POSTAL
REGULATORY
COMMISSION

EDOCKETS USER GUIDE

User Guide for the Postal
Regulatory Commission’s
Electronic Docketing
System




CONTENTS

I INTRODUGTION ...ttt ettt e ettt e e e e e sttt e e e s e s nba e e e eeeese s aasbeeeeeeessassbbeeaeeeeesaanssbaeaeeeessaannsnnaaeeseannn 5
. SYSTEM NAVIGATION. ...ttt ettt ettt ettt e e e e s ettt e e e e e sa s e abe et eeeeesaaasbeeteeeeeesaassnbeeeeeeeesaanssaeeeeeesesannnsnes 5
A. NNV T =t o] T Y/ =Y o LU IR PPPPPPPPPPPPPIRE 5

2 T B F- 11 1 X1 [ oY~ 4 TR 6
G ACHIVE CASES...iiiiiiiiiiii ettt e a e s a e s a e s s e e s s aba s 8
1. DOCKET SEARCH ..ottt ettt ettt ettt e sbe e she e st st e s bt e bt e bt e s bt e sbe e s ae e eae e e bt e bt e sbeesaeesanesanesabeeabeenneennes 9
A, AdVanced DOCKET SEAICH .....oouiiiieiieiie ettt st st sttt et b e bt sae e st e et et e e sbeesaeesane e 12
1.  Complex Searches: Special Character LISt ........ccciciieeiiiiiii et srre e e e sarre e e snra e e e sanes 16

B.  Rate Commission ArChive SEArCR........oocuiiiiiiierie ittt st b e b e s e s eae et es 19

T ¥ o] [ ol Y=Y o T YT a Y =Y 1YY USSR 21
D.  DOCKEE DELAIIS ettt sttt st b et b e s bt s ae e et e et e s bt e she e sat e eane e b e e bt e b e e nbeesneeeareentean 22

E. T g D<) =1 3R 23
IV, ACCOUNT SETUP .. e s e e e s e e e e e s e s e e e s e e e e e s e s e s e s e e e e e e e e esasasasasasasaaaaasasesesasasanananannens 24
A Creating YOUE ACCOUNT ....ciiiiiieeitttete ettt e e e e e sttt e e e e e s s s bttt e e e e e e s e aanbtteeeeeesanaassbaaeeeeessannsseeeeeaeessannnsnne 24

B o= o PO ST O P PP UPPRPPPPTN 26

C [0} o 1 U L E PP PPPPPPPPTPPPPRE 28

D UpPdating YoUr USEr Profile ....uei ittt sttt e e st e e s bae e e s baeeessnnneeeean 29

E Ty a1 Yo o T gl - T VYo T o [ TSR 31

V. E-FILING GUIDELINES ... mnas 33
A Creating @ NEW FIlING ...ttt sttt e e s e e st e e s s ba e e e saasaeeesassaeeesanssaeesanstaeesansneneenn 33

1. DOCKET NUMDBEI ...ttt et e e bt e e s bt e s bt e e sabeesabeeesbeesabeeesabeesabeesneeesareeanns 33

2. 1 [T g Y= - [ oY PSPPI 34

T YU o oY .Z=To I - 1Y SRS 35

R 1 {1 TP PRTPPRUPRUPPRPRO 36

5. (0o T0 0] 0 4 1=T ) &3P P TP PPRN 37

LT Y - Lol o1 4 1= 0 | £ PP P PRSPPSO RPOPTO 37

7.  Designating Documents Public 0r NON-pUBIIC.......ccooiiiiiiiiie e e e 39

8.  Creating PDF dOCUMENTS .....uuiiiiiiiieeciieee ettt e ecre e e e et e e e e ta e e e e abae e e e abeeeaesbaeesesbaeesenssaeesesnseeeeenssrneesnnsenns 39

9. SAVING @ Draft FIlING cueveeee it e e e e e et a e e e ettt e e e e abe e e e enabaee e e nbteeeenrteeeeanreeas 41

10, SUBMIEEING @ FIlINE c.uriiii e e e et e e et e e e e setta e e e saataeeesaataeeesntaeeesastaeeesantanaesnes 41

I B 1Y Y 4 T o =2 T T V1 o~ USROS 43

B.  Creating a NEW DOCKET.......coii i s s e e st e e s s bt e e s s abee e s eabeeesenaraeesenaraeas 43

C FAY= L] o) P PPPPPPPPPPRNY 44



VI.

1. DESIGNATING AN AENT . aaaan 44
2. REMOVING @N AGENT .. s snasaan 45
3. VICWING YOUI ABENTS ..etiitiiiiiiiiiiiiiiittttettrerererereeererereeerere ettt 45
VIEWING YOUL FIlINES .etieiiiiiiie ettt ettt et e e et e e e e eate e e e ee b e e e e saabaeeesantaeeeeastaeeesansaeeeenssaeeeeansaeeennnes 46

R VA TV VN BT o § o 1170V ={ 3R 46
DY A TNV U] o oV o =Te I 1170 Y= SRR 46
3. VieW PUDBIISHEA FIlINGS .ueiiiiiiiiieiiiie ettt e s et e e st e e e e bt e e e esabte e e s snaeeeensseeeessnneeas 47
DOCUMENT ALERTS ...ceeettertte sttt ettt ettt et sttt ettt e bt e she e s heesat e s ate e be e bt e sbeeeatesabeeabeeabeenbeesbeesbeesaeesasesaseans 47
O Yo [o 11 oY -3 [ 12 1T USROS 47
D A\ 1= T V=10 LT TSPV TOURPRTRTOPRIN 47
R A [T o o 4} {1 o - [ PO OT PR UPPUUPTRRP 48
I YTV Y= o TUT o AN [T o &SRS 52
5. (e T o= A =Y o USRS 53
6. REMOVING @N AIBIE...eeiiiiitiee ettt e e e s st e e s sbee e e ssabeeeessabeeeesasbeeeesansaeeesanseneesansaeeesnnss 53



Document Information

This document pertains to the Postal Regulatory Commission’s eDockets website. This document
is accessible via both the eDockets website, https://prc.arkcase.com/portal/home, and the
Commission’s primary website, www.prc.gov.

