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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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@ SELEBAL TAALE COMAMEIN N

This System Contains CUI

Administrative E-Filing System
——  ©

Reglstered Users New Users

This System Containa CUI

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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Customer Registration

First Name

Last Name Doe
Business Email jdoe@xyz.com
Phone number 555.555.5555
Company Name XYZ Company
Security Code %y

\/ I'm not a robot ~
reCAPTCHA

Privacy - Terms

Rules of Behavior

Figure 2: Administrative E-Filing Registration Page
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S l
O1 Iministrative E-Filing r Gu
Accountability
o | understand that | will be held accountable for oy sctions while scoessing wod using the FTC £-Fifing Systern
o | understand that | am responsible To masintaining copies of sabimitted Gocumsnta 106 mvy own tecords and FTC is not sxpectsd to
provide copies back to ms

Acknowledgement Statement

| acknowledge that | have read the Rules of Behavior, | understand them, and | will comply with them. | understand that fallure to
comply with these rules could result in disciplinary actions, criminal or civil prosscution or termination.

g hatire (POt Mame in Dhe following Tormat /s/ ATTatoey Natte

Figure 3: Rules of Behavior Details

3) Upon successful submission, the application will display a confirmation page and you
will receive an email with next steps to ‘Activate’ your account with the FTC.

D @ T ————— ® n L &

This System Contains CUI

Figure 4: Confirmation Page
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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.

Welcome to the FTC!

S
({3} FEDERAL TRADE COMMISSION
R

Welcome to the FTC
Hello

The FTC is using an identity manager to manage your web
applications. This means you can conveniently access all the
applications you normally use, through a single., secure home page.
Watch this short video to learn more: Here

Click the following link to activate your FIC account:

Activate FIC Account

This Iink expires in 7 da

Your username is
Your FIC sign-in page is hitps://ftc-ciam.oktapreview.com

If you experience difficulties accessing your account, you can send
a help request to your system administrator using the link: hitps://fic-
clam.oktapreview.com/help/login

Figure 5: Account activation page

FTC TOS
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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”

Welcome to FTC, Al

Create your FTC account

o Enter new password

.............

Repesat new password

.............

Choose a forgot password question

| What is the food you least iked as a chila? v

Answer

q Create My 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”

N

{11}, FEDERAL TRADE COMMISSION

-
-

Set up multifactor authentication

Your company requires multifactor
authentication to add an additional layer of
security when signing in to your Okta account

Q Okta Verify
Use a push notification sent to the
mobile app.
Setup
@ Voice Call Authentication

Use a phone to authenticate by
following voice instructions

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.

(31

‘ ’ FEDERAL TRADE COMMISSION

/Q
Setup Okta Verify

Select your device type

®) IPhone

Android

e Download Okta Verify from the App
Store onto your mobile device

Back to factor list

Figure 8: Two-factor authorization (Okta Verify)

FTC TOS
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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)

Setup Okta Verify

Scan barcode

Launch Okta Verify
application on your
mobile device and

select Add an account.

Can't scan?

Back to factor list

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”

= o -0

u okta

Setup Okta Verify

o) Enter code displayed from the application (0]

Enter Code

Enter ux dgt coce
proraded in Olda Verily |

P

CACK Verty to comom if :
Qs nterad sbove Verify
match

Back

o,

O O

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:

Connecting to 9 FEDIAAL TRADS COMMBIBON

Sign-in with your FTC account to access FTC Registration

.-‘(T:-T’ FEDERAL TRADE COMMISSION

Set up multifactor authentication

You can configure any additional optional

factor or click finish

Enrolled factors

e Okta Verify q &

Additional optional factors

R Voice Call Authentication
<
Use a phone to suthenticate by

following voice instructions

Setup
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You will also receive an email confirmation regarding your enrollment in “Okta Verify” as
shown below:

t‘ {11 4 FEDERAL TRADE COMMISSION
/ Ll ' an ( i

Hello A,
A multi-foctor authenficator has been enrolied for your account
Details

Okta Venty
Wadnesday, July 15, 2020

Performed by: AP

Don't recognize this activity?
Your occount may have been compromised: we recommend reperfing the
suspicious activity to your organization.

