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1) Introduction: 
The Federal Trade Commissions’ (FTC) Administrative E-filing System (AEFS) is a new web-

based, user friendly application that receives electronic filings and serves public documents 

electronically and securely in adjudicative proceedings conducted under Part 3 of the 

Commission's Rules of Practice that governs how competition and consumer protection cases are 

tried before an Administrative Law Judge (ALJ). The FTC’s new Administrative E-Filing 

Application has been created to secure, streamline and improve efficiencies for FTC’s 
Administrative E-Filing application users. 

2) Administrative E-filing System User Guide Overview: 
This Administrative E-filing System (AEFS) User Guide is an instruction manual that provides 

guidance on how to navigate and securely access the Admin E-Filing System for an optimal user 

experience. 

3) Application/User Registration: 

3.1: New/First time Users: 

3.1.1: Registration: 

In order to access the Administrative E-Filing System, you must first register and create an 

account. 

Please follow the steps below to register and create an account: 

1) Click on the link below and then click on ‘Register’ under New Users: 

URL - TBD 
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Figure 1: Administrative E-Filing Landing Page 

2) You will be redirected to the Customer Registration Page. To successfully complete 

registration, you must: 

- First, enter in the requested information for each of the input fields on the Customer 

Registration page 

- Then, click on the ‘Rules of Behavior’ button and review the Rules thoroughly. 

- After you have reviewed the rules, you must sign and date the Rules of Behavior. Note: 

You must input the signature in the following format: “/name of the user/.” 
- Next, enter in the Security Code 

- Finally, click on ‘Submit’ to complete the registration process 

PLEASE NOTE: All users MUST sign the Rules of Behavior to complete the registration 

process. 
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3.1.2 Account Activation: Upon receiving the activation email (example below) from 

the FTC, click on the ‘Activate Okta Account” button to Activate FTC Account. 

Figure 5: Account activation page 
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Upon clicking on the Activate link from your email, you will be automatically redirected to the 

FTC “Create your FTC account” page. Please enter in a new password, then repeat the password, 

then answer your security questions and click “Create Account” 

Figure 6: Create password page 
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3.1.5 Setup two-factor authentication: You will then need to set up your two-factor 

Authentication (Okta Verify - mobile and Voice call). Okta Verify is the preferred method of 

authentication. 

Please select your option and click “Setup” 

Figure 7: Two-factor authorization 
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If you selected ‘Okta Verify”, please select your device type and click “Next”. You will 

need to download the Okta Verify App from the App Store onto your mobile device to 

proceed. 

Figure 8: Two-factor authorization (Okta Verify) 
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Please open the Okta Verify App from your mobile device and scan the barcode or proceed 

with entering in the code (as shown in the next page) 

Figure 9: Okta verification (scanning the barcode) 
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If you selected the text option, you should receive a text with a code. Enter in the code and 

click “Verify” 

Figure 10: Phone text code verification 
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Once the “Okta Verify” process is complete, you will see a green check mark against the Okta 

Verify enrollment as shown below: 
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You will also receive an email confirmation regarding your enrollment in “Okta Verify” as 
shown below: 
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You have the option to also set up your multi-factor authentication using “Voice Call 
Authentication”. If you select this option, click ‘Setup” as shown below: 

Figure 11: Voice Call Authentication 
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Please enter your phone number here and click ‘Call’. You should receive a call with a code in 

the next few minutes. 
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Enter in the code and click ‘Verify” 

Figure 12: Voice Call code verification 
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Upon verification, you will receive an email confirmation that you have successfully enrolled in 

the multi-factor authentication with the FTC. 

Your account registration with the FTC is now complete. You can now conveniently access 

all external FTC applications through this account. 
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3.2 Registered Users: 

3.2.1 Login: 

If you have previously registered with the FTC, you can access the Administrative E-Filing 

System by going to URL - TBD 

Click ‘Login” under Registered Users and enter the e-mail address and password associated with 

the registered user account. 

Figure 13: Administrative E-Filing System Login Page 
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Enter your email address and click ‘Next”. 
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Then, enter in your password and click ‘Verify”. 
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You will then be prompted to complete the authentication process. Please proceed with either 

“Okta Verify” or “Voice Call Authentication” Click ‘Call” and enter in the code that you receive 

via the verification phone call. If you selected the mobile phone option during registration, you 

will receive a text message with the code. After you enter the code, click ‘Verify’. 
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Upon successful authentication, you will be logged in to the application and you will receive an 

email notification confirming your login. 
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3.2.2 Reactivate Account: 

If your account has been deactivated and you need to reactivate it, please click on “Reactivate 

account” as shown below: 
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You will be taken to the reactivation page. Enter your email address and click ‘Reactivate My 

Account’: 

Upon entering your email address and clicking ‘Reactivate My Account’, you will receive the 

below on-screen confirmation and you will also receive an email notification with a link to verify 

your account. 
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You will receive an email to verify your account for reactivation, please follow the instructions 

in the email to proceed. 
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The following on-screen notification will be displayed confirming that your email verification is 

in progress. You will then receive another email confirming that your account has been 

successfully verified or if there was a problem with the verification. 
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3.2.3 Reset Password: 

If your password needs to be reset, please click on “Forgot password” as shown below: 
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Please enter your email and click ‘Reset via Email’ 

An on-screen confirmation will be displayed confirming that an email has been sent to your 

registered email account. Please open the email to proceed. 
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You will receive an email with a link to proceed with password reset. Please click on the ‘Reset 

Password’ link. 
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Upon clicking the link, you will be prompted to answer your security questions. Please enter in 

the answer and click “Reset Password”. 
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Please create a new password, repeat the password and click “Reset Password”. 
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You will be prompted to complete the multi-factor authentication process. Please enter in the 

code and click ‘Verify’. 