For any questions regarding this Guide or the eDockets website, please contact
dockets@prc.gov.

Document History

. Version
Date Change Staff Responsible Number
June 9, 2023 Initial posting Docket Section staff 1.0
July 10, 2023 Added table of special Docket Section staff 1.1
characters for complex searches
August 21, 2023 Added Document Information Docket Section staff 1.2
page
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|.  INTRODUCTION

This eDockets User Guide provides an overview of the system and instructions on how to use the
Postal Regulatory Commission’s electronic filing and docketing system. The Guide includes
instructions for navigating the system, setting up and managing accounts, creating and
submitting electronic filings, and searching past Commission decisions and documents filed by
parties.

The eDockets system is a secure online portal where users can electronically upload their
documents and file them directly with the Commission. The eDockets system has been adopted
by the Commission to streamline the filing process, increase efficiency, and reduce reliance on
paper documents. Any user may search eDockets, which serves as the primary repository for the
majority of Commission decisions and documents filed with the agency.

The Commission’s electronic docketing system permits registered account holders to file
documents with the Commission between the hours of 8:00 a.m. ET and 4:30 p.m. ET. If the user
does not find a satisfactory answer to their question or problem by reviewing this Guide, the user
may contact dockets@prc.gov.

Il.  SYSTEM NAVIGATION

The eDockets system is both an electronic filing and docketing system. Users can search
Commission decisions and documents filed with the Commission, stay updated on new filings
submitted to the Commission, and establish accounts to create and submit filings with the
Commission.

A. Navigation Menu
The navigation menu is located on the left side of your screen. See the figure below for a brief

description of each item on the navigation menu.

Filing Online

(@) Home Landing Page for eDockets system

Establish user accounts, upload and submit filings

View daily filings published with the Commission

View Active Cases

Conduct a simple search of fillings published with the Commission

Conduct an advanced search of filings by title, date, type of
document and more

Review list of public representatives and contact information

Conduct search of archived documents published under the Postal
Rate Commission
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Certain modules are available without logging into eFiling. These default modules are displayed in
the lefthand navigation menu. Upon logging into eFiling, the lefthand navigation menu will
update to show additional modules.

B. Daily Listings

The Daily Listings page shows all published Filings for a specific date. To view Daily Listings, select
the “Daily Listings” module from the lefthand navigation menu.

Filing Online

@ Home

& Access E-Filing

Daily Listings

Active Cases

Docket Search

Public
Representatives

By default, the system will display the Daily Listings for the current date. Users may select the
date field to change the date.

Daily Listings for

10,12/

i
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You may expand Filings to download associated Public Materials attachments.

Daily Listings |

Daily Listings for.

10/12/2022 (] QApply Filter

Number of Documents: 7 -  Incomplete

Docket #

Order_6204

10~ perpage

ve Comments on Postal Servics

Show 1-70f7

Document Typel(s)

Orders/Responses 16 Orders

wnload File

Orders/Responses to Orders

Chairman’s Information Reguest (CHIR)

Library References

Request

Request

Comments

Filing Party

Postal Regulatory Commission(PRC)

Postal Regulatory Commission(PRC)

United States Postal Service(UsPs)
United States Postal Service(UsPS)
United States Postal Service(USPS)
United States Postal Service(UsPs)

Postal Regulatory Commission(PRC)

Page 1 of 4 E

You may also select the Docket # or Filing Title to navigate to the associated Details page.

Daily Listings |

Daily Listings for:

10/12/2022 [l QApply Filter

ents: 7

Number of Dol - Incomplete

Docket #

Crder_6204

10 v perpage

Order No. 5204 - O

77KE &
Order No. 1
Response of ion Request No

Comments on Postal Serv

age Service and Par

show1-7of7

Document Typels)
Orders/Responses to Orders

lead File

Crders/Responses to Orders

Chairman’s Information Request (CHIR)

Library Referenices

Request

Request

Comments.

Filing Party

Postal Regulatery Commission(PRC)

Postal Regulatory Commission(PRC)

United States Postal Service(UsPs)

United States Postal Service{USPS)

United States Postal Service(USPS)

United States Postal Service(USPS)

Postal Regulatory Commission(PRC)

re 1w [€]




C. Active Cases

The Active Cases page displays all currently open Dockets. To view Active Cases, select the
“Active Cases” module from the lefthand navigation menu.

Filing Online

@ Home

Daily Listings

Active Cases

Docket Search

You may click the Docket # to navigate to the relevant Docket Details page.

Active Cases

Results
Docket # / & #ofPublished Filings - Title




The table uses pagination. You may change the number of displayed items per page as well as

navigate between pages.

Active Cases

Results

Docket # ¢ #of Published Filings v Title

2023-1 1 Competitive Product Prices Priority Mail Express, Priority Mail, First-

Class Package Service & Parcel Select Contract 55 (MC2022-145!

Negotiated Service Agreement

MC2023-2 0 Competitiy

e Service & P

ss Package Serv

| Select Priority Mail

ce & Parcel Select C

/e Product Prices Pricrity Mail Express. Priority Mail, First-

Priority

ntract 62

CP2023-2 0 Competitive Product Prices Priority Mail Express. Priority Mail. First-

Class Package Service & Parcel Select Contract 85 (MC2023-13)

Negotiated Service Agreement

[¢ Pack;
Ma

e Service & Par

st-Class Package S

0 Pericdic Reporting of Service Performance

CP2023-3 1 Competitive Preduct Prices Priorit
| Select C2

ted Service Agreement

Package 5 e & Par

10 v  perpage Show 1-60f 6

Ill.  DOCKET SEARCH

To view the Docket Search, select “Docket Search” from the lefthand navigation menu.

Filing Online

@ Home

& Access E-Filing

Daily Listings

Dockel Search

Public
Representatives

233 0 Competitive Product Prices Priority Mail Express. Priority Mail. First-

| Select Priority Mail Express. Priority

Priority Mail. First-

t 66 (MC2023-14)



The Docket Search uses a wildcard search against all published Filings in the system.
Specifically, the system searches against the following datapoints:

e Associated Docket Title
e Associated Docket Number

e Filing Title
e Document Type
e Filing Party

e Witness Name

e POIR Number

e NOI Number

e CHIR Number

e CIR Number

e Order Number

e Ruling Number

e Full Text of any Word/PDF attachments that are marked as Public Materials

Enter a general search term and select the “Search” button or push the “Enter” key to execute
the search.