Report Suspicious Activity

The sacurity of your account is very important to us and we want to ensure
that you ore updoted when important actions are taken.

Ths massags wos aviomatically genarmotad by tha FIC on Wadnesday. July 15, 2020, of
224:40 PM UTC._ Reples are not monitored or onswered
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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:

Connecting to (&) e meseomson

Sign-in with your FTC account to access FTC Registration

~

473 \\ FEDERAL TRADE COMMISSION

Set up multifactor authentication

You can configura any additional optional

factor or click finish

Enrolled factors
Q& oxtaveriy &

Additional optional factors

@ Voice Call Authentication
w
Use a phone to authenticate by

following voice Iinstructions

Setup

Figure 11: Voice Call Authentication

FTC TOS
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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.

Connecting to G o mxcommaon

Sign-in with your FTC account to access FTC Registration

Follow phone call instructions to
authenticate

United States =

Phone number Extension

Back to factor list
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Enter in the code and click ‘Verify”

L~

L‘ (51 ’ | FEDERAL TRADE COMMISSION

Follow phone call instructions to

authenticate
United States v
Phone number Extension
1 7322211929
12345678

Enter Code

65847

—

Back to factor list

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.

-

(L1 4\ FEDERAL TRADE COMMISSION

A multi-foctor authenticotor hos besen enrolled for your account

Details
Voice Coll Authentication
Wednesday, July 15, 2020

Lourel, Maryland, United Siotfes

Performed by: AP

Don't recognize this activity?
rour account moy have been compromised: we reacommend reporfing fhe

suspicious octivity to your organizotion.

Repert Suspicious Activity

The securily of your account it very imporiant to us ond we want to ensure
that you are updated when importont actions ore taken
B - s FIC sdne

Your account registration with the FTC is now complete. You can now conveniently access
all external FTC applications through this account.

FTC TOS
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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.

@ PR TRATE CoMmE TN Vogn

This System Contains CUL

Administrative E-Filing System

New Users

Register

This System Contains CUL

Figure 13: Administrative E-Filing System Login Page
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Enter your email address and click ‘Next”.

{ "'?ﬁ""' FEDERAL TRADE COMMISSION
~ £

Sign In

Email Address

Remember me

Next

Need help signing in?
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Then, enter in your password and click ‘Verify”.

“ T_s,?,: FEDERAL TRADE COMMISSION

Password

Password

Sign Out

FTC TO5 Admin E-Filing User Guide Page | 23
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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’.

<7_ ) FEDERAL TRADE COMMISSION
/7 Z - ™ N
[
[ )
\
\\ ’ /

Voice Call Authentication

(+1 XXX-XXX-1929)

Enter Code

| Call

Sign Out
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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.

i ,mmm

New sign-on detected for your FIC account
Hello ¢

Your FIC Account was just used to sign-in
from @ new or unrecognized device, browser, or application.

Sign-In Details
(browserName Placeholder)
Tuesday, July 14, 2020
(location Placeholder)

IP: {IP Piacehoider)

Don't recognize this activity?
Your account may have been compromised; wa recommend
reporting the suspicious activity to your organization.

Report Suspicious Activity

The security of your account is very important to us and we want to
ensure that you ore updated when important actions are taken,

We were unable 1o determine if you had previously signed in with
this device before. This notification s common if you are signingin o
new device, a new browser, have deleted your cookies or are
accessing Ok!a in Incognito Mode.

This rr=moge was outornalically generated by s FIC on Tussdoy, July 14, 2020, af 221248 PM

L Regies aore rof monidomed of ornewered

FTC TO5 Admin E-Filing User Guide Page | 25



FTC ITSS BPA
Task Order 5 — Administrative E-Filing User Guide

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:

-

4 ;_{T’ FEDERAL TRADE COMMISSION

Sign In

Emall Address

Remember me

Need help signing in?

Forgot password?

Reactivale account?

Help

FTC TO5 Admin E-Filing User Guide Page | 26



FTC ITSS BPA
Task Order 5 — Administrative E-Filing User Guide

You will be taken to the reactivation page. Enter your email address and click ‘Reactivate My
Account’:

This System Contains CUI

Administrative E-Filing System

Plaane enter your sl addiess and ok roacTivee 10
gt the el Imtructions 5o reactivate yoor 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.

