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MSPB e-filing

Elect e-filing online at
e-appeal.mspb.gov

Select the e-Filing Status option
Or
Do as part of initial pleading
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> MSPB e-Appeal Homepage - Windows Internet Exploren

P —— =
@'\'T__/ h |E https: fe-appeal.msph.gov v| | S |
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Home FAQs Your Computer & e-Appeal

e-Appeal Navigation Public Reporting

All systems normal operating status. [vis twitter GUSMSPESTATUS]

New Appeal »

File a New Appeal

Use thiz option to file a new appeal
with the Board. You can also
use this option to return to a
saved, but unsubmitted
appeal.

Original Jurisdiction

Cases »

File a new case within the MSPE's
original jurisdiction

T5A - Whistleblowing »

MSPB Website
Help Links

Technical Assistance

ading in an Existing
ng

This option includes filing a petition
for review of an Initial Decision. It
alzo includes =ubmitting a
De=ignation of Representative or
Changes in Contact Information.

Appellant Designation of
Reprezentative has to be submitted
online by the appellant or in hard
copy to MSPB. MSPB wil need to
process the Appelant Dezignation
of Repre=entative before the
reprezentative will be able to

access e-Appeal

An appellant's reprezentative
cannot use the e-appeal system to
enter an appearance.

How does Electronic Filing Work?
What is a petition for enforcement?
What is the difference between an award of compensatory damages and an award of consequential damages?

Addendum »

Initiate Addendum Pro
Following Final MSPE Decisio

2
n

Uze thiz option to file a motion for
attorney's fees, motion for
enforcement, motion for
conzequential damages or motion
for compenzatory damages. There
must be a final Board decizsion in
order to pursue any of these
optionz.

e-Filing Status » Repository »

View/Change e-Filing Status

Uze thiz option to register a= an e-
filer, or to withdraw your
regiztration as an e-filer. If you are
reperting a change in contact
information, such as telephone
number or addrezs (physical or e-
mail}, click the second option, File a
Pleading in an Existing Proceeding.

Wiew Case and Case Documents
Uze thiz option to view caze
information and as=ociated
documentz. Necessary security
steps must be adhered to access
the case and aszociated
documents.
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/= Overview of Electronic Filing with M5PB - Windows Internet Explorer

& | https:|/e-appeal.mspb.goviHelp/P_482 .htrn w | L

Overview of Electronic Filing at the Merit Systems Protection Board

Most of the Board's rules governing electronic filing {e-filing} are set out in its regulation at 5 C.F.R.
1201.14, Additional information can be found in the Board's Federal Register Notice of September 27,
2004,

What does it mean to be an e-filer in an MSPB proceeding?

1
2. What must [ do to engage in electronic filing?
3

. Must all persons associated with a party make the same decision regarding e-filing?

4, If I register as_an e-filer, will I be required to disclose mv email address to other parties
and their representatives?

5. What tvpe of documents can be filed electronically?

&, Are there documents that cannot be filed or served electronically?

7. Mav I submit an electronic pleading via email?

8. If I am reqgisteraed as an e-filar, must I file evervthing by elactronic means?

9, Must electronic pleadings be submitkted in a particular format?

10. Are there limits to the number of attachments I can submit as part of an electronic
pleading?

11. Will I have the opportunity to review my pleading before I submit it to the Board?

12, If I am unable to complete a pleading while T am online, will I lose what I have created?

13, When I submit some components of a pleading electronicallv, and some by non-
electronic means, when must I file the non-electronic components?

14. Once [ have registered as an e-filer, can I change my mind?

15, How do I serve electronic pleadings on other parties?

15, If I register as an e-filer, how will I receive documents from the Board and other e-filers?

17, Will I get confirmation _that myv electronic pleading has been received?

€D Internet #100% -




MSPB e-filing
* You can start with:

Pleading, or

e-Filing Status.



MSPB e-filing

* First step Is to create a user_id.

* |n addition to providing a
password, you will be asked to
provide answers to 3 security
guestions, which are used for a
secondary security check when
accessing the repository.




MSPB e-filing

 After logging in, you will be
prompted for the MSPB Docket
Number.

 You will be then asked to
confirm that the correct case has
been selected and your identity.