Docket Search / ‘ Export

() search Dockets

Upon executing the search, the system will display a list of matching Filings.

Results
Filing Date ¢ Docket# ¢ itle ¢ Document Typels) Filing Party
> 10/25/2022 Request United States Postal
Service{USPS)
| 2 10/14/2022

Request for Recommended United States Postal




Filter Opti
You may select from the facets on the right-hand side of B S

the screen to further drill down results.

ACH2022

C2023-1
CPz0zE-1

CP2023-3

See Mare

Document Type
Reguest

Library References

Petition

PO, Information Request/Response (POIR)
Transcripls/CarechioneQuestions al Healing

Chairman's Information Request ICHIR)

Patition to Initiate :'I\’JCE'_Lcl:I’:C_!

i Request/Response/Reply
rabon, intent-to Conduct

anzes o Orders

CCoDooDo@oan

See More
You may expand the results to download any associated Public Materials.
K Filing Date ¢ Docket# ¢ Title ¢ Document Typels) Filing Party s
v 10/25/2022 CP2023-5 USPS Request to Add Priority Request United States Postal
ess, Priority Mail, First- Service(USPS)

\

hor

Download Fil
Request BME-EM-FCPS-PS Contract 73 goerkE  , DownisadilE

You may export the results by selecting the “Export” button.

Docket Search

Q USPS-FY21-NP37 - Nonpublic Material Pravided in Response to Cammission Information Request No. 2

/ & Expert

11



A. Advanced Docket Search

The Advanced Docket Search offers an input-based search against all published Filings in the system.
Specifically, the system searches against the following search types:
e Documents

e Orders
: Advanced Docket Search
e Rulings
e POIRs Type
e CIRs Documents ~
e CHIRs
QOrders
e NOls Rulings
. POIRs
e Transcripts CRs
. CHIRs
e Library References NOls
Transcripts
The system defaults to the “Documents” option. Library References

To view the Advanced Docket Search, select “Advanced Docket Search” from the lefthand
navigation menu.

Filing Online

(@ Home

€ View My Filings

Protected
Materials

&

Document
Alerts

Agents

Daily Listings

Active Cases

Docket Search

Advanced
Docket Search

Public
Representatives

12



Select a search type then either select “Search” or add additional terms to in the “Filter Options”

section below the Type dropdown box.

Advanced Docket Search

Type.

cuments

Filter Options

Full Text Search

Filing ID
Enter Filing 1D

Clear Filters

The Filter Option fields change with the search Type chosen at the top of the Advanced Docket
Search section. For example, if you select an “Order” search, the system will provide an “Order

Number” field.

13



Advanced Docket Search |

Type

Ordars L

Filter Options

Full Text Search

A
Title Contains
Enter Title Criteria
~
From To
Start Date B End Date B
Choose Docket Mumber
Enter Docket Number
Document Type
Select anitem ~

Order Number

Choose Order Number

Filing Party

Enter Fling Party

Witness Name

Enter Witness Name

Filing ID

Enter Filing 1D

Or if you select a “Transcripts” search, the system will provide a “Transcripts” field.

Advanced Dockel Search

Type
Transcrpts v
Filter Options

Full Test Search

Enter Text Criteria

“
Title Contains
Enter Title Criteria
“
To
=] (=]
Chogse Docket Number
Enter Dockst Number
Document Type
Select an tem v
Transcripts.

Fheose Transcripts

Filing Party

Enter Fiing Party %

Witness Name

Enter Mame

Filing ID
Enter Filing 1D

14



Start your search by selecting the Type at top, A A el
then add terms to the Filter Options to
provide more specific search results. Bocurme v

Filter Options

Then select the “Search” button.

You may sort any results column with the up/down carets at the end of the column’s name.

Results
Filing Date ¢ Docket# ¢ Title ¢ Document Typel(s) Filing Party $
3 03/29/2021 ACR2020 Library References
» 03/29/2021 ACR2020 Library References
3 03/29/2021 ACR2020 Library References
13 12/29/2020 ACRz020 Library References United States Postal

Service(USPS)

You may also add or remove filters after you have received your search results, to further drill
down your research. Select the “Search” button again to activate the newest filter.



1. Complex Searches: Special Character List

In order to do more complex searches, you may add special characters to your queries, to
better fine-tune your search results. These characters, already widely used in Google searches,

may be found in the table below:

Special Character

&&
2 ampersands

Complex Search Function

Requires both terms on either side of
characters be present in all search results

e BOTH/AND function

Example
Using the words filing && docket would
require terms filing AND docket to appear in
all results

2 vertical bars
(no space between)

Requires either term be present in all
search results

e EITHER/OR function

filing | | docket would require one or both
terms to appear in all results

1
exclamation point

Prohibits a term
e EXCLUDE function

/filing would NOT return anything with the
term filing

docket && !filing would return results that
contain docket but do NOT contain filing

Prohibits a term

-filing would NOT return anything with the

minus sign e NOT function term filing
+ Requires a term +filing would require that the term filing
plus sign e MUST HAVE function appear in all results
+filing hello would require filing, but would
not require hello
() Allows grouping operations (filing by Postal Regulatory Commission)

parenthesis

e  MUST return results in
entire, specified word order

e can be used to search for
multiple phrases that may
not appear in close proximity
in documents

would require all results to have that phrase
Qppear

?
question mark

Single character wildcard

th?s would return all results including this
and thus

*

asterisk

Multi character wildcard

tes* yields test, testing, tester, tested, etc.

double quotes

Exact matches

“negotiated service agreement” returns all

results with that exact phrase

16




If you select an individual Filing, that Filing’s record page will open in a new browser window.
Your search results will remain intact in your original browser window for your continued
research.

Filing Details
Filing Party Sk
ACR2019
Title Filing Date
PRC-LR-ACR2019-4 - FY 2019 USPS Marketing Mail 03/25/2020
Document Types

[ © “Library References' ] [ © ‘Library References’ ]

Attachments

Filename File Size
whl 622 Do =cl Eila
PRC-LR-ACR2019-4 20220 aki DeNEORH R

You may expand the results to download one or all associated Public Material documents in each
Filing’s record.