This System Contains CUI

Administrative E-Filing System

Your reactivation submission has been completed,

You will receive an email notification to verify the

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

FIC Accouni- Action Required: Confirm your
email address

Helio

You are receiving this emali so we con confirm this emall address for
your account,

Please use the following one-time code to complete verifying your
email address:

(tfransactionToken Placeholder)

If you belleve you have recsived this emall in error, please reach
out to your system administrator,

s HC Repies o nat
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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.

@ FEDERAL TRADE COMMISSION

Your Email verification Process is inprogress.

FTC TO5 Admin E-Filing User Guide Page | 29
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3.2.3 Reset Password:

If your password needs to be reset, please click on “Forgot password” as shown below:

"W’ FEDERAL TRADE COMMISSION

Sign In

Username

| | Remember me

Need help signing in?

Forgot password?

Reactivate account?

Help
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Please enter your email and click ‘Reset via Email’

_“’5.{?" . FEDERAL TRADE COMMISSION

Reset Password

Email or Username

Reset via Email

Back to Sign In

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.

(1) . FEDERAL TRADE COMMISSION
\ S

Email sent!
Email has been sent to

with
instructions on resetting your password

Back to Sign In
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You will receive an email with a link to proceed with password reset. Please click on the ‘Reset
Password’ link.

_
xﬁ\mmmﬂ

—~

FTC Password Reset Requested
Hello

A password reset request was made for your FTC account. If you did
not make this request, please contact your system administrator
immedialely.

Click this link to reset the password for your usermame,

Resel Password

This link expires in 1 hour

If you experience difficuities accessing your account, send a help
request to your administrator:

Go to your Sign-in Help page. Then click the Request help link.

Wy gensmisd masags kom the FIC. Repliss ars not monitorad o
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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”.

512 §| FEDERAL TRADE COMMISSION

Answer Forgotten Password Challenge

What is the name of your first stuffed
animal?

_‘ Show

Reset Password

Back to Sign In
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Please create a new password, repeat the password and click “Reset Password”.

E“‘Z},T {| FEDERAL TRADE COMMISSION

o od
Sy

Reset your Okta password

Password requirements: at least 8 characters,
a lowercase letter, an uppercase letter. a
number, a symbol. no parts of your username
does not include your first name, does not
include your last name. Your password
cannot be any of your last 4 passwords. At
least 2 hour{s) must have elapsed since you
last changed your password.

New password

Repeat password

Reset Password

Sign Out

FTC TO5 Admin E-Filing User Guide
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You will be prompted to complete the multi-factor authentication process. Please enter in the
code and click ‘Verify’.

Enter Code

(‘, FEDERAL TRADE COMMISSION

Voice Call Authentication

(+1 XXX-XXX-1929)

Call

That should complete the password reset process and you should be able to login to the Admin
E-Filing application: URL - TBD

FTC TOS

Admin E-Filing User Guide
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4) Admin E-Filing Business Process Overview:
Upon successfully logging in to the Admin E-Filing application, you are ready to proceed with
next steps. Please answer these questions to proceed:

- Have you submitted and obtained approval on a Notice of Appearance? Yes/No?

- If your answer is Yes, you may proceed with filing case-related information within the
Admin E-Filing System.
If your answer is No, you must first submit a Notice of Appearance and obtain approval
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

5) System Dashboard Overview:

Upon successfully logging in, a user will be presented with a System Dashboard.

PLEASE NOTE: Your System Dashboard view depends on whether you have or have not filed a
Notice of Appearance

If you HAVE NOT filed a Notice of Appearance, you will see the following screen
(Announcements only)

This System Contains CUl

Administrative E-Filing System

Figure 14: Admin E-Filing Dashboard View for New Users
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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:

This System Containe CUI
Administrative E-Filing System

S

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.

This System Containg CUI

Administrative E-Filing System

FTC TO5 Admin E-Filing User Guide
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2. The Notice of Appearance window will provide several open fields for the user to fill-in,
including the Docket Number. The Docket Number is the case/matter number [D1234]
and can be found on the original complaint or any case documentation from the Federal

Trade Commission

Fill-in the Docket Number and select your case-related role from one of the following
options:

a. Counsel supporting the Complaint

b. Counsel or Representative for the Respondent

c. Counsel or Representative for a Third Party

NOTE: In the event a user enters an incorrect Docket Number, the application will

provide an on-screen error message that the Docket Number is invalid.

