGovernments platform. To log into eGovernments platform / 

your citizen services portal,on your web browser, type <URL> 

and click on enter. 

Upon entering the web page, you will see the following 

options in the home page.

Use your log in details - Mobile Number/Login ID and 

Password- and click on Sign in.

Contents
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Change Password

Å In the top panel, on the right hand top corner, click on the 

photo icon next to the user name (as shown in Update 

Profile). 

Å In the drop down, click on Change Password option.

ÅProvide Old Password, New password, Retype new 

password, and click on Change Password.

Contents

Sign out

Å In the top panel, on the right hand 

corner, click on the photo icon next 

to the user name (as shown in 

Update Profile). 

Å In the drop down click on Sign out.
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Recover Password

If you forget your password, in the log in page click on Forgot 

in the Password box

Å In the Recover Password window that opens, enter your 

Mobile Number or Email ID, and choose the password 

recovery option (either my OTP to mobile phone or 

password recovery link to email)

Contents
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Home Page

Contents

Right Panel

Top Panel

Left Panel

Worklist   Drafts   NotificationsElement Functionalities

Left 

panel

Å Provides two options ςApplicationsand Favourites.

Å Applicationsenable you to carry out different tasks, view the 

reports and navigates through the menu options of various 

applications

Å You can mark any task or report as your favourite. Once 

marked, the application or reports shows up in Favouritesfor 

quick access. 

Top 

Panel

Å Enables you to view Worklist, Drafts, and Notifications.

Å In addition, the Top Panel enables you to update your profile. 

Right 

Panel

Å Shows Worklist, Drafts, and Notifications in List View sorted 

chronologically with most recent on top.

Å Worklist contains all the tasks that are pending reviews or 

approval.

Å Drafts contain the tasks that are under process and not yet 

ready for forward submission.

Å Notificationscontain the tasks with any changes occurred

Å The       icon on the right of each row enables you to view 

history of each task. 

eGovςLegal Case Management User Manual ςFebruary 2017 Copyright © 2017 eGovernmentsFoundation.All rights reserved



Access Legal Case Management

11

Access Legal Case Management

Contents

To access the Legal Case Management module, go to

Left panel > Applications > Legal Case Management
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Create Legal Case: Legal Information

Contents

To create new Legal Case, go to

Left panel > Applications > Legal Case 

Management > Legal Case Processing > Create 

Legal Case

In the new Create Case window that opens, enter 

all Legal Informationas shown here.

In Case Category, select the department/function 

of the ULB that the case pertains to.

If the case is filed by the ULB, select the check box 

Filed by ULB? 

If the Case is an appeal/review over a case that 

already received a judgement, enter Previous Case 

Number. 

If the Case is a legacy case that is being entered into 

the system now, enter Old Reference Number.
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Create Legal Case: Assign Respondents 

Contents

Enter Petitioners Information. Click on the ά+έ button 

to add more petitioners. Click on άbinέ button to delete 

a Petitioner.

Enter Respondents Information. Click on the ά+έ 

button to add more petitioners. Click on άbinέ button 

to delete a Petitioner.

If information is available on the PetitionerΩs advocate, 

enter the name of the Other Party Advocate.

If the Standing Council is already assigned, enter the 

details.

Use Upload Documents to add  all relevant documents 

to the Case. Click Choose file to select the document 

from your system and click Add file to complete the 

upload. You can upload multiple documents.

Click Saveto create the Case.
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Search Legal Case

Contents

To view a Legal Case/edit it/update its status/close it, 

you have to search for the case. 

To Search Legal Cases, go to

Left panel > Applications > Legal Case Management > 

Legal Case Processing > Search Legal Legal Case

You can search Legal Cases by multiple search criteria 

as shown here. Choose you criteria and click Search.

If you do not choose any search criteria, the system will 

display all the Legal Cases.
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View Search Results

Contents

The Search Results box will list the Legal 

Cases as per your search criteria.

Clicking the Legal Case Number field of a 

specific case will show the complete details 

of the case in a separate window.

Under Actionsfield, you can click on Select 

from Below to take an action on the case:

ÅView Legal Case

ÅEdit Legal Case

ÅAdd/Edit Standing Counsel

ÅAdd/Edit Counter Affidavit Details

ÅHearings

Å Interim Order

ÅJudgement

ÅClose Case
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View Complete Details

Contents
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Edit Legal Case

Contents

To Search Legal Cases, go to

Left panel > Applications > Legal Case 

Management > Legal Case Processing 

> Search Legal Legal Case

Using Search Legal Case, go to the legal 

case you wish to edit. In the Actions

field of the specific case, click on Select 

from BelowΣ ŀƴŘ ŎƘƻƻǎŜ ά9Řƛǘ [ŜƎŀƭ 

/ŀǎŜέΦ

In the Edit Legal Case window that 

opens, you can edit the Legal 

Information, Petitioners Information, 

and Respondents Information; edit 

Standing Counsel, Other Party Advocate 

and Remarks data. You can Upload 

Documents. Click Choose file to select 

the document from your system and 

click Add file to complete the upload. 