Results
Filing Date ¢ Docket# ¢ Title ¢ Document Typels) Filing Party s
3 03/25/2020 ACR2019 Library References,Library
References
3 03/25/2020 ACR201g Library References,Library
References
I 03/25/2020 ACR2019 Library References Library
References
v 12/27/2019 ACRz019 Library References United States Postal
Service(USPS)
USPS-FY1g-19 Preface 2157KB g,  Download File
USPS-FYig-1gFiles 17769KB 4, Download File

[«

At the bottom of the results page, you may adjust how many search results you see per page,
as well as turn the page.

[

0 v perpage Show 1 - 20 of 46 Page : of 3 [ZI

17



You may export the search results to a .csv file by selecting the “Export” button.

Advanced Docket Search ﬁ &, Export

Type Results
Documents v
Filing Date ¢ Docket # ¢ Title ¢ Document Type(s) Filing Party
Filter Options » 04/19/2023 Sarah Test File1 PO. Information

Request/Response (POIR)
Full Text Search

b 03/29/2021 ACF
advo

FY 202 Library References

18



B. Rate Commission Archive Search

To search for Dockets and Filings published before 2004 with the Postal Rate Commission,
select the “Rate Commission Archives” from the lefthand navigation menu.

The Rate Commission Archive search uses a wildcard search against all Published Filings from
before 2004. Specifically, the system searches against the following datapoints:

e Docket No.
e Name

e Intervenor
e Title

e Plaintiff

e Defendant
e Determination
o City or State

e Order No.
e Name of File
e Category

e Responder
e Full Text of Any Attachments

Enter a general search term and select the “Search” button or push the “Enter” key to execute
the search.

Rate Commission Archives / \

Upon executing the search, the system will display a list of matching Filings.

Results
Filing Date ~ Docket # ¢ Title ¢  Name
3 03/11/1971 R71-1 SUPPLEMENTAL ORDER Order No. 2
GRANTING INTERVENTIONS
3 03/23/1971 R71-1 2ND SUPPLEMENTAL ORDER Order No. 3

GRANTING INTERVENTION



You may select from the facets on the righthand side of the screen to further drill down results.

Filter Options

Name

Intervention Popkin

Opinion & Recommended Decision
Intervention MPA

Board of Governors Decision
Intervention DMA

Reply brief of USPS

Transcript Vol 1

Initial brief of OCA

Intervention ABP

Intervention UPS

See More

You may expand the results to download any associated Public Materials.

Results
Filing Date ~ Docket # 2 Title & Name
| 2 03/11/1971 R71-1 SUPPLEMENTAL ORDER Order No. 2
GRANTING INTERVENTIONS
3 03/23/1971 R71-1 2ND SUPPLEMENTAL CRDER Order No. 3

GRANTING INTERVENTION

20



C. Public Representatives

To view Public Representatives, select the “Public
Representatives” module from the lefthand navigation

menu. (@) Home

Filing Online

E] Access E-Filing

Daily Listings

Active Cases

Docket Search

Public
Representatives

The page will display a list of all Public Representatives that are currently assigned to active
Dockets, along with contact information. You may select the Docket to navigate to the relevant
Docket details.

Public Representatives

An Officer of the Commission is designated to represent the interests of the general public in public proceedings that come before the Commission The following individuals are designated Public Representatives in the Active Cases pending
before the Commission.

PRC Admin

901 New York Ave. Ste 200 - Periodic Reporting of Service Performance

Washington, DC 20001 et Prices Priority Mail Express, Priority Mail. First-Class Package Service & Parcel Select Pririty Mail Express, Priority
ice & Parcel Select Contract 66

202-789-6800,
ompetitive Product Prices Priority Mail Express. Priority Mail. First-Class Package Service & Parcel Select Contract 65 (MC2023-13)

EIEAILPER St e Negotiated Service Agreement

21



D. Docket Details

Selecting a Docket will bring you to the corresponding Docket Details page. The page will
display the Docket’s Title, number of published filings, Public Representative (if present), and
Procedural Schedule (if present).

Docket Details | RM2023-1

Title [ #Published Filings

Periodic Reporting of Service Performance 3
Public Representative / Procedural Schedule /
PRE Admin 10-01-2022 - Original Filing

901 New Yo

W

202-789-6800

Additionally, the page will display a list of all published Filings associated with the Docket. You
may expand a Filing to download any associated Public Materials attachments.

Filings

Filing Date ¢ Title ¢ Document Typels) ¢ Filing Party ¢
Filter Date B Filter Title Filter Document Type Filter Filing Party
v 10/13/2022 4 e ice Notices Postal Regulatory

Commission(PRC)

a - : -
20 KB Downiload File
Orcler Mo 6244 820 3 i ;

b 10/13/2022 g Postal Service Application fo Orders/Responses to Orders Postal Regulatory
Commission(PRC)
» 10/13/2022 JInited States Postal Service Application for a Waiver Under 39 CFR Request United States Postal
53030286 ServicelUSPS)
elected t

22



E. Filing Details

Selecting a Filing will bring you to the corresponding Filing Details page. The page will display
the Filing’s Filing Parties, associated Dockets, Title, and Filing Date. Additionally, the page will
display the Filing’s Document Types as well as any Public Materials attachments. You may
download the documents from this page.

Filing Details

Filing Party
Postal Regulatory Commission(PRC)

Title Filing Date
Order No. 6244 - Notice and Order Concerning Postal Service Application for Waiver Under 39 CFR 3030.286 10-13-2022

Filename File Size

[

P
Order No 6244



IV.  ACCOUNT SETUP

A. Creating Your Account

To create your account, select “Access E-Filing” from the lefthand

Filing Online
navigation menu.

@ Home

Access E-Filing

Active Cases

&
[} Daily Listings
B
Q

Docket Search

Public
Representatives

From here, select “Create Account.”

=

EArkCase

Log In

Enter your credentials and suthenbcation tokento sign in
Email
Q0 Enter E
! oo Wik i
Password
@® enterp @

Creale account

€ 2022 ArkCase. All Rights Reserved

24



You will be prompted to enter account information. Upon entering all required data, select
“Create Account” to create the account. Required fields have a red mark in their top right
corner.