This System Contains CUI

Y Notice of Appearance

Notice ol Appearance

* Dociort Murmbey

30
yrsasaet Section €1 af the Commusmon s Rudes of Practice, | (we) am (aie) entering in the sbove procseding the apgearence of —

. ounsel supporing the Complaim

ounsel o Hegreentative for the Respordent
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3. Users may upload the Notice of Appearance using one of two options:
- drag and drop function

To attach a document by drag-and-drop:
1. Locate the folder where the file is saved (C Drive, Shared Network Drive)
2. Select the file or files to be attached

D

a0 0ono0

w Deup
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- Add Attachments function
To attach a document by selection:
= click the Add Attachments button
= Locate the folder where the file is saved (C Drive, Shared Network Drive)
= Select the file to be attached
= Click Open. The filing system will attach the file and the user will see the
attached file appear at the bottom of the attachment window

* Attachments

&

or

@ Add attachments

just now

Upon completing all the steps, click the final Submit Button to file the document through the
system. The application will provide the user with an on-screen confirmation message that includes
the document’s Submission Number. Please Note the Submission Number for vour records.

O DO M CONm—

This System Contains CUI

Figure 16: Notice of Appearance On-Screen Upload Confirmation
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Re: Notice of Appearance Submitted
) Reply %) Reply All <2 Forward oes

Ta

e FTC ServiceNow Test <ftctest@servicenowservices.co

PN
.l. \

The Complaint Counsel under Docket Number: D7777 and CROSS CASE, INC., Notice of Appearance has been
uploaded to the system by on 2020-05-14 12:10:45 EDT and is Pending Review. Please note the
documents you submitted will be deleted 90 days after upload.

Thu 5/14/2020 12:12 PM

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.

Re: Notice of Appearance Filed

: . ) €y Repl & Reply Al —> Forward
@ FTC ServiceNow Test <ftctest@servicenowservices.cc 4 Ry 5 Sopy bk

To

Thu 5/14/2020 3

The Complaint Counsel under Docket Number: D7777 and CROSS CASE, INC., Notice of Appearance has been
uploaded to the system by on 2020-05-14 12:10:45 EDT and is Filed.

AL D
S F

M

Figure 17: Approved Notice of Appearance Email Notification
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- In the event a Notice of Appearance is returned to the user, the e-mail notification will
include an explanation for the return. Upon correcting the matter addressed in the
notification, the user may return to the system to re-file the document

& Neply LgRepty All ¢ forwwe “Toim

FS FTC

Re: D1234 Benji case - Notice ol Appearance Returned

The Complaint Counsel under Docket Number: D1234 and Benji case, Notice of Appearance has been uph ded 1o the syst by Complaint
Counsel Test on 2020-05-07 08:14:14 EDT and is Returned.

— 2020-05-12 164945 FDT - Sharri Marriy e
not labeled public or non public

2020-05-12 16127153 EDT - Daniel Frear
not labelled public or confidential

Figure 18: Returned Notice of Appearance Notification Email

In the event a Notice of Appearance is returned to the user, the e-mail
notification will include an explanation for the return. Upon correcting the

matter addressed in the notification, the user may return to the filing system to
re-file the document.
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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

@ Nank e '

This System Contains CUL
Administrative E-Filing System

&

Figure 19: Submitting a 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 Public to submit a Public e-filing option as shown below

FECERAL TRADE COMMMSIN

This System Contains CUI

Docket Number Matter Name Public Filings Non Public Filings

pruecs :

Figure 20: E-filing Submission Table
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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

Instructions

&

& Aat stizchments

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

Click the “l 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

9,
Ploaseo read the following information carelully before submitting any Public E-filing:

You are transmitting a public document to the Commission, ACCEPTED SUBMISSIONS WILL BECOME PART OF THE PUBLIC RECORD,
The first page shall ciearly show the file or docket number and the tithe of the action in connection with which they are filed. Every
page of each PUBLIC document shall be clearly and accurately labeled "Public” per Commission Rules of Practice §4.2(b), 16 CFR
4.2(b}.

