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WORKING IN THE JUDICIAL OFFICER DEPARTMENT ELECTRONIC FILING SYSTEM 

Request Account 
 
To create an account on the Judicial Officer Department Electronic Filing System website, go to 
https://uspsjoe.newdawn.com/JusticeWeb 
 
Click Request Account in the upper right corner  
 

 
 
This will bring up the “Account Request” screen, which you must complete. 
 

 

Password must be 6-16 characters and 
have at least one lowercase character, 
uppercase character, and number.  For 
example, “Eagle1”. 

All information with an * is required. 

This is the email address that will be used 
for all notifications from the Judicial Officer 
Department Electronic Filing system.  To 
ensure that you receive all notifications, 
you should add 
noreplyJustWare@uspsjoe.newdawn.com 
to your safe list in your email client.   

You will need your username and 
password to sign into the system.  If you 
forget one of them, see Forgot 
Username or Password. 
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The system will give you an error message if you have not properly provided the required information. 

 
 
 
 
 
 
 
 
 
 
 
 

 
You will not be able to submit your request until all the information is provided correctly. 
 
Once you have completed the form, select Submit Request. 
 

 
 
  

To set up an account, you must correctly 
complete the CAPTCHA field.  If you are 
having trouble with the image provided, 
you can request a new CAPTCHA by 
clicking the “refresh” button or the audio 
button. 

Please provide the best address and 
phone number for contacting you. 
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Once you have submitted your request, you will receive an email notification that your request has 
been submitted.  All Account Requests are automatically accepted.  You are now able to sign into the 
Electronic Filing System using your username and password. 
 

 
 
Please note:  All notifications come from an unmonitored account.  DO NOT REPLY to any 
notifications. 
 

Forgot Username or Password 
 
Select Sign In in the upper right corner. 
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In the Sign In box, select Forgot Username or Password 
 

 
 
For Forgot Username, the system will prompt you to enter your email address. 
 

 
 
Once you select Reset Username, the system will send you an email with your username. 
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For Forgot Password, the system will prompt you to enter your username and email. 
 

 
 
Once you submit, the system will send you a temporary password to sign in.  You will be prompted to 
reset your password when you sign in. 
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Work With This Case and Downloads 
 
Once you have an account in the Electronic Filing system, you will be able to view and work with all of 
your active cases.  The Active Cases tab gives you a list of all cases you in which you are currently 
involved.  Under each Active Case you have the choice of Work with this Case or Downloads.  
Work with this Case is used to file new documents in a case.  Downloads is a chronological list of 
the documents filed in a case, any of which can be downloaded.   
 

 
 
 

 
 
Work with this Case 
 
Work with this Case is used to file new documents in a case.  In order to file a document in a case, 
click on Upload a Document under the Work with this case drop down. 
 

BENJAMIN FRANKLIN v. USPS 

FRANKLIN INDUSTRIES, INC. v. USPS 

Docket Number/Case Status/Involvement  

Case Caption – all filings should use this caption 

File new documents 

View Document List 

Search allows you to search 
your Active Cases. 

The system will automatically sort your 
active cases to show the most recently 
added at the top.  You may also sort by 
newest available download or 
alphabetically by case title or 
involvement by using the Sort By drop 
down 

BENJAMIN FRANKLIN v. USPS 

All filings should refer to the Docket Number 
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The Upload Document page allows you to upload all filings.  Each document should be loaded 
separately and named in a descriptive manner.  The name of the file, ie, what you have saved the 
document as on your computer, is how the document will appear in the Document List. Please 
use a descriptive file name, such as “Appellant’s Complaint” or “Appellant’s Complaint – Exhibits”. 
 

 Selecting Next queues the document for 
submission. 

The Document title and/or brief 
description is not required, but is 
helpful to explain the document. 

Remember to use a descriptive name for all 
files being uploaded. 
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After you submit a document, you will be prompted to upload additional documents. Select Upload 
another document and system will take you back to the Upload document screen.  You can repeat 
the process as many times as necessary. 
 

 
 
Once you have uploaded all of the documents, select Finished uploading documents and Next. 
 

 
 
Select Submit Request to complete your filing. 
 

 
 
Upon completion, the system will generate a summary of the information provided.  You will also 
receive the summary by email for your records.  The document is automatically accepted.   
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Downloads 
 
This is a list of the documents filed and issued in the case.  Select Download to download and review 
any document.  Documents are arranged in chronological order.   
 

 
 
  

tj@domain.com 
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Add Me To An Existing Case 
 
If you need to be involved in a case that already exists in the system, you can submit a request to be 
added.  PLEASE NOTE:  You must still file a formal notice of appearance in any matter in which you 
submit an Add me to an existing case request.   
 
Sign in to the Electronic Filing System. 
 
Select Add me to an existing case under What do you want to do? in the right side column. 
 

 
 
To complete the request form, you must know the Docket Number of the case and provide an 
explanation for why you are requesting involvement.  Once the form is complete, click Submit 
Request. 
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Requests to be added to a case are queued for review by the Recorder.  Once your request has been 
reviewed, you will receive an email letting you know if it has been approved or rejected.  If it is 
approved, the matter will now appear in your Active Cases list.  

Thomas 

Jefferson 
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INITIATING A NEW POSTAL SERVICE BOARD OF CONTRACT APPEALS CASE 
 
To initiate a Board of Contract Appeals case, Sign In to the Electronic Filing System and select File a 
New Postal Service Board of Contract Appeals Case under What do you want to do? in the right 
side column. 
 

 
 
A series of pop up screens will lead you through the process. 
The first screen asks you to enter a contract number.  If you do not know the contract number, you 
can enter “None” in the box. 
 

 The navigation bar takes you to the next 
page, the previous page or cancels any 
action.  It also allows submission at the 
end of a request. 

HCR No. 8013B 
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The next screen will ask you to designate who you are filing on behalf of – yourself,  as a 
representative for the contractor, or as the USPS Law Department representative.  

Filing as a Representative 
 
If you are filing as a Representative, select Representing the contractor and select Next. 
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The next screen will ask you to enter the name and telephone contact information of the Appellant. 
When completed, select Next. 
 

 
  

The information provided on this screen 
is used to create the case caption.  
Please make sure you enter the correct 
name for the Appellant. 

All information with an * is required. 
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The next screen is for the attorney/representative to enter his/her contact information.  Because you 
have an account, your name and address information should be automatically entered.  Please 
provide any missing