INTRODUCTION TO OSHRC E-FILING

Version 9-2016



1. To access the E-File System click the link on the OSHRC Website
www.oshrc.gov which will direct you to the following screen:

Occupat-i:c::;;il Safety
&
Health Review Commission

You are accessing a U S. Government information system, which ~
includes (1) this computer, (2) this computer network, (3) all computers
connected to this network, and (4) all devices and storage media

attached to this network or to a computer on this network. This

information system is provided for U 5. Government-authorized use only.
Unauthorized or improper use of this system may result in disciplinary

action, as well as civil and criminal penalties.

By using this information system, you understand and consent to the
following:

* You have no reasonable expectation of privacy regarding any

Username
| |
Password

Sign On Reset Password

2. For first-time users, select the “Register” button, which will take you to the
following screen:
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http://www.oshrc.gov/

E-File Registration Page

Flease fill out the required fields prior to clicking the "Submit”
button below. You should receive an email confirmation that
lists out your new account information and credentials shortly

after submitting wour information.

E-Mail Address @

|F'Ie ase enter email address into this field

Company Name ©

|F'Ie ase enter company name imto this field

First Name @

|F'Ie gse enter first name into this field

Middle Name

|F'Ie ase enter middle name into this field

Last Name @

|F'Ie ase enter last name into this field

Street Address 1@

|F'Ie ase enter your primary street address into this field

Street Address 2

|F'Ie gse enter your secondary street address into this field

City @

|F'Ie ase enter your city into this field

State @

| Select from these options

hd

Zip Code @

|F'Ie ase enter zip code into this field

Phone Number @

|F'Ie ase enter your phone number into this field

Fax Mumber

|F'Ie ase enter your fax number into this field

Contact Type @

[Select from these opfions

v

| Cancel |

Submit |
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3. Enter the Required (@) information as requested, with two important notes:
a. The “Company Name” is the employer you work for.

i. For Respondent’s counsel — Your firm’s name
ii. For Pro se litigants — Your company’s name
ii. For Solicitor’s Office — Office of the Solicitor
b. Make sure to select the appropriate “Contact Type” as this will determine the
layout of your home screen.

Aftorney

Aftorney for Regional Solicitor
OEHA Ares Office

Office of the Solicitor, U.S. DOL
Pro-Se

Respondant Attorney
Respondent Counsel

Safaty Reprasentativa'Company
nion

4. After you register, you will receive an email confirming your registration and
providing you with your credentials. Your logon ID will be the email account that
you registered with and your temporary password will be included in the email.

Occupational Safety & Health Review Commission - Successful Registration

OSHRC Custom Train <training@micropact.com>

=)

to me |+

This message has been deleted. Restore message

You have successfully completed registration for e-filing access to the
Occupational Safety & Health Review Commission site.

You will be required to change your passwaord the first time you logon.
Your temporary password is IgdcuH4M#%.

Click here to logon for the first time using your temporary password.
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5. Parties other than the OSHA Area Office will see the following home screen:

Home | My Account | Logout

To File a Document in an existing
case you must be an active contact
within that case.

File a Late Notice of q -
Contest with the Office of F'Lee: g:wggﬁ‘é“éeg; o
the Executive Secretary® 9

Review Docket History in a

Pending OSHRC Case <& To view the Docket history of any
case information you must be a
*A person or entity who e-files a Notice of Contest here par‘ty to the case.

shall not be deemed to be admitting that the Notice of
Contest is being filed "late”. Any dispute about whether a
Notice of Contest has been timely filed may be resolved in
subseqguent proceedings before the Review Commission.

6. Inorder to file a new case in this box a party will select the upper left-hand box,
which permits the filing of a Notice of Contest. In the case of Respondents and
Respondents’ counsel, this would be the box to file Late Notices of Contest.

7. Inorder to file a document in an existing case, select the upper right-hand button
titled “File a New Document,” which will bring up the following screen:
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Home | My Account | Logout

File a New Document in a Pending OSHRC Case

Please select a case by first clicking the "Search” link
and choosing the case for which you would like to
submit a document. Once you have selected a case,
please indicate the file type and attach the
appropriate file prior to clicking the "Submit" button
below.