Every document submitted through the E-filing system must be a full-text searchable PDF file

If any docwment contains in camera or otherwise confidential material, It must be designated as a "Non-Public® filing in the E-filing
system, and you must follow the requirements in Commission Rule 4.2(c), 16 CFR 4.2(c), for filing in camera or confidential
documents, To file non-public documents in the E-Filing system, please navigate back to the list of proceedings and click on
"Submit Nos-Public Filing" in the corresponding matter's row.

& IFAFILERFILES A "PUBLIC" DOCUMENT WITH CONFIDENTIAL OR IN CAMERA INFORMATION, THE CUPABILITY OF THAT
CONFIDENTIAL OR IN CAMERA INFORMATION BECOMING PUBLIC ISON THE FILER.

b, THE COMMISSION WILL NOT ENSURE THAT DOCUMENTS LABLED "PUBLIC" IS PUBLIC IN ALL RESPECTS. FUTHERMORE, THE
COMMISSION IS NOT LIABLE FOR PUBLISHING DOCUMENTS LABLED "PUBLIC™ THAT REVEAL CONFIDENTIAL OR IN CAMERA
INFORMATION,

Documents presanted for filing shall contain proof of service in the form of 2 staternent of the date and manner of service and of the
namas of the persons served, certified by the person who made service, Proof of service must appear on or be affixed to the
documents filed pursiant to Commission Rule 4.4(d), 16 CFR 4.4(d).

The filing should be a single text file, in Adobe Portable Document Farmat ("PDF")

By Checking "I Accept” and pressing the Submit button you are stating and confirming:

2. That you have read and understand all of the foregoing disclosures and procedures;

b. That the information submitted will not contain any in camera or otherwise confidentlal materal; and That all the
Information submitted will become part of the public records of the Commission, and may be placed on the publicly
accessible Commission Web site,

[ Accept

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

This System Contains CUI

Administrative E-Filing System

-~

WET Inacakatee ot Darmtaton Do

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:

@ FESERAL TRADK CONMESN

This System Contains CUI

Sutimit an £ Flling

Dacket Mumber Matter Name Fubtic Filings Kon-Publc Fllings

013345 Brick case

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

Instructions

Subrrr

&

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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Please read the following information carefully before submitting any Non-Public, Confidential, or In Camera E-filing:

1. You are transmitting a "NON-PUBLIC,” "CONFIDENTIAL,” or "IN CAMERA" document to the Commission.

2. The first page shall clearly show the file or docket number and the title of the action in connection with which they are filed. Every
page of each "NON-PUBLIC,” "CONFIDENTIAL," or "IN CAMERA" document shall be clearly and accurately labeled ""NON-PUBLIC,"
“"CONFIDENTIAL," or "IN CAMERA" per Commission Rules of Practice § 4.2(b), 16 CFR 4.2(b).

3. Every document submitted through the E-filing system must be a full-text searchable PDF file.

4. If any document contains in camera or otherwise confidential material, it must be designated as a "Non-Public” filing in the E-filing
system, and you must follow the requirements in Commission Rule 4.2(c), 16 CFR 4.2(c), for filing in camera or confidential
documents.

5. Documents presented for filing shall contain proof of service in the form of a statement of the date and manner of service and of the
names of the persons served, certified by the person who made service. Proof of service must appear on or be affixed to the
documents filed pursuant to Commission Rule 4.4(d), 16 CFR 4.4(d).

6. The filing should be a single text file, in Adobe Portable Document Format ("PDF™).

7. By Checking "l Accept” and pressing the Submit button you are stating and confirming:

a. That you have read and understand all of the foregoing disclosures and procedures; and

b. That the information submitted complies with the Commission Rules of Practice.

Ol Accept

Figure 26:Non-Public E-filing Guidelines

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

NOTE: Every user must accept the Non-Public E-filing guidelines to complete the e-filing
submission process.

Once all the steps have been completed, click Submit to proceed with submitting a Non-Public
E-Filing.

Upon submitting a document, a user should receive an on-screen confirmation as well as an
email confirmation that the document has been uploaded successfully.
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