Section 337 Notice of Appearance of Lead Counsel
Submission Process
EDIS Home Page
1. Log into the EDIS account associated with the individual who signed the document being submitted.
2. Clicks on the “Submit Documents button to begin the submission process workflow in EDIS.

Document Submission Page
Submitter Information Card
1. Confirm the intended designated lead counsel EDIS User ID is being used for the Notice of Appearance
submission process.
2. Confirm the Filer Name and Firm/Organization are correct.
3. Select “Save and Continue”.

Investigation Type Card
1. Do not select an investigation type from the “Investigation Type” list, but instead enter the investigation number
associated with the investigation, excluding “TA”.
2. As characters are typed into the field, a dynamic list of matching investigations returns. When the correct
investigation appears, click on that investigation and then click on the “Select Investigation” button.

3. Once an investigation has been selected, it will display at the bottom of the Investigation Type card.
4. If the correct investigation is displayed, select “Save and Continue”.

Document Type Card
1. Entering the specific investigation number will skip several cards in the submission process and jump to the
“Document Type” card.
2. Select “Notice of Appearance” from the list of Document Types.
3. Select “Save and Continue”.

Security Level Card
1. Select “No” in response to the question “Does your document contain any CBI/BPI or other non-public
information?”.
2. Select “No” to indicate that the document is not a public version of a confidential document.
3. Select “Save and Continue”.

Lead Counsel Card
1. Select “Yes” in response to the question “Are you seeking to designate yourself as Lead Counsel for a current
participant or a representative for a Non-Party, for the purposes of electronic service?”.
2. Representing a current participant listed on the card.
a. Select “Yes” to the question “Are you representing one of the participants in the investigation listed
below.”
b. Select “Save and Continue”
c. Proceed to “Lead Counsel Confirm” Card section of this guidance document.

3. Representing a non-party not listed
a. Select “No” to the question “Are you representing one of the participants in the investigation listed
below.”
b. Select “Save and Continue”.

Non-Party Card
1. Non-parties can be entered by selecting from a list of potential participants or by manually entering the nonparty information.

2. Search the master participant list for the non-party
a. Begin typing the name of the non-party participant into the “Search Participants” field.
b. A list of potential matches will appear as the user is typing. If there are multiple entries matching a the
non-party, hover the curser over each entry to view the complete address information and then select
the entity with the correct address by clicking on it.
c. Once a non-party has been selected, select the only option from the dropdown “Participant Type” list
prior to clicking on the “Add” button.

3. Manually entering a non-party
a. If an exact match is not found in the Master Participant List, user will need to manually enter the nonparty.
b. User should click on the “Manually Add Non-Party” button to expand the manual entry option.

4. Once the expanded fields are available, enter the complete name and address information, select Non-Party as
the Participant Type from the dropdown menu and click on the “Add” button.

5. The non-party will be added to the “Non-party Confirmation” section.
6. Select “Save and Continue”.
7. Proceed to the “Document Information Card” section of this guidance document.

Lead Counsel Confirm Card
1.
2.
3.
4.

This card presents a list of the participants associated with the investigation from which to choose from.
Click the “Add” button for any participant for which they wish to designate themself lead counsel.
Any participant that already has an associated lead counsel will not be available for selection.
Select the participants. As selected, each party will be listed in the confirmation section of this card.

5. Review the confirmation language, list of participants, firm name, lead counsel address, and lead counsel email.
6. If all information is correct and up to date, click the “Confirm” button to check the box.
7. Select “Save and Continue”.

Document Information Card
1. Because this guidance document concerns notices of appearance, enter “Notice of Appearance” in the
document “Title” field.
2. Enter the complete names of the represented participants in the “On Behalf Of” field.
3. Select the appropriate response to the question “Party Has Been Served:”.
4. Select “Save and Continue”.

Attach Files Card
1.
2.
3.
4.

This card prompts the upload of the notice of appearance filing attachments.
Click on the “+Add files…” button and select the files that need to be uploaded with the submission.
Once the files are uploaded, enter the title field for each attachment.
After entering the title field/s for each attachment and confirming that all required attachments are included,
select “Save and Continue”.

Confirmation Card
1. Review information listed on the Confirmation Card page.
a. If the submission requires changes, user can navigate to the appropriate card by clicking on the tab for
that card in the left-hand-side list of cards. Make the required changes and then select “Save and
Continue” on that card to save changes.
b. If the submission is correct, select the “Submit” button.

a. A confirmation window will appear asking if you wish to proceed. If you are ready to submit, select
“Yes”.

Notice of Receipt
1. EDIS will present a “Notice of Receipt”. Please save the page for your records and for using as a cover sheet with
the submission to the Commission of any required paper copies.
2. This notice of receipt will also be sent in an email to primary email address associated with the user account
used to file the materials.

Submission Complete
The Notice of Appearance EDIS filing is now complete.

If users have any questions regarding this process, they should email
EDIS3Help@usitc.gov or PSS.Dockets@usitc.gov for assistance.