/= Docket# Validation - Windows Internet Explorer E@@

£ | http:ff10,10,10.64 e-appeal/PleadingDocket'alidation, aspe

U S MSPB it a0 (et Mowvember 30, 2011
e-Appeal Onllne

My Account Tech Support Save & Exit

Enter your Docket Number issued by MSPB

Be careful about entering the last two digits of the docket number. If vour appeal has been
dismissed without prejudice and reinstated, the docket number might end in I-2 or W-2 instead
of I-1 or W-1. Similarly, if @ case has been remanded by the Board it might end in B-1 or B-2.

The Docket Number will be listed on the first page of every Motice, Order, or Decision issued by
the MSFB.

Docleet Number - - L - L

continue

MSPB Website | Privacy Act

&P Internet F100% v




/= e-Filer Working for Self - Windows Internet Explorer
£ | http:f/10.10.10.64/e-appeal/PleadingEfilerwiorkingForself . asp:x

9(=/e

U.S. MSPB  Protection Boar
e-Appeal Onllne

My Account Tech Support Save & Exit

If yvou are the Agency Representative, the Appellant, or the Appellant’s
Representative, select "Under My Own Name.” If you are a paralegal or other
person acting on behalf of one of the parties’ representatives, select "On
Behalf of Someone Else.”

) Under My Own Name ) on Behalf of Someone Else

Click here to provide feedback to MSPE.

| Continue

Movember 28, 2011

Help Links @

Contract A

Under My Own Hame or On Behalf
of Someone Else?

MSPB Website | Privacy Act [

&) Internet HA00% -




MSPB e-filing

* The system is designed for
paralegals and other support
staff to access using their own
id.

* They would select On Behalf of
Someone Else. An emall is sent
to the ‘other’ advising of this
access the first time it occurs.
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/= Case Parties - Matching Last Name - Windows Internet Explorer

£  http:§/10.10.10.64/e-appealfPleadingEfilerLastNameMatch.aspx v
~
U S MSPB November 28, 2011
e-Appeal Onhne
My Account Tech Support Save & Exit
Please select the Representative on whose behalf you are acting:
 Joseph E.F, Jr., Esq. - Private Attorney
O R oo
Louisville, KY - 40208
™) None of the above
Continue
MSPB Website | Privacy Act ¥

& Internet




= Pleading Start - Windows Internet Explorer E@@
£ | http:f110.10.10.64)=-appeal/PleadingEnsureEFiler . aspx

U.S. MSPB ¢  Protection Boar
e- Appeal Dnllne

Mowvember 28, 2011

My Account Tech Support Save B Exit

— Select your E-Filer status HElp Links @

Do you wish to register a= an E-Filer in this appeal? Contract All | Expand

Before answering, please read the following: What do | do if | want to notify the

MS5PB of a change in geographic
Registraticn as an E-Filer enables you to file any or all of vour pleadings with the Board in address or telephone number?
electronic form. Registration also means you consent to accept service of all pleadings filed
by other reaistered E-Filers and all documents iszued by the Board in electronic form. If
vou elect to be =erved electronmically, MSFPE will e-mail you notification when documents are
posted to the repository. If registered as an E-Filer, vou may file any pleading, or portion

of a pleading, by non-electronic means. You can withdraw wyour registration as an e-filer at
any time.

(1 elect to E-File (*) 1 decline to E-Fils

continue

M3SPB Website | Privacy Act
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* Most times, you will be
presented with the generic
pleading option; where you enter
the title for your pleading.

* Depending on case status the
options may be restricted to
specific pleadings.



- Pleading Interview - Windows Internet Explorer

& | htkpe 10,10, 10,64 e-appeal/PleadingInkerview, asp:x

U.S. MSPB -  Protection Boar
e-Appeal Onllne

Start Interview Attach Flles Submit  Print Delete

Title - Other Mon-PFR Pleading

1. Enter a brief title for vour pleading. (Response Required)

Come

Other Mon-PFR Pleading Enter a brief title for your

November 28, 2011

My Account Tech Support Sawve & Exit

| Continue

MSPB Website | Privacy Act ¥

@ Internet
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MSPB e-filing

* You are then prompted to select
whether you want to upload your
pleading or enter it on-line.

» Upload is best for any
substantive pleading.