Case Search: Search
File Type:| v@

Upload File: Browse... | ResetFie |@

8. Click the link that says “Search” and you will see:

Docket N”mbe”“ Partial valid entries in any one of
] . .

Case Name| - the three fields will generate

OSHA Inspection Number:| — H Search ‘ results, e.g.,”’16-0"" in the docket.

OK Cancel
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9. Enter the Docket, Case Name, or Inspection Number to pull up the case in which
you are filing a document.

Docket Number:|16-0187

OSHA Inspection Number: || search | Generic searches may yield a significant
¢ Show entries Filter: number of results. You will only be able to

Select Docket Numbér Inspection Number . . A
view those cases where you are identified
16-0187 8675309 ere Comes the Boom

SR 1 entries 4 Previous Next ® as an “Active Contact

OK Cancel

10. Select the appropriate case by selecting the botton and pressing “OK™:

Homa | My Account | Logout

g, Ml

~f
e Cowe

File a New Document in a Pending OSHRC Case

Please select a case by first clicking the "Search” link
and choesing the case for which you would like to
submit a document. Once you have selected a case,
please indicate the file type and attach the
appropriate fila prier to clicking the "Submit” button
below.

Case Search: Search
Case Name: Here Comes the Boom
Docket Number: 16-0187
OSHA Inspection Number: 8675308
Flle Type: | e
Upload File: Browse... | ResetFie (@
Submil

11. Select the document you are filing under “File Type.”

Alfdavi ~

Amecus Cunas Bnel Filed

Answer

Citation and Notification of Penalties

Complaint

Consent to Electronic Filing

Discovery

Exhibits Filed .
Lale Nohce of Conlest ( If yOU are unsure hOW tO CharaCterlZE
Motion

otion for Gontiuance your motion, or it is not listed among the
Motion lor Exlension of Time 1o File

Maotion for Extension of Time o File Answer

Motion for Incréase in Page Limits

hotion for Leave to File Amicus Cuniae Brief
Motion for Oral Argument

Motion for Summeary Judgment

Motion in Limine

available options, simply select Motion

Motion of Extension of Tume to File Brafs
Motion lo Comped

Maotion to Consolidate

Motion lo Descontinue Simphted Proceadings

hotion to Dismiss

Motion to Dismiss Late Motice of Contest

Motion to File Supplemental Briefs

Motion i Postpone Hearing

Motion to Quash

Molion lo Sever Case L
Notice of ]
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12. Upload the document from your server/computer by selecting “Browse,” select the
file and then click “Submit.”

13. You will receive an email acknowledgment when your submission is received:

Late Notice of Contest Submitted Trash x Work x
OSHRC Custom Train <training@micropact.com=
to me [«
This message has been deleted. Restore message
Your Notice of Contest has been successfully submitted to the OSHRC e-file system for further action.

This is a system-generated email notification. Please do not reply.

14. Once the document has been accepted by the Commission, an email notice will be
sent to all active contacts indicating that a motion has been filed.

Case Docketed by Occupational Safety & Health Review Commision

" OSHRC Custom Train <training@micropact.com=
to me |+

This message has been deleted. Restore message
The Office of the Executive Secretary has accepted your Late Notice of Contest.
Company Name: We Clean Asbestos We Can Inspection Number: 456321789

For more information, please go to the following link:
http:/foshrc-train.entellitrak. com/etk-oshrc-custom-train/

This is a system-generated email notification. Please do not reply.

8 Version 9-2016




I Home | My Account | Logout

File a New Document in a Pending OSHRC Case

Please select a case by first clicking the "Search” link
and choosing the case for which you would like to
submit a document. Once you have selected a case,
please indicate the file type and attach the
appropriate file prior to clicking the "Submit" button
below.

If you attempt to file a document in a
You have not been designated as an active contact . . . Lpn
for this docket. If you wish to become an activ case in which you are not identified as
contact, please submit a Notice of Appearance. an active contact, the following

message will appear.

