E-rFiLe Quick START GUIDE: FOR APPROVAL AUTHORITIES

The steps for using e-file depend on how the appeal was submitted. Follow the instructions below based on whether the appeal was received through e-file or by another method (such

as email or paper).

STEP 1

Access and review
submitted appeals

STEP 2

Create a case package

(group appeals into
case, as applicable)

STEP3
Add required
information about

the case & upload
documents

STEP 4

Submit case package

to OLT & receive
confirmation

’ B | Once you have reviewed the
appeal(s), select “Reviewed” or
“Reviewed - Issues” and click Save.
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This opens a window showing the appeal(s) you've
reviewed. Select appeal (or multiple appeals if grouping
together) and click “Create Case.”

a Follow the on-screen directions in the portal to add information about the case

Appeals received on paper or by
email need to be scanned and
saved to be uploaded in step 3.

Add any case parties (e.g., appellants,
representatives or approval authority contacts)
before you start creating your case. Go to the Case
Parties tab and select“Add Party” to create a new
record and contact details.

Once you have added
all your parties, go to
the New Case tab to
create a case package.

Combination of e-filed and .

paper/email appeals

Complete step 1 for E-filed
Appeals + Step 1 for Paper
appeals

Complete step 2 for E-filed
Appeals
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When you get to documents checklist section, indicate whether you will be attaching the listed documents. On the next screen upload these documents.

u Review the Summary, complete the declaration statement and select Submit.
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ﬂ You will then receive an email confirming that you have successfully forwarded the case package to OLT. The email will include a PDF of the completed form for the case you created.



