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LOGIN 
A USER can login by typing User Id and Password provided. Normally, Permanent Employee Number 

(PEN) is the User Id. 

 

 

CHANGING PASSWORDS 
 

 

 

 

 
Users can change password and update details through ‘PROFILE’. 

DAILY CONSTITUTION  

CONSTITUTION VIEW 
You can VIEW/DOWNLOAD/PRINT Constitution of any date through this module.  

 

 on the right side of the menu daily constitution indicates that the constitution for the very next 

Court sitting date is Published/uploaded. 
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CAUSE LISTS 

CAUSE LIST REPORT (HC-CAUSELIST) 
We have established link with server of the Hon’ble High Court of Kerala and through this we can access 

cause lists for the next court sitting day, as published by Court Officers, on real time basis.  Cause list 

report will be updated frequently.  

The lists published by Hon’ble High Court (till that time) for the selected date will be available under 

CAUSELIST  HC-CAUSELIST. Users can open the required list by clicking the View button concerned.  

 

Section & Seat as per MISAGO database will be shown against each case, on the right hand side. To avail 

full benefit of online Cause list facility, Users should ensure that all the cases are correctly registered in 

MISAGO and case promote & seat promote are done in time. 
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CL-HC-SECTIONWISE  
User can generate report of any available date Section & Seatwise. For this select the required date, 

Section and Seat and then click the Submit button.  

 

NOT LINKED CASES 
If State is marked as a party in a case as per data made available by the Hon’ble High Court but no 

corresponding case entry is found in  the database of MISAGO, such cases will be listed as ‘not linked 

cases’. You can verify and/or print the list of  such cases. 
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CONNECTED CASES 
Details of all the cases listed connected to another case on a selected date can be viewed and/or printed 

from here. 
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TODAY’S CASE 
Court Proceedings can be entered against a case posted on a date. For this the date of posting will be 

recorded against the case based on the online causelist data received from the Hon’ble High Court. If, 

due to any reason such a posting date is not automatically recorded against a case which is actually 

posted, the posting details ( Court No., Admission/ Petition etc, G.P. attending the case, whether posted 

in connection with another case listed in that Court etc) can be manually entered. This has to be done 

on the very same day of posting. Court Proceedings for that posting date can be noted against such a 

case only if the aforesaid action is done. 

 

WEEKLY CAUSE LISTS 

CAUSE LIST REPORT 
To generate separate weekly cause list report of any available date, select the required date, Section 

and Seat and then click the Submit button. You can view and/or print the list of cases from here. 

NOT LINKED CASES 
If State is a party in a case as per data made available by the Hon’ble High Court but no corresponding 

case entry is found in  the database of MISAGO, such cases will be listed as ‘not linked cases’. You can 

view and/or print the list of cases from here. 
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CASES 

CASE ENTRY 
 

 

 

 

 

 

 

 

 

Users who have permission to enter details pertaining to a fresh case can add the said details. Click the 

save button after entering basic details of the case. A temporary number will be generated by the 

system which is unique. This temporary number may be noted on the case file for future reference.  

Details of Appellants & Respondents can be added through ‘Add Appellant’ & ‘Add Respondent’ 

respectively. Details pertaining to all appellants and State Government respondents need to be entered. 

Private parties in the array of respondents (in party filed cases) may be neglected for the time being. In 

such instance, the next respondent number has to be manually changed accordingly.  While entering 

data please ensure that names are entered with initials at last. This may cause difficulty while searching 

and generating reports in future. Lower Court names, Lower Court Case Types and case number shall be 

added for easy and efficient search.   

 

CASE PROMOTE 
When we receive original case number, we need to assign this number to the case. This process is called 

case promoting.  
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In the case promote screen, all the cases with selected case type and having initial date within the 

specified range, without actual court case number will be listed. The required case can be filtered from 

the list by typing Temp No. in the Search. Case can be searched even by appellant name/respondent 

name. Care must be taken while promoting the case as case once promoted by assigning number will no 

longer available in the list. 

To promote the case, provide the proper case number in the space provided and click on the promote 

button.  

Seat Promote 

 

This module is intended to assign Seat number to a case as and when it is decided. Any user having 

permission to access the module can list the cases to be Seat Promoted by selecting the Section and 

Initial Date and then clicking the Submit button. User can utilize the Search facility to filter the required 

case record from the list to case promote. You can also promote a batch of cases simultaneously by 

assigning Seat numbers to all required cases in the list and then clicking the Promote button. Cases once 
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seat promoted will no longer be available in the list. Mistakes if any happened can be corrected through 

Case Edit. 