C Ark
Create Account
First Name
N
Enter First Name
Last Name
N
Enter Last Name
Phone Number
N
+
Email
N
0 = E
ONE E
Pas r
“
®
Confirm Password
o N Al
® o o}

I'm not a robot

You do not need to wait for the confirmation email — you will be able to log in immediately.

25



B. Login

To log in to access eFiling, select “Access E-Filing” from the Filing Online
lefthand navigation menu.

@ Home

Access E-Filing

Active Cases

Docket Search

)
[ Daily Listings
B
Q

Public
Representatives

Enter user credentials and select “Log In.”

€ ArkCase

Log In

e account

€ 2022 ArkCase All Regnts Reserved



Upon logging in, an alert will display. Select “Confirm” to continue.

For Authorized Government Use Only

Create
Filing

Filing ©nline

@ Home

A view My Filings

Protected
Materials

£
Once logged in, new options will appear in the lefthand navigation menu.

Document Alerts

Daily Listings

Active Cases

Docket Search

Public
Representatives

Edit Profile

Logout

27



C. Logout

To log out of eFiling, simply select “Logout” from the lefthand navigation menu.

Create
Filing

Filing Online

@ Home

€A View My Filings

Protected
Materials

=

Document Alerts

Daily Listings

Altive Cases

Do ket Search

Pubiic
Rep =sentatives

Editif = afile

Logout

Please note that the system will automatically log out after 15 minutes of non-activity.

28



D. Updating Your User Profile

To update your user profile, select “Edit Profile” from the lefthand -

navigation menu.

From here, select “Edit” to update your user profile.

User Profile My Account

Created By Date Created

Matt Reese 10/04/2022

First Name Last Name Email
Matt Reese

Create
Filing

Filing Online

() Home

£A View My Filings

Protected
Materials

&

Document Alerts

Dociet Search

Pulilio
Repl sentatives

Edit Profile

Logout

—eeee P Edt

Phone Number
+2022222222

29



Note that only certain fields are actually editable. You may not change the email address
associated with your account.

Edit Profile b
First Mame Last Name

Matt Reese

IUzernams

mreese@mailinator.com

First Mame

Matt

Last Name

Reese

Phone Mumber

+12022222223

Email

,2, mreese@mailinator.com

Sy

reCAPTCHA

Privacy - Terms

I'm not a robot

30



E. Resetting Your Password
Filing Online
To reset your password, you must be sure to be logged out

of eFiling. From there, select “Access E-Filing.” @ R

|‘_3| Access E-Filing

Daily Listings

Active Cases

Docket Search

Public
Representatives

Next, select “Forgot Password.”

Log In

Enter your credentials and authentication token to sign in

Email
2, Enter Email

Password

or

Create account

€ 2022 ArkCase. All Rights Reserved.



Enter an email address and select “Send Password Reset Link”.

©ArkCase

Forgot Password

Enter your emall address and we'll send a reset password link
Email

S Enter Email

or
Back To Log In

€ 2022 ArkCase All Rights Reserved.

You will receive an email (featuring text similar to that shown below) with instructions on how to
reset your password.

PRC eFiling Password Reset

4
@ preprod-prc@arkcase.com ) Reply S 1
o

@ Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

We have received a request to reset the password for the eFiling account
associated with . You can reset your password by clicking the
link below. The link will expire in 2 hours.

If you require a new link, please click here.

If you did not request a password reset, please let us know by contacting the
Commission's Docketing staff at dockets@prc.gov or (292) 789-6847.

Click here to reset password.

If the above link does not work, please copy and paste the below link into your
browser.
https://pre-prod.prc.arkcase.com/api/cognito/reset-password-redirect?
accessKey=ac052c33-bcfe-4bda-8aBc-c14d413fad 1d&email= G
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V.

E-FILING GUIDELINES

After becoming an account holder, you can access the Filing Online Login page by clicking the
Filing Online link located at https://prc.arkcase.com/portal/home. You may then file documents
or comments in any docket.

All submissions must follow the Commission’s Rules of Practice set forth in 39 CFR Part 3010. Any
filing that does not comply with an applicable Commission rule or order may be rejected. 39 CFR
§ 3010.123. Any filing that is rejected is deemed not to have been filed with the Commission.
Please review the Rules of Practice and this guide prior to filing online.

The majority of documents filed electronically must be submitted as a PDF (portable document
format). Account holders must log in and fill out information related to the filing, upload
documents, and submit between the hours of 8:00 a.m. EST and 4:30 p.m. EST. Documents of
submissions that contain multiple documents must be filed completely by 4:30 p.m. or they will
be posted the next business day.

A. Creating a New Filing

All account holders are eligible to create and file new documents with the Commission. To create
a Filing, you must be logged into eFiling. Select “Create Filing” from the lefthand navigation
menu.

Create Create
Filing Docket

Filing Onlire:

@ Home

The first page prompts you to enter basic Filing metadata.

1. Docket Number

Select the “Docket Number” dropdown to select a Docket. The Docket Number selection ties your
documents uploaded to a specific issue, matter, or case that will be considered by the
Commission. If you are unsure if your Filing should be associated with a Docket, leave this field
blank. If your Filing should be associated with multiple Dockets, select a single Docket, and add
the additional Docket in the Comments section. If you need to create a new Docket, please go to
the “Create a New Docket” section in this guide for instructions.
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https://prc.arkcase.com/portal/home

Create Filing

Overview Comments Attachments Summary

Filing Information

Docket Number

If you are submitting the same filing in multiple Dockets simultaneously, please indicate the first Docket # here Please indicate all others Dockets in the Comments section Do not file separately in
each docket

Filing Party Autherized by

If your filing party is not available in the selection. please provide it in the comments section

Title Correct Capitalization
N
Enter Title
“
]j Delete this Filing Cancel Save Draf ¢ Previous

2. Filing Party
Select the “Filing Party” dropdown to select a Filing Party. The Filing Party identifies the individual
or entity that is responsible for the materials to be filed with the Commission. If you are unsure if
your Filing should have a Filing Party, or you cannot find the Filing Party you need, leave this field
blank and enter a note in the Comments section.