* On-line for short replies to orders
or another pleading.
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= Pleading Interview - Windows Internet Explorer g@@

£ | htkpefi10.10.10.64/e-appeal [PleadingInterview, aspx W

U S MSPB Frotection Boar Movember 28, 2011
e-Appeal Onllne

Start Interview Attach Files  Submit Print  Delete My Account Tech Support Save 8 Exit

Pleading - Other Non-PFR Pleading

1. Would you like to enter the text online or upload a file containing the pleading?
(Response Required)

CJupload
[J Enter cnline

T

T
fa]
1]
1]

T

fa]
9]
1]
L
o
(V]

| Continue

MSFPB Website | Privacy Act [

Done Q Inkernet *100% -




* For the enter on-line option you
receilve a text box for typing up
to 4000 characters but often less
as Italics indents, etc count as
characters.

« Some pleadings such as Petition
for Review have a series of

guestions.
PN
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I Pleading Interview - Windows Internet Explorer E@@

£ | http:/f10.10, 10,564/ e-appeal/PleadingInterview, aspx

U-S‘- MSPB Mt Pratectien Bosr MNovember 28, 2011
e-Appeal Online

Start Interview Attach Files  Submit Print  Delete My Account Tech Support Save & Exit

Pleading - Other Non-PFR Pleading

2. Flea=ze enter text of vour pleading. (Response Required)

| Back | | Continue

MSPB Website | Privacy Act [
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MSPB e-filing

Either option will allow you to add

attachments later in the
Upload is best with worc

DrOCeSS.
processing

or pdf documents but wi
range of file formats.

| accept a

Do not include electronic signatures
Do not include oversize images

>
| 2 I



= Pleading Interview - Windows Internet Explorer = @@
£ | http:/i10.10.10.64/e-appeal/Pleadingpload. aspx

U.S. MSPB ¢  Protection Boar
e- Appeal C}nllne

Movember 28, 2011

Start Interview Attach Files Submit  Print Delete My Account Tech Support Save B Exit

Pleading Text Upload HEIP Links @

o 5 Evwriard o
LOonNtract A Expanda

Plea=ze =zelect a file containing the text of vour pleading, then click Continue button. See
help links for additional guidance.

Attachment Submission

Options
Note: Agency Files and other pleadings which contain more than 3 documents must be :ﬁiﬂﬁgi;”e Formats for
bookmarked see § C.R.R. § T207.74 (gih(3).
| (1 Browss... ) When should | check the, Is this
——

a continuation of a multi-part
pleading box?

|:| Iz thiz a continuation of multi-part pleading? (Check enlty if vou already submitted a part of thiz pleading}.

How to lIdentify Attachments in
an Pleading?

I

|:| Does the uploaded file contain multiple documents? (Check if the uploaded file containg more than 3
documents and has not been bookmarked).

[ Back | | Continue

MSPB Website | Priva

Cone @l Inkernet *o100% -




* Once you have selected your file
for upload, need to decide
whether either of the 2 check

boxes are applicable:

« Continuation of prior pleading, or

« More than 3 documents are contained Iin
the uploaded file.



= Pleading Interview - Windows Internet Explorer E@@
& | http:ff10,10,10.64e-appeal/PleadingUpload. aspx

U.S. MSPB  Protection Boar
e-Appeal Onllne

November 28, 2011

Start Interview Attach Files  Submit  Print Delete My Account Tech Support Save & Exit

Pleading Text Upload HEIP LlnkS

Contract All | ExpandA&
Flease =elect a file containing the text of yvour pleading, then click Continue button. See
help links for additional guidance. Attachment Submission

Dptions

i +
Note: Agency Files and other pleadings which contain more than 3 documents must be :::;i';::':ﬁt:”e L Bl
bookmarked see 5 C.F.R. § 1201.14 (g){3).

| When should | check the, Is this

a continuation of a multi-part
pleading box?

|:| Iz thiz a continuation of multi-part pleading? (Check only if you already submitted a part of thiz pleading).

How to ldentify Attachmentz in
D Dosz the upleaded file contain multiple documentz? (Check if the uploaded file containg more than 3 SR EELIE
documents and has not been bookmarked).

| Back | | Continue

MSPB Website | Privacy Act [

Crone @ Inkernet +.100% -




* Check the continuation box, if
this Iis additional part to the prior

pleading.