REVISION PROMOTE 

 

Requests from any Office to file appeal before the Hon’ble High Court against Order of a lower Court has 

to be registered in MISAGO as revision. This can be done through  ‘Revision(backlog)’ under ‘Cases 

(backlog)’.  The application will generate a unique Revision number. The number may be noted for easy 

reference in future.  

Revisions so entered during a specific period can be listed in this module. The case Type, No. & Year of 

the case filed by State before the Hon’ble High Court resultant to a revision may be entered against the 

respective Revision No. and promoted. This activity will help to track a case generated from a particular 

revision number and vice versa. 

CASE EDIT 
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A user can edit (Add/Modify/Delete) details of cases pertaining to his/her Section/Seat. For this, first 

Click on the Edit button. After making required changes, click the Update button.   However, basic data 

regarding a case - Temp. Case No., Case Type, Case Number & Case Year - cannot be edited here.  

Note: You can mention the name of a Law Officer against a case, as and when that case is specifically 

assigned to a particular Officer (in the left side column last row in the above screen). The name of Law 

Officer so mentioned will appear against the case number in the Computer List on every posting and 

also in the Court Proceedings. The name of Law Officer has to be removed as and when he is 

relinquished from handling the case.  

CASEVIEW 

 

Through this module a user can view all the general details of a case. If there are more than one 

respondent/appellant in a case, ‘More’ button will appear on the right side of the appellant/respondent. 

We can view the details of additional respondents/appellants by clicking on this button.  

Status at High Court 

Online data sharing with Hon’ble High Court is realized.  Users can view details like Case status, last 

posting date, next posting date, Court proceedings etc of the selected case from the database of Hon’ble 

High Court, for cross checking. 

OTHER TABS 

 

i. Proceedings Tab : Will provide details of Court Proceedings chronologically.  

ii. Attached Documents Tab: User can view and download Memorandum, Exhibits etc through 

this. 

iii. Judgment details Tab: User can view the details like Date of disposal, Date of copy application, 

Date of receipt of Judgement, Disposal nature etc. through this. 

iv. Filing Details Tab: If proper entry is made regarding each and every filing in a case, 

chronological list of filed items will be available under this tab. 
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v. Copy Application tab: User can view the status of copy applications made (applications 

generated through Copy Application module) through this tab. 

vi. Document Request : User can view chronological list of all the communications generated 

through Communication module in the selected case. 

vii. User Log Tab : This is a list of who performed what in the data pertaining to the selected case 

(Critical activities like edit, delete, update etc.) will be listed.  

 

COURT PROCEEDINGS 
 

To make an entry, select the date of posting of case(s) of which Court Proceedings has to be 

entered. 

 

 

 
All the cases listed for that date as far as the logged user is concerned will be listed. User can 

add Court Proceedings, Add/View documents like interim orders and generate a communication to 

respondent(s) in the case if necessary. 
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Court Proceedings can be added by concerned Government Pleader, Concerned Section 

Assistant/ S.O. and will be automatically updated from the Hon’ble H.C. The Three will be maintained 

and shown as separate entities. A Section Assistant can add or edit his page only. But can view the GPs 

page as well as H.C. data. Similarly G.P. can edit his page and view the other two. 

 

 

CASES (BACKLOG) 

CASE NO. UPDATE 

 

By providing Temporary Case No. & year of a case, an authorized officer can change the basic details of a 

case. i.e., Case Type, Case No., and Case Year (which cannot be altered through Case Edit. 
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COURT PROCEEDINGS (BACKLOG) 

 

If the posting date of a case is not automatically updated in MISAGO by way of data received from the 

Hon’ble High Court, the court proceedings in r/o the case for the date cannot be updated through  

CASES  C0URT PROCEEDINGS. In such instance this module can be made use of.  