Click Update to save the edits.
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Add/Edit Standing Counsel

Contents

To Search Legal Cases, go to

Left panel > Applications > Legal Case Management > 

Legal Case Processing > Search Legal Legal Case

Using Search Legal Case, go to the legal case for which 

you wish to add/edit Standing Counsel. In the Actions

field of the specific case, click on Select from Below, 

and choose άAdd/Edit Standing Counselέ.

In the Add/Edit Standing Council window that opens, 

you can view details of the case in the View Legal Case 

box. Scroll down to Standing Counselfield. Enter the 

name of the standing council. Provide Assigned Date. 

Check Is Senior Standing Counsel Required, if there is a 

requirement. 

Click Submitto complete assignment of Standing 

Council. The assigned standing counsel will be notified 

through email and SMS.
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Add/Edit Counter Affidavit Details

Contents

To Search Legal Cases, go to

Left panel > Applications > Legal Case Management > Legal Case 

Processing > Search Legal Legal Case

Using Search Legal Case, go to the legal case for which you wish to 

add/edit Counter Affidavit Details. In the Actionsfield of the specific 

case, click on Select from Below, and choose άAdd/Edit Counter 

Affidavit Detailsέ.

In the Add/Edit Counter Affidavit Details window that opens, you 

can view details of the case in the View Legal Casebox. Scroll down 

to Pwr Details box to enter Para Wise Remarks (PWR) details ςDate 

of submission of PWR to GP/MSC and Date of approval. Go to 

Counter Affidavit Details box, enter Counter Affidavit (CA) 

submission date, approval date, E-office computer number, and CA 

filing date. Use Upload Documentsif you would like to upload a copy 

of the CA. Click Choose file to select the document from your system 

and click Add file to complete the upload.

Click Submitto add Counter Affidavit Details. You can come back to 

this screen to edit Counter Affidavit Details.
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View Hearings

Contents

When the Case comes up to a Hearing in the Court, 

record the details and alert the stakeholders.

To Search Legal Cases, go to

Left panel > Applications > Legal Case Management > 

Legal Case Processing > Search Legal Legal Case

Using Search Legal Case, go to the legal for which case 

you wish to view Hearings details. In the Actionsfield of 

the specific case, click on Select from Below, and choose 

άIŜŀǊƛƴƎǎέΦ

In the Hearings Details window that opens, you can view 

details of the case in the View Legal Casebox. Scroll 

down to View Past Hearings box to view details of the 

past hearings.

Click on Create Hearings to create a new hearing.

Click on Edit to edit the details of the past hearing.
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Create Hearing

Contents

In Hearing Details box, you can enter all the 

details about the next hearing as shown here. 

Entering Hearing Date and Purpose of 

Hearing is mandatory.

You can notify the concerned employees 

about the Hearing. In Employee Details box, 

search for the position of the employee using 

Search Position of Employee and click Add. 

The chosen position will appear in the 

Position-Employeebox. You can add more 

than one employee. You can remove an 

ŜƳǇƭƻȅŜŜ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ άōƛƴέ ōǳǘǘƻƴ ƴŜȄǘ 

to the position name. 

Click Save to complete the recording of the 

Hearing. The employees selected here will get 

notified through email and SMS.
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Edit Hearing

Contents

In Hearing Details window, you can edit all the details 

about the next hearing, including Hearing Date and 

Purpose of Hearing, as shown here. 

You can notify the concerned employees about the 

update to Hearing. In Employee Details box, search for 

the position of the employee using Search Position of 

Employee and click Add. The chosen position will appear 

in the Position-Employeebox. You can add more than 

one employee. You can remove an employee by clicking 

on the άbinέ button next to the position name. 

Click Update to save the edits. The employees selected 

here will get notified through email and SMS.
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View Interim Order

Contents

When the Court passes an Interim Order, record the 

details of the Interim Order and alert the stakeholders.

To Search Legal Cases, go to

Left panel > Applications > Legal Case Management > 

Legal Case Processing > Search Legal Legal Case

Using Search Legal Case, go to the legal case for which 

you wish to view Interim Order details. In the Actions

field of the specific case, click on Select from Below, and 

choose άInterim Orderέ.

In the View Interim Order window that opens, you can 

view details of the case in the View Legal Casebox. Scroll 

down to View Past Interim Order box to view details of 

the past Interim Orders.