* This Is most often used when

uploading an agency file or other

large submission where total file

Size exceeds 10 MB.




MSPB e-filing

* When using the continuation
option, the pleading title should
identify It as a part; for example:
Agency File — Part 2 or the
more descriptive; Agency File —
Part 2 Tabs m — p.




P Pleading Interview - Windows Internet Explorer B @@
£ | htkpe)f10.10.10.64)e-appeal/PleadingUpload. aspe

U.S. MSPB - Protection Boar
e-Appeal Onllne

Movember 28, 2011

Start Interview Attach Files Submit  Print Delete My Account Tech Support Save & Exit

Pleading Text Upload HEIP Links @

—rrtrs -t O e
ontract A Expands,

Flease select a file containing the text of vour pleading, then click Continue button. See

help links for additional guidance. Attachment Submizsion

Options
Hote: Agency Files and other pleadings which contain more than 3 documents must be :;iﬂ:gﬁt:”e I LT
bookmarked see 5 C.FR.R. § 1207.714 {gl{3).

| When should | check the, Is this

a continuation of a multi-part
pleading box?

|:| I= thiz a continuation of mult-part pleading? (Check only if vou already submitted a part of this pleading).

How to ldentify Attachments in
i -l

D Dosz the upleaded file contain multiple decumentz? (Check if the uploaded file containg more than 3 T

documentz and has not been bookmarked].

| Back | | Continue

MSPB Website | Privacy Act [

Done @ Internet + 100% -




* If the file contains more than 3
documents and bookmarks were
not inserted into the file, then
check the second box, and you
will be provided prompts to
identify on which page of your
file the various documents begin.

s \
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= Pleading Interview - Windows Internet Explorer E@@
£ | htkp:fi10.10.10.64/e-appeal/PleadingDocTitles. aspexFid=0

U S MSPB Protectien Boar November 30, 2011
e-Appeal Onllne

Start Interview Attach Files  Submit  Print Delete My Account Tech Support Sawve & Exit

Document Titles for Uploaded File

Enter the page ranges and titles of the documents that are included in the uploaded file.

Page# Document Mame / Title

| Back | | Continue

MSPB Website | Privacy Act [

Crare &0 Internst + 100% -




« Enter the page number, a
description of the document,
then click ADD.

* You will then be given a prompt
for the next document.

* Once you have entered all the
documents, click Continue.



 You will see a confirmation of
the ‘bookmarks’ to be added.

 Then a confirmation of the file
uploaded.

« Continue through the
Declaration of Facts and Penalty
of Perjury prompts.

s \
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/= Attachments - Windows Internet Explorer E@@
& | htkpe 10,10, 10.64/e-appeal/Pleadingattachment. asp:

U-S- MSPB e Pratection Boar November 30, 2011
e-Appeal Onlin

Start Interview Attach Files  Submit  Print Delete My Account Tech Support Save & Exit

Attachments

Help Links @
Thiz page lizsts the attached documents to your pleading and allows you to attach additional documentz. Note T
that the total size of all attachmentz submitted and yvour pleading must be less than 10ME. If the total size of

the files you want to attach exceeds this limit, your pleading cannot be processed. Wou may reduce the

number of files attached to the pleading or change the delivery format in order to remain below the file zize
limitation.

Acceptable File Formats for  + |
Attachments
| Mo Attachments |

Iz there any additional documentation you weould like to gubmit in guppert of the pleading?

Attachment Submission Options
+

When should | check the, Is this a

continueation of a multi-part pleading
{:} P box?

How to ldentify Attachments in an
Pleading?

| Continue

MSPB Website | Privacy Act [

&P Internet F100% -




* You will be asked if you have
additional attachments.

* You may upload as many
attachments as you would like, within
the total pleading file size of 10 MB.