Create Filing
Overview Comments Attachments Summary
Filing Information

Docket Number

If you are submitting the same filing in multiple Dockets simultanecusly, please indicate the first Docke}f here Please indicate all others Dockets in the Comments section Do not file separately in

each docket

Filing Party Authorized by

If your filing party is not available in the selection. please provide it inthe comments section

Title Correct Capita

Enter Title

]j Delete this Filing Cancel Save Draft ¢ Previous
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3. Authorized By

Select “Authorized By” to select an Authorizing User. If a user has designated you as their
Authorized Agent and you are filing on their behalf, their email will appear here. If you are filing
on behalf of yourself or an entity you represent, or are unsure if you should set an Authorized By
user, leave this field blank.

Create Filing
Overview Comments Attachments Summary

Filing Information

Docket Number

If you are submitting the same filing in multiple Dockets simultanecusly. please indicate the first Docket # here Please indicate all others Dockets in the Comments section. Do not file separgfely in
each docket

Filing Party Authorized by

If your filing party is not available in the selection. please provide it in the comments section.
Title
Enter Title

%

t[ Delete this Filing Cancel Save Draft ¢ Previous
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4. Title

Enter a Title for your filing. The title should be the name of your document that reflects the purpose of
your filing with the Commission, consistent with the Commission’s Rules of Practice; examples may start
with words like notice, motion, comments, etc. You may select the “Correct Capitalization” button to
correct the title’s capitalization. A Title is the bare minimum required to save a Draft Filing.

Create Filing
Overview Comments Attachments Summary
Filing Information
Docket Number

If you are submitting the same filing in multiple Dockets simultaneously, please indicate the first Docket # here. Please indicate all others Dockets in the Comments section. Do net file separately in

each docket

Filing Party Autherized by

If your filing party is not available in the selection. please provide it in the comments section \
Title K ke

Enter Title

t[ Delete this Filing Cancel B Save Draft { Previous

After entering the Title, select the “Next” button.

Create Filing
Overview Comments Attachments Summary

Filing Information

Docket Number

If you are submitting the same filing in multiple Dockets simultanecusly, please indicate the first Docket # here Please indicate all others Dockets in the Comments section Do not file separately in
each docket

Filing Party Authorized by

If your filing party is not available in the selection. please provide it in the comments section.
Title

Enter Title

]j Delete this Filing Cancel Save Draft ¢ Previous
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5. Comments

Users may enter additional comments in the Comments section, if applicable. This may include
Docket Associations, Filing Parties, or any other questions. Docket staff will review the

information in this section when working the Filing. This field can be left blank.

Select the “Next” button.

Create Filing
Overview Comments Attachments
Comments
B I UGS 3 < H H2 EE x xX* EE
S @ B

Insert text here

T Delete this Filing

6. Attachments

Select “Choose Files” to upload attachments to the Filing.

Create Filing

Overview Comments Attachments

Upload Attachments

Your filling must contain at least PDF document.

ﬁ Delete this Filing

The system generally accepts the following filetypes:

e .pdf
e .doc
e .docx
o Xls

o .xlsx
o .rtf

e .CSV

e .sas

drop or choose files to upload

Summary

( Riguiows -

Summary

€ Pipidks -
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Once you have selected your files, select “Upload” to upload the documents to the Filing.

NOTE: Uploading documents only uploads them to your filing and does not submit them to the

Commission. Please see instructions on submitting a filing in this guide for official submission
instructions.
Create Filing
Overview Comments Attachments Summary
Upload Attachments
Your filling must contain at least PDF document.
Filename Size
Order No, 6244.pdf 82kB o
Order No. 6261pdf 143 kB ]
RM2022-12 USPS Waiver finalpdf 184 kB o
1, Select More Files Clear
]j Delete this Filing Cancel B Save Draft { Previous Next >

You may select “Select More Files” to add more before uploading or select “Clear
the files before uploading.

” to remove

Create Filing

Overview Comments Attachments Summary
Upload Attachments
Your filling must contain at least PDF document.

Filename Size

Order No. 6244.pdf 82kB ]

Order No. 5261.pdf 143 kB i}

ke RM2022-12 USPS Waiver finalpdf 184 kB o

E.

2, Select More Files é / Clear

]j Delete this Filing Cancel Save Draft

< Previous Next >
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7. Designating Documents Public or Non-public

Once the documents have been uploaded, you may designate them as Public Materials or Protected
Materials. Public Materials will be made available to the public when the Filing is published. Protected
Materials are not made public — they are stored securely, but members of the public may request

access to these documents by filing a request with the Commission.

Create Filing
Overview Comments Attachments Summary

Upload Attachments
Your filling must contain at least PDF document.

@] Filename Size Permissions

(] Order No. 6244.pdf 82 kB Public Materials v !

O OCrder No. 6261.pdf 143 kB Public Materials v

o Y l
O RMz022-12 USPS Waiver final pdf 184 kB Protected Materials v

[ Delete this Filing

8. Creating PDF documents

X, Upload More Files

Cancel Save Draft ¢ Previous

The majority of documents filed electronically must be submitted as a PDF (portable
document format) or in native Excel format as prescribed by the Commission’s Rules of
Practice. If filers are not able to convert their documents to a PDF before filing, the system

permits users to convert files to PDF after uploading.

The “Make PDF” button converts Word and other file types into a PDF file for submission. Only
Word or Excel documents may be converted to a PDF. Each document must be converted

separately.

Create Filing

Qverview Comments Attachments Summary

Upload Attachments
Your filling must contain at least PDF document.

a Filename Size Permissions

s
a { CP2022-52 FCPISPMEIPMI22_03_ogRdcxlsx 267 kB Public Materials ~v
oy
24kB Public Materials v

Order No. 6244.docx

D vereror

T Delete this Filing

I, Upload More Files

Cancel Save Draft ¢ Previous
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Additionally, you may combine multiple PDFs by selecting them and choosing the “Assemble”
button.