JUDGEMENT DETAILS 

 

The details of Judgment in a disposed case, as well as its flow within the office can be recorded through 

this module. Disposal date, Date of filing copy application (Judgment request date) and   Nature of 

Judgment can be marked by Assistant/S.O. concerned.  Date of receipt of Judgement in the Office will be 

recorded by CL Section. If a case once disposed is restored, you can select Yes under Case Restore.  On 

doing so provision to enter the details of recent Judgment will appear. Concerned officers at different 

levels can record the date of receipt of judgment, flow of file with Judgment for  legal opinion, 

forwarding of Judgement to respondents, handing over of file with Judgment & Legal Opinion to section 

dealing filing of appeal or forwarding of file to Records section etc. 
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REVISION (BACKLOG)  

 

As and when a request from any Government Department/Officer is received in a Section the details 

pertaining to the request can be entered through this module by the Section Officer/Assistant 

concerned.  The system will generate a unique Revision Number which has to be recorded in the 

Register maintained in the Section and also in the request document. The officers attending a revision 

should make relevant entries through this module. This will help to track the current status of the 

revision request at any point of time. As and when an appeal is filed resultant to a revision request, the 

appeal details are to be entered through Revision Promote.  

FIND REVISION 

 

User can fetch the details of a revision by providing Revision No. & Year in the Find Revision module. 

 

 



MISAGO User Manual Ver 1.0 - Oct 2019                                                                                 Page 19 of 32 
 

FILING DETAILS 

  

S.O./Assistant can enter details of filed items in a case pertaining to his Section/Seat through this 

module. 

RECORD DESTRUCTION 

 

This module is intended for users from Records section. The details of files which are physically 

destructed are to be entered through this module.  
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COPY APPLICATION 

 

DISPOSED CASE LIST  (TO APPLY FOR C/C OF JUDGMENT) 
Once the Court Proceedings of a case is entered as ‘Disposed’, the Case status will change 

accordingly and the proceedings date will be recorded as Judgment date. Cases that are ready to apply 

for Certified copy of Judgment will be listed under COPY APPLICATION  DISPOSED CASE LIST. 

 

User can select the respondent for whom the copy is applied, from the list of Respondents (list of 

appellants in case of State filed cases). Then he can mention number of copies of Judgment required.  

 

ADD TO LIST and Print copy application. The date of generating Copy Application will be automatically 

recorded as ‘HC request date’ in the ‘Judgment Details’ window.  

 

Unwanted applications can be deleted.  

Once certified copy of the Judgment is applied through this module, the case number will be eliminated 

from the disposed cases list. 
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By clicking the Print copy button, user can generate Copy Application in the prescribed format. 

  

COPY APPLICATION – (DOCUMENTS OTHER THAN JUDGMENT and FURTHER 

APPLICATION FOR JUDGMENT)  
Through this a user can provide details of document of which certified copy is required, to whom it is 
intended and number of copies required.  
 

 

On clicking the Add to List button, the entered details will be added to the list. 
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By clicking the Print copy button, user can generate Copy Application in the prescribed format. 

  

User can download/print the copy application so generated and follow the existing procedure for filing 

copy application.  

The copy application so generated can also be forwarded online to the CL section.  The S.O./Assistant in 

CL Section can view a list of copy applications from various sections. They can take printout of the same 

and submit to the H.C. 

 

 

 



MISAGO User Manual Ver 1.0 - Oct 2019                                                                                 Page 23 of 32 
 

COPY APPLICATION MODULE FOR CL SECTION 

COPY APPLICATION STATUS ENTRY 

 

 

 

On receipt of certified copy of the document requested, CL section can record the date of receipt and 

forward the documents (hard copy) to concerned Section/ officer 

The receipt of Judgment from the H.C. in the C.L. Section and its flow till it is forwarded to respondents 

concerned (with legal opinion if required) and the file is sent to Records / Appeal section can be 

recorded by the officers at different levels based on their role. i.e., the Assistant on submitting a file with 

Judgment to a G.P. can record the date of submission and name of G.P. to whom it is submitted for 

opinion. The G.P. can record the date of return. Assistant can record date of receipt of file and the fact 

that whether it is returned with opinion or not. If returned without opinion, date of resubmission and so 

on. 
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COPY APPLICATION – REJECTED – ENTRY BY CL SECTION 
. In case of rejection of application by the Court Registry, CL section will record the details of rejection 

and concerned S.O./Assistant can view the same. The reason for rejection may be major or minor. In 

case rejection due to major reason, Concerned Assistant/S.O. has to apply afresh for the required 

document. In case of minor defects, the hard copy of copy application received back from Hon’ble High 

Court will be returned to the Section concerned by the CL section, to cure and resubmit. In such case the 

date of receipt, resubmission etc. need to be recorded by officers concerned.  

 

 

COPY APPLICATION for documents other than Judgment and also for additional Judgments can be made 

through this module.  