« With attachments like main pleading,
If more than 3 documents In the
attachment and not bookmarked, use

the check box so you can add online. s
\
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f Attachments - Windows Internet Explorer E@@

£ | http:ff10.10.10.64/e-appeal/Pleadingattachment, aspe

U S MSPB luziE=s BT Movember 30, 2011
e-Appeal Onllne

Start Interview Attach Files  Submit  Print Delete My Account Tech Support Save B Exit

Attachments Help LinkS Fs)

Thiz page liztz the attached documents to your pleading and allows you to attach additional documents. Mote Contract All | ExpandA
that the total 2ize of all attachments submitted and yvour pleading must be les= than 10Mb. If the total 2ize of I -

the files vou want to attach exceeds thiz limit, vour pleading cannot be processed. You may reduce the Attachment Submission Options

number of filez attached to the pleading or change the delivery format in order to remain below the file zize
i Acceptable File Formats for

Attachments
3 Title Format Delete
1 | Attachment 1 Uploaded X When should | check the, Is this a
File Name : H:\Sample Agency File.pdf continuation of a multi-part pleading

box?

I= there any additional documentation you would like to =ubmit in support of the pleading?

How to ldentify Attachments in an

@ ves Pleading?
O No
| Back | | Continue
Conkinue

MSPB Website | Privacy Act

Pleadingattachment. aspx @ Inkternet £ 100%% -




/= Attachments - Windows Internet Explorer

£ | http: /10,10, 10,64/ e-appeal/PleadingattachFile, aspx

U.S. MISPB weritsystems prox
e-Appeal Online

Start Interview Attach Files Submit  Print Delete My Account
Newr Attachment

Thiz page allows you to attach additional documents that support vour pleading. Note that

the total zize of all attachments =ubmitted and vour pleading must be le== than 10Mb. If the

total zize of the files vou want to attach exceeds thiz limit, vour pleading cannot be

processed. You may reduce the number of files attached to the pleading or change the

delivery format in order to remain below the file gize limitation.

Document Title

Delivery Format | Uploaded (v

Select the file to be uploaded

Browse. .

Mowvember 30, 2011

Tech Support Sawve B Exit

Help Links @

Contract A
_ontract A

ExpandA

Attachment Submission Options

Acceptable File Formats for
Attachments

When should | check the, Does the

uploaded file contain multiple

documents box?

How to ldentify Attachments in an

Pleading?

|:| Does the uploaded file contain multiple documentz? (Check onby if you want to enter titlez for each of the

documents in the file).

| Back | | Continue

Crane

MSPB Website | Privacy Act [

@ Internet




* If you have an attachment, which
cannot be uploaded, you may
iInclude a reference in your
pleading by making an entry on
the attachment page, with paper
as the upload option, you will
then need to send copy to MSPB

and other parties.
P \

@VA /+




Windows Internet Explorer @

A

The attachment fle could not be uploaded to MSPB because the size of the completed POF file wil be aver 10 MB,
Please submit your attachment via alternate means or upload the atkachment il with a smalier size.

;
d’yoe

%
| ‘%\
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* The pleading will be validated
after attachment processing. If
errors you will be prompted to
correct.

e Otherwise, the Certificate of
Service prompts will begin.



* If there are parties to be served
by traditional means, you will be
asked to enter service method.

>
| 2 I




7~ Service Information - Windows Internet Explorer

LEX )

£ | http: (10, 10. 10.64/fe-appeal/PleadingServicelnfo. aspx

U -S- MSPB = : November 30, 2011
e-Appeal Online

Start Interview Attach Files Submit  Print Delete My Account Tech Support Save & Exit

Service Information

FPlease identify the delivery method used to send the assembled pleading to each

parson in the case party list who is not e-filing, and the additional paper documents
to each person in the case party list and to the Board.

MSPE OFFICE US Postal Mail v
‘Sharen 5. N - Select - bt

melissa L. [N -- Select -- v

Back Conlinue

MSPB Website | Privacy Act

& Internet H100% -




f'f Service Information - Windows Internet Explorer g@@
£ | http:)f10.10,10.64)e-appeal/PleadingCertify, aspsx hd

U S MSPB it ==L E=EL Movember 30, 2011
e-Appeal Onllne

Start Interview Attach Files Submit  Print Delete My Account Tech Support Save B Exit

Service Information

[+]1 agree to =end all additional paper documents to pleading parties and the Beard, and
alzo azzembled pleading to non-eFilers by the end of next business day as stated.

| Continue

MSPFB Website | Privacy Act [

Crore &0 Internet +, 100% -




* The final submission page will
display after completion of the
service prompts.