Create Filing

Overview Comments Attachments Summary
Upload Attachments
Your filling must contain at least PDF document.
O Filename Size Permissions
I / Order No. 6244.pdf 82kB Public Materials v
/ Order No. 6261pdf 143 kB Public Materials v
E
RM2022-12 USPS Waiver final.pdf 184 kB Public Materials L
T Remove T, Upload More Files
ﬁ Delete this Filing Cancel [a Save Draft { Previous Next »

The system will prompt you to select the order of the documents. Furthermore, you may
extract specific pages from the entered pdf. Entering a range will extract that range of pages,
whereas comma separated values will pick those specific pages. Both may be used in tandem.
For instance, entering “1,3-5, 9” would extract pages 1, 3, 4, 5, and 9.

Create Filing
Overview Comments Attachments Summary
Upload Attachments
Your filling must contain at least PDF document.
Order Filename Pages Selected Pages
o . +  OrderNo 6244 pdf 28 A X
& Order No 5261 pdf 55 1,2, g1 )
2 v + 4
& N RMz2022-12 USPS Waiver final pdf 30 5 b
3 hd -
New Filename / AggregatedOrder b emble PDF
ﬁ' Delete this Filing Cancel Save Draft £ Previous Next >

Enter a new filename and select “Assemble PDF” to create the new PDF.



9. Saving a Draft Filing

You may save a Draft Filing at any time by selecting “Save Draft.” You must set a Title to be able

to save the Draft.

Create Filing
Overview Comments Attachments

Filing Information

Docket Number

Summary

If you are submitting the same filing in multiple Dockets simultaneously, please indicate the first Docket # here. Please indicate all others Dockets in the Comments section Do not file separately in

each docket

Filing Party

If your filing party is not available in the selection. please provide it in the comments section.
Title

Authorized by

United States Postal Service Request to Convert USPS Connect Local Mail to a Permanent Offering

[] Delete this Filing

Cancel

Save Draft

You may continue working on the Filing or return to it later from the View My Filings section.

NOTE: Draft Filings will be automatically deleted after 15 days of non-activity on the Filing.

10. Submitting a Filing

Submitting a Filing officially publishes the filing and documents with the Commission.

In order to submit a Filing, it must include:
e Atitle

e At least one PDF that is marked as Public Materials

To submit a Filing, select “Next” from the Attachments tab.

Create Filing
Overview Comments Attachments Summary
Upload Attachments
Your filling must contain at least PDF document.
O Filename Size Permissions
0 Order No. 6261 pdf 143 kB Public Materials v

1 Delete this Filing

Cancel

[® Save Draft

L~ Upload More Files

< Previous
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The system will prompt you to review your Filing prior to submission.

Create Filing

Overview Comments Attachments Summary
Review Your Filing Before Submission
Overview i
Docket Mumber Filing Party Authorized By
MC2023-1 Postal Regulatory Commission
United States Postal Service Request to Convert USPS Connect Local Mail to a Permanent Offering
Comments Y
Attachments pa
Filename Size Permissions
Order No. 6326 pdf 87 KE Fublic Materials
Defer Filing
The Filing will be hedd for processing until the selected date and time (Eastern Time:
O Mo Deferral Deferral Deferral Date

'm not a robot

m Delete this Filing Cancel < Previous

Check the reCAPTCHA box and select “Submit Filing.” Once a Filing is submitted, you may no
longer edit it, nor can you un-submit it.

You will be redirected to the View My Filings page. Your Filing will appear in the “Submitted
Filings” table.



11. Deferring a Filing

You may set a Deferral Date if the Filing should be held for Publishing until a specified date. The Deferral
date cannot be in the past.

Defer Filing

FRa P il Be bl Fad dirmrastina 1 il Hhe cal artail dita: std B FE e Tinsa)
The Document will be held for processing until the selected date and time (Eastern Timel.

Mo Deferrat @ Deferral e e &

Check the reCAPTCHA box and select “Submit Filing.” Once a Filing is submitted, you may no
longer edit it, nor can you un-submit it.

You will be redirected to the View My Filings page. Your Filing will appear in the “Submitted
Filings” table.

. Creating a New Docket

All account holders may create a new Docket. A Docket designates the type and category of the matter
that can be considered by the Commission. Once a new Docket is created, they cannot be deleted. If you
are unsure whether you need to create a new Docket, please review the Commission’s Rules of Practice,
39 CFR Part 3001. You may also contact dockets@prc.gov.

To create a Docket, you must be logged in to eFiling. Select “Create Docket” from the lefthand navigation
menu.

Filing Onling

@ Home
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You will be prompted to enter a Docket Title and a Docket Type. Both are required.

Check the reCAPTCHA box and select “Create Docket” to create the Docket.

Create Docket \‘ X

I'm not a robot
\ reCAPTCHA

Cancel

The new Docket will now be available for selection in your Dockets dropdown list when creating
Filings.

C. Agents

Agents are users you may designate to submit Filings on your behalf. You must be logged into
eFiling to use the Agents module.

1. Designating an Agent
To designate an agent, select the “Add Agent” button.

Agent Accounts EE—
First Name Last Name Email /
Training User traininguser@mailinatorcom

20~ perpage Show 1-10f1 Page 1 of1 |Z| ‘Z|

Enter the email address of the user you would like to designate as your agent. Then select “Create

Agent.”
Create Agent / X

Email Address ~

Cancel
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If the system finds an account with the email you have entered, the user will be set as your agent.
They will receive an email notification letting them know they have been set as your agent.

NOTE: A user must have an eFiling account in order to be designated as an agent.

2. Removing an Agent

To remove an agent, select the options button next to an existing agent and select “Delete.”

Agent Accounts +Add Agent
First Name Last Name Email \
D

Training User traininguser@mailinator.com

elete o
20 Vv perpage Show1-10f1 Page 1 t’ >

3. Viewing Your Agents

To view your agents, select “Agents” from the lefthand navigation menu.

Create Create
Filing Docket

Filing Online

() Home

View My
cilings

€2

Piptected
Meterials
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The system will display a list of all Agents you have designated.

Agent Accounts +Add Agent
First Name Last Name Email
Training User traininguser@mailinatorcom

20 v perpage Show 1-10f1 Fage 2 ol ‘Z' ‘Z‘

D. Viewing Your Filings

To view your Filings, select the “View My Filings” option from the lefthand navigation menu.