That should complete the password reset process and you should be able to login to the Admin 

E-Filing application: URL - TBD 
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To file case documents, all users must first file a Notice of Appearance for the case they’ve been 

assigned. Without submitting a Notice of Appearance (and receiving an e-mail notification that 

the document has been filed), the application will only allow a user to see the Announcements on 

the Dashboard. 

PLEASE NOTE: 

Filers may only VIEW system announcements. Filers may not author or edit 

announcement content. 

If you HAVE filed a Notice of Appearance, you will be presented with the following System 

Dashboard: 

Figure 15: Admin E-Filing Dashboard View for Return Users 

The dashboard provides a central location for all filers to: 

a. Submit a Notice of Appearance, 

b. Submit filings for their assigned cases, 

c. View the status of their submissions and filings as they are processed, and 

d. View Announcements 
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6) Submitting a Notice of Appearance: 

IMPORTANT POINTS TO REMEMBER: 

- All registered users must have submitted and obtained approval on a Notice of 

Appearance prior to submitting case-related information within the Admin E-Filing 

System. 

- You must wait until after the Notice of Appearance is approved before you can file. 

- The Notice of Appearance should be drafted outside of the filing system and uploaded as 

a PDF attachment only 

To submit a Notice of Appearance for the first time: 

1. Click the Submit Notice of Appearance button from the Dashboard or click on “Notice 
of Appearance” on the navigation menu to get access the Notice of Appearance Upload 

form. 
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NOTE: Until a Notice of Appearance has been reviewed and approved, a user may not file any 

case-related documents. Users will receive e-mail notifications concerning the status of the Notice 

of Appearance review. 

- Users will receive an e-mail notification upon submitting their Notice of Appearance, and 

upon the approval or return of a Notice of Appearance. 

Figure 17: Approved Notice of Appearance Email Notification 

FTC TO5 Admin E-Filing User Guide Page | 42 





   

       

 

 

      

 

      
 

          

         

   

    
 

  

 

         

 

    

 

  

FTC ITSS BPA 

Task Order 5 – Administrative E-Filing User Guide 

7) Submitting an E-Filing: 

Administrative E-filing users with an approved Notice of Appearance will have the ability to 

submit public or non-public e-filings by logging in to the filing system and begin 

uploading/filing case-related documents. The following section will discuss the submission 

process for both submission categories. 

7.1 Submitting a Public E-Filing: 

To submit a Public E-Filing, click on the Submit Document button on the dashboard 

Figure 19: Submitting a Public e-filing 
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The system will display the Submit a Public E-filing window which allows the user to fill-in 

pertinent case information and upload attachments up to100MB per file 

- Carefully review the Instructions at the top of the Public E-filing page. 

- Create a Document Title for the submission 

- Answer the following question: Does this submission contain exhibits? 

- Confirm the submission does not contain confidential or in camera material. 

- Attach your filing in PDF Format. Refer to the uploading instructions beginning on page 2 

for details on attaching a document 

Figure 21: Public E-filing Submission Form 
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Click the e-filing guidelines link and review the terms: 

Click the “I Accept” checkbox and click the “Submit” button to complete the e-filing guidelines. 

NOTE: Accepting the e-filing guidelines is a requirement of the filing process 

Figure 22: E-filing Guidelines for Public E-filings 

Review your submission and click ‘Submit” 

Upon submitting a filing, you will receive an email confirmation that the document has been 

uploaded. 
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7.2 Submitting a Non-Public Filing: 

To submit a Non-Public E-Filing, click on the Submit Document button on the dashboard 

Figure 23: Submitting a Non-Public e-filing 
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The application will display the Submit an E-filing Table. Locate the D-Number associated with 

the and click Non-Public to submit a Non-Public e-filing option as shown below: 

Figure 24: E-filing Submission Table 
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The system will display the Submit a Non-Public E-filing window which allows the user to fill-

in pertinent case information and upload attachments up to100MB per file: 

- Carefully review the Instructions at the top of the Non-Public E-filing page. 

- Create a Document Title for the submission 

- Answer the following question: Does this submission contain exhibits? 

- Attach your filing in PDF Format. Refer to the uploading instructions beginning on page 2 

for details on attaching a document 

Figure 25: Submitting a Non-Public e-filing 

The user can attach a PDF attachment of the document they would like to file. They may also 

drag and drop single or multiple files into the attachment box. 
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	To submit a Public E-Filing, click on the Submit Document button on the dashboard 
	Figure 19: Submitting a Public e-filing 
	The system will display the Submit a Public E-filing window which allows the user to fill-in pertinent case information and upload attachments up to100MB per file 
	Figure 21: Public E-filing Submission Form 
	Click the e-filing guidelines link and review the terms: 
	Click the “I Accept” checkbox and click the “Submit” button to complete the e-filing guidelines. NOTE: Accepting the e-filing guidelines is a requirement of the filing process 
	Figure 22: E-filing Guidelines for Public E-filings 
	Review your submission and click ‘Submit” 
	Upon submitting a filing, you will receive an email confirmation that the document has been uploaded. 
	To submit a Non-Public E-Filing, click on the Submit Document button on the dashboard 
	Figure 23: Submitting a Non-Public e-filing 
	The application will display the Submit an E-filing Table. Locate the D-Number associated with the and click Non-Public to submit a Non-Public e-filing option as shown below: 
	Figure 24: E-filing Submission Table 
	The system will display the Submit a Non-Public E-filing window which allows the user to fill-in pertinent case information and upload attachments up to100MB per file: 
	Figure 25: Submitting a Non-Public e-filing 
	The user can attach a PDF attachment of the document they would like to file. They may also drag and drop single or multiple files into the attachment box. 
	P