Case Search: Search
Case Name: Traffic Jam
Docket Number: 16-0185
OSHA Inspection Number: 67657657

File Type: [Notice of Appearance M
Upload File: Browse... | ResetFile @

15. You will not be able to file motions or documents in a case unless you are an active
contact, or until you have submitted a Notice of Appearance in a particular case and
that Notice of Appearance has been accepted by OSHRC.

16. You should be aware of two issues when registering, especially as it applies to
docket clerks (if applicable):

a. Docket clerks can register as active users, but do not need to submit a Notice of
Appearance. Instead, counsel should inform OSHRC that the docket clerk is
registered and that the clerk should be included as an active contact on the docket.

b. OR, an attorney could register with a group email address, which will then
distribute email notifications to all members of that email group. Just be aware
that the email address provided will serve as the logon ID.
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Notice of Appearance Submitted for Docket Number 16-0186 Trash x Work x

?

OSHRC Custom Train <training@micropact.com=
to me =

This message has been deleted. Restore message
Your Notice of Appearance has been submitted for Docket# 16-0186 to the OSHRC e-file system for further action.

For more information, please go to the following link:
http:/foshrc-train.entellitrak.com/etk-oshrc-custom-train/

This is a system-generated email notification. Please do not reply.

Notice of Appearance Submitted for Docket Number 16-0186 Has Been Accepted

OSHRC Custom Train <training@micropact.com=
to me (=

This message has been deleted. Restore message
Your Notice of Appearance submitted for Docket # 16-0186 to the OSHRC e-file system has been accepted

For more information, please go to the following link:
http-/foshre-train.entellitrak. com/etk-oshre-custom-train/

This Is a system-generated email notification. Please do not reply.
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17. The “Review Docket History” button on the main screen allows you to access your
Active Cases.

L wy, Home | My Account | Logout
AFE
/ a“"‘ = r"ﬁ,\

v
H ™
i'§ 2N
= s

'-.,:»,. i lgﬁ‘j

S conn®

Active Cases

Below is a listing of your active cases. The case
history for an individual case may be viewed by
clicking on the associated docket number in the table

balow.
Show [10 | entries Search: |
_I.Jocliel Case Name OSH;_\. InsPectlon
16-0188 e Clean Asbestos We 45321789
D an
16-0187 Here Comes the Boom 8675309
Showing 1 to 2 of 2 entries 4 Previous Next b

18. In order to review a particular docket and its filings, click on the hyperlinked
Docket Number, which links to the following screen. On this screen, you will be able
to see:

a. Basic & contact information;

b. When a document was filed;

c. The status of any filing, e.g. Accepted, Pending, or N/A;

d. The hyperlink for each document will take you directly to that document.

Back | Home | Logout

Matters Docket Sheet with Events

Docket Number: 16-0186 Case Name: We Clean Asbestos We Can
Judge-Active: Patrick Augustine - ALJ - Denver Office
DS5HA Inpee, No: Simplfied?: N Mandatory Stht?: N Stayed?: N
EAJATN
Complex Caga®: N Si Proc R d?: N Stirmt Removal?: N Stayed Removed?: N
Remand? N
Fatalty involved? N
Client Contacts  Company Class Type Contoct
C.0. Showalter OSHA OSHA Area Office  Phone: 555-367-8910
imankant@hotrmail com Fax:
Chria So Tile ‘We Clean Asbestos We Can Attomey Phone:  303-123-4567
jpatrick0E11 @grmail com Fax:
Phane:
Fax:
Phane:
Fax: . - - -
Citations E-file status in the live system will be
Event Date Event Decument E-File Status - -
1 07/07/2016 Notice Late rlu:cezzmm ﬂppruud/ either “Acceptedn G Pendlng,,
2 07/08/2018 Molon Maotion to Dismiss Approved
3 07/08/2016 Mobce Motice of Appearance Approved

11 Version 9-2016



19. If you have questions regarding the E-File system, or if you run into problems
using the system, you should email mp.support@oshrc.gov and provide contact
information.
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