Click on Create Interim Order to create a new Interim 

Order.

Click on Edit to edit the details of the past Interim Order.
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Create Interim Order

Contents

In Interim Order box, you can enter all the details about 

the Interim Order (IO) as shown here. Entering IO Type, 

IO Date, MP Number and Notes is mandatory.

You can record Action Item required to be taken as per 

Interim Order and Action Taken, as well as Due date for 

completion of action and Officer Responsible for taking 

the action. When you enter the Officer Responsible data, 

the concerned employee is notified via email & SMS.

You can also upload the Compliance Order. Click Choose 

file to select the document from your system and click 

Add file to complete the upload

Click Submit to create Interim Order.
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Edit Interim Order

Contents

In Edit Interim Order box, you can edit all the details 

about the Interim Order (IO), including IO Type, IO Date, 

MP Number and Notes, as shown here. 

You can record/update Action Item required to be taken 

as per Interim Order and Action Taken, as well as Due 

date for completion of action and Officer Responsible for 

taking the action. When you enter the Officer Responsible 

data, the concerned employee is notified via email & 

SMS.

You can also upload the Compliance Order. Click Choose 

file to select the document from your system and click 

Add file to complete the upload

Click Update to save your edits.
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Create Judgement

Contents

When a Judgement is passed by the Court on the Case, 

enter the details of the Judgement and alert the 

stakeholders.

To Search Legal Cases, go to

Left panel > Applications > Legal Case Management > 

Legal Case Processing > Search Legal Legal Case

Using Search Legal Case, go to the legal case for which 

you wish to create Judgement. In the Actionsfield of the 

specific case, click on Select from Below, and choose 

άJudgementέ.

In the Create Judgement window that opens, you can 

view details of the case in the View Legal Casebox. 

Scroll down to Judgementbox.
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Create Judgement Contd.

Contents

In the Judgementbox, enter details of the 

Judgement as shown here. 

Order Date, Date of sending the Order to 

Zone/Department (Order sent to Zone/Depton), 

Judgement Outcome and Judgement Details are 

mandatory fields. 

Judgement Outcome can be selected as ςAbates 

/ Against / Arbitration / Allowed / Closed / 

Dismissal / Enquiry / Ex-Parte Order / Withdrawn.

Judgement Order or any other document related 

to the Judgement can be uploaded using Upload 

Documents. Click Choose file to select the 

document from your system and click Add file to 

complete the upload

Click Submit to complete the recording of the 

Judgement details.
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Close Case
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Based on the Judgement passed, if a Case can be closed, you 

have to complete the closure in the system.

To Search Legal Cases, go to

Left panel > Applications > Legal Case Management > Legal 

Case Processing > Search Legal Legal Case

Using Search Legal Case, go to the legal case for which you 

wish to view Interim Order details. In the Actionsfield of the 

specific case, click on Select from Below, and choose ά/ƭƻǎŜ 

/ŀǎŜέΦ

In the Close Case window that opens, you can view details of 

the case in the View Legal Casebox. 

Scroll down to Close Case box. Enter Disposal Date. Use 

Disposal Detailsbox to record details of the disposal of the 

case. You can also enter the Date of Consignment Record 

Room. Click Saveto close the Case. Once a Case is closed, it 

will no longer be available for view in Search Legal Case.
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Daily Board Report

Contents

Daily Board Report helps in viewing the number of Legal Cases 

created in the system, which are in various stages of progress.

To access the report, go to

Left panel > Applications > Legal Case Management > Reports 

> Daily Board Report

In the Search criteria, you can filter data by Case Category(the 

department to which the case is related to), Officer Incharge, 

and date range (From Dateand To Date). Click Searchto 

generate the report.

If no search criteria is selected, the complete list of Legal Cases 

is displayed.

If you click on the Case Number of a specific Case, the 

complete details of that Case are displayed in a separate 

window.

By clicking on Excel/ PDFbuttons you can download the report 

in that format. Click on Print to print the report.
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Generic Sub Report

Contents

Generic Sub Report helps in viewing the number of Legal 

Cases aggregated by Court Type / Court Name / Petition 

Type / Case Category / Case Status / In charge officer / 

Judgement outcome.

To access the report, go to

Left panel > Applications > Legal Case Management > 

Reports > Generic Sub Reports

Using the Reports Criteria, you can filter data by using a 

combination of aggregation.

Click Searchto generate the report.

Clicking on the Number of Cases against the specific 

aggregation in the generated report, you view the detailed 

list of those cases.

By clicking on Excel/ PDFbuttons you can download the 

report in that format. Click on Print to print the report.
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