COMMUNICATION MODULE 

 

DOCUMENT REQUEST 
Designated officer can prepare templates for general purpose communications (like case status 

intimation, C.A. forwarding, Seeking instructions, Judgment forwarding etc.). Other users can use the 

predefined templates. User can generate general purpose communications. For this select the 

COMMUNICATION MODULE  DOCUMENT REQUEST and type the case number in which 

communication has to be sent.   
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Select the required communication document type (template), to whom it is intended, Expected date of 

return ( if applicable) & Priority.  List of Reference document numbers will be available once entered on 

receipt of communication from outside office. User can also add new references by clicking Add. 

Predefined text will appear in the Subject & Document Text field. User can modify it, add more 

sentences or remove existing text.  

 

The module is designed to submit the generated draft communication online to higher-ups for approval. 

You can type notes to communicate with higher officers in the field; Notes. 

After completing the required works, click on the Generate button. 
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The document generated will be listed below. User can Edit, Delete, Print/Preview or Forward (to 

higher-ups) the draft letter by selecting the required icon under ‘Action’ on the right end. 

 

 

 

Document once forwarded by an Assistant will be available for perusal to his reporting officer (say S.O./ 

Under Secretary) to whom it was forwarded by the Assistant. The supervisory officer can peruse the 

same, make any changes, if required and forward the same to his reporting officer, online.  

  The Under Secretary : can make modifications if necessary, approve the draft and return the approved 

communication to concerned S.O./ Assistant. He can also return the draft without approval by noting 

the reason for return or forward the draft to his higher-ups, if approval at a higher level is felt necessary. 

The draft once approved will be as shown below.  
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APPROVED 
Section Officer/ Assistant can view the list of approved communications through Communication 

module  Approved and fetch the required communication. Printout of the same can be made and 

used for the time being.  

Provision to forward the approved letter online to the intended office(s) will be incorporated as and 

when MISAGO becomes a web Application. 

RETURNED 
Section Officer/ Assistant can view the list of communications returned without approval through 

Communication module  Returned and fetch the required communication. Notes of the officer on 

returning the document may be perused. After complying the directions, the same communication can 

be resubmitted. 

REFERENCES 
Users can record the details of communications (Letter No., date, from whom etc) received from 

respondent officers in a case through this module. The entries so made will be available in the list of 

references as and when attempting to generate a communication in the said case, through Document 

Request. 
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GENERAL INDEX 

GENERAL SEARCH 

This is intended for users to view a list of cases filtered by setting required criteria. Any combination can 

be set as filter.  

 

SEARCH BY PARTY 

 

Help user to search numbered cases by means of name of appellant. Cases with searched text matches 

exact or a part of the appellant name will be listed. Type the Party Name in BOLD letters. 

SEARCH BY PARTY-Non Promote 
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Help user to search unnumbered cases by means of name of appellant. Cases with searched text 

matches exact or a part of the appellant name will be listed. Type the Party Name in BOLD letters. 

SEARCH BY PARTY ADV. 

 

Help user to search numbered cases by means of name of appellant’s Counsel. Cases with searched text 

matches exact or a part of the counsel’s name will be listed. Type the key word to search in BOLD 

letters. 

SEARCH BY PARTY ADV. – NON PROMOTE 

 

Help user to search unnumbered cases by means of name of appellant’s counsel. Cases with searched 

text matches exact or a part of the Counsel’s name will be listed. Type the search text in BOLD letters. 

SEARCH BY GIST. 
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Key words to identify a case easily can be given as Gist during Case Entry or through Case Edit on a later 

stage. Cases with similar text in Gist column will be listed. From & To dates are optional. 

SEARCH BY LOWER COURT 

 

User can search a H.C. case number by means of name of Lower Court or Lower Court Case No.  

REVISION SEARCH 

 

A user can search and find a required case by using Lower Court Name AND/OR Lower Court Case Type, 

No. & Year AND/OR Remark (entered during revision entry) AND/OR Gazette Notification Date AND/OR 

name of G.P. 
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SEARCH DESTRUCTED RECORDS 

 

This helps to search and find out the list of filed destructed during a specified period. User can also filter 

and view the list of destructed files based on Case Type,  Case Year,  Section and Seat. 

SEARCH- FILING 

 

User can obtain a list of filed items by providing: 1 Name of GP 2. From & To date 3. Case Type, No. & 

Year.  Combination of the above filters will also work. 
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ORDERS/CIRCULARS 
 

 
Relevant Office/Government Orders, Circulars & Notices will be published here. Users should 

periodically check here to view the newly published documents. 

 