C sate
F ing

Filing Dnline

() Home

8 View My Filings

1. View Draft Filings

The Draft Filings table displays all Draft Filings you have saved. You may select the Filing Title to
continue working on the Filing.

Draft Filings

MC2023-2 United States Postal Service Request to Convert USPS Connect Local Mail to a Permanent Offering 10/13/2022

20 v perpage of 1 ‘Z‘ ‘Z‘

NOTE: Draft Filings will be automatically deleted after 15 days of nonactivity.

2. View Submitted Filings

The Submitted Filings table displays all Filings you have submitted. You may filter and sort on each
column.
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Submitted Filings / /
Docket # ¢ Title ¢ Ated 3 Submitted ¢ Published ¢ St ¢

Filter Docket # Filter Title Filter Date B  Filter Date B  Filter Date B Filter Status
A2022-15 United States Postal Service Motion to Dismiss Proceedings 11/01/2022 11/01/2022
CP2023-1 USPS Request to Add Priority Mail Express. Priority Mail 11/01/2022 11/01/2022 11/01/2022

First-Class Package Service & Parcel Select Contract 77 to

Competitive Product List and Notice of Filing Materials

Under Seal

20 ~  perpage Show1-2o0f2 A R OF |Z‘ [Z‘

3. View Published Filings

When your Filing is Published, you will see the Status change to “Published” and it will appear on
the Commission's Daily Listing page for that day.

Submitted Filings

Docket # & Title ¢ Created ¢ Submitted ¢ Published ¢ Status ¢

Filter Docket # Filter Title Filter Date (i) Filter Date [} Filter Date (i) Filter Status

A2022-15 United States Postal Service Motion to Dismiss Proceedings  11/01/2022 11/01/2022 Submitted

CP2023-1 USPS Request to Add Prierity Mail Express. Prierity Mail 11/01/2022 11/01/2022 11/01/2022 Published
First-Class Package Service & Parcel Select Contract 77 to

Competitive Product List and Netice of Filing Materials
Uncler Seal

20 v perpage Show1-20of2

Page 1 of1 |T‘ lT‘

VI. DOCUMENT ALERTS

You may set email alerts to let you know when certain Filings are published. You must be logged
in to use the Alerts module.

1. Adding an Alert
To add an alert, select the “New” button.

Document + New
Alerts

CPzo23-2 FiF .gs

UsPS Filings ACTIVE

2. Alert Name

Set a name for your alert by entering information in the “Name” field. The “Name” field is
simply the alert Title and is all that is actually required to create the alert. However, if you do
not enter any other criteria, you will receive an alert every time a Filing is Published.

47



3. Alert Criteria

The system will prompt you to enter a name for your alert and criteria. Generally, you may
enter only a single criteria per option. Furthermore, the criteria are additive — if you set more
than one, then each document filed must satisfy all of the criteria to trigger the alert.

Create Alurt/

Name

Cancsl

If you check the “Daily Digest” option, you will
receive a single alert email at the end of the day with
all published Filings that match your alert criteria.
Otherwise, you will receive alerts throughout the day
as Filings are published. These typically go out in
batches during 30-minute intervals.

Create Alert X
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Creste Alart X | The “Dockets” dropdown lets you select from a list
of Active Dockets. This will trigger any time a Filing
| associated with this Docket is published.
Title © [
Create Alert X
The “Witness” dropdown lets you select from any s
individual who has been designated as a Witness, ]
irrespective of their Witness Party. This will trigger o
any time a Filing with that Witness is published. -

Cancel
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Create Alert

Mam=

The “Witness Party” dropdown lets you select
from any Party that has been designated as a
Witness Party. This will trigger any time a Filing
with that Witness Party is published.

Cancel

Create Alert *

The “Filing Party” dropdown lets you select from
any Party that has been designated as a Filing
Party. This will trigger any time a Filing with that
Filing Party is published.

Cancal
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Create Alert X

Mams"

The “Document Types” dropdown lets you select o
from any Filing type. This will trigger any time a Filing
with that Document Type is published. i

Cancel

Ureate Adert p 4

Finally, the “Title Contains” field lets you enter
text. This will trigger any time a Filing containing
' that text in its Title is published.

Cancei Create Alert k-4

Select “Create Alert” to create the alert.

NOTE: If you do not select any criteria for your alert,
you will receive an alert every time a Filing is
Published.
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4. Viewing Your Alerts

To view your alerts, select “Document Alerts” from the lefthand
navigation menu.

You will see a list of all Alerts you have created.

Document
Alerts

CP2023-2 Filings

+ New

ACTIVE

ACTIVE

ig]

Name
CP2023-2 Filings

Created By

sjohnson@mailinatorcom

Critesia

Docket
CP2023-2

Document Type
All Document Types

Witness

All Witnesses

Title Contains

Notifications
CP2023-2 Filings

Created Date
10/13/22, 1256 PM

Witness Party
AllWitness Parties

Create Create

Filing Docket

Filing Online

(@ Home

@ View My
Filings

Prctected
Ma! :rials

Document
Alerts

Status

ACTIVE

Date Modified
10/13/22,12:56 PM

Filing Party
AlLFiling Parties

[ Detete  #* Edit
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5. Editingan Alert

Document + New ig)
Alerts
Name
CP2023-2 Filir
5 ACTIVE Created By
ejohnson@mailinator.com
Criteria
Docket
CPzoz32
Document Type
All Document Types.

6. Removing an Alert

Document +New ic)
Alerts
Name
<l -2 Filir
S
s ACTIVE Created By
ejohnson@mailinator.com
Criteria
Docket
CP2023-2
Document Type
All Document Types

Notifications
CP2023-2 Filings

Created Date
10/13/22, 1256 PM

Notifications
CPz023-2 Filings

Created Date
10/13/22, 1256 PM

To edit an alert, simply select the “Edit” button on an existing Alert.

Witness Party
All Witness Parties

Withess Party
All Witness Parties

Status
ACTIVE

Date Modified
10/13/22,1256 PM

Filing Party
AllFiling Parties

To remove an alert, simply select the “Delete” button on an existing Alert.

Status
ACTIVE

Date Modified
10/13/22, 12556 PM

Filing Party
AllFiling Parties

1 Delete

] Delete

& Edit

£ Edit
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