* There are 3 options:
* Print/Review draft

 Final Submission
« Save and Do Not Submit.



f'f Pleading Submission Options - Windows Internet Explorer,

£ | http:ji10.10.10.64fe-appeal/PleadingSubrissionOptions. asp:x
-~
U.S. MSPB protection Boar
Movember 30, 2011
e- Appeal Onllne
Interview Attach Files Submit  Print Delete My Account Tech Support Save & Exit
— Pleading Submission Options HE| P Links e
"our pleading has successfully validated. Pleaze select one of the fellowing three options. Contract All | ExpandA
How to view an e-Appeal =
| | generated Pleading?
Click Here to view tutorial.
Print Draft : Use thiz option to review vour answers in printed copy before final submiz=sion. llde s i wona
On-Line Submiggion : Once you are gure that vour pleading is ready for ubmigsion use thiz option to
immediatehy deliver vour pleading to MSPE. Once vou submit vour pleading, vou will not be able to update
or correct any data onling. Corrections will have to be gent to the MSPB office to which the pleading was
submitted. “ou will be able to print a copy for vour records and receive a checklist of attachmentz at the
end of this procezss.
Save : Use thiz optien if vou are not ready to =ubmit vour pleading at thiz time. "our e-appeal will be
=aved for 90 davs, during which time yvou can return, update and submit.
MSPB Website | Privacy Act [
&0 Internet T 100% -




* Print Draft Copy for Review will
open the pleading as a PDF file
for your review.

* You should NOT print this copy
for serving others, as it is still a
DRAFT.



« Save and Do Not Submit —
allows for you to place the
submission on hold. When you
next log on provide the docket
number for this case. You will
be asked If you want to resume
this pleading.




= Pleading Submitted - Confirmation - Windows Internet Explorer
£ | hkep:ff10.10.10.64fe-appeal/PleadingSubmissionConf . aspx

U.S. MSPB
e-Appeal Online

My Account Additional Pleading in this Case Pleading in Another Case

Submission Confirmation

application from the menu on the left
Filer's Legon Mame
Filer's Name
Submission Date
Confirmation Number
Pieading Number

MSPB Office

Movember 30, 2011

Tech Support Save & Exit




MSPB e-filing

 After receiving the confirmation

page, print a copy of the file or
save to your computer.

* If you need to serve other party
with paper copy, print the
document now. It will contain

MSPB page footer with page
numbers.



File DM Edit Wiew Document Comments Forms Tools Advanced  Window  Help

"] =D =0 =18 Pl
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JOHN H v. OFFICE OF PERSONNEL MANAGEMENT
Docket # CH-0831-1 11 N-1
Response to Appellant's Petition for Review dated 11/30/2011
Summary Page

Case Title : JOHN 1l v. OFFICE OF PERSONNEL MANAGEMENT
Docket Number : CH-0831-11jJJjj}I-1
Pleading Title : Response to Appellant's Petition for Review dated 11/30/2011
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* Note the options on the blue toolbar.

* You may submit another pleading
In this case, or

* You may submit a pleading in
another case.
» Using these options allows you to

proceed without entering user_id
and password again.



« Submission of pleadings and MSPB
distribution of documents generate
an email notice to the user with a link
to the e-appeal Repository.

« Using the link, passes the docket
number without asking you to type lIt.
However, you may always go directly
to the Repository option on
e-appeal.mspb.gov and log In.




« Generally, documents will post to the
Repository within an hour. However
If MSPB Is experiencing peak
demand the time can be longer.

 |n addition, there are documents
which require manual processing and
these may not appear until the next
business day.




* When accessing the Repository,
you will be asked one of your
security questions.

 Be careful to select the correct
role when logging on.

* You will have to attest to your
identity.
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* |In the Repository — any document
which is available in electronic format
can be viewed and/or printed.

* |f there is no download/view option
shown, there is no electronic copy of
the document. It was received In
hardcopy and has not been scanned.
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* When In the Repository, you
may go directly to pleading
submission on this case by using
the File A Pleading option on the
blue toolbar.

* You may also access pleadings
In another case from the blue
toolbar.
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Known Issues

Some pleadings may not post as
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nave a confirmation do NOT
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Do not include electronic signatures.

PDFs from Konica Minolta scanners
— pages assemble as blank pages.

Do not include oversized pages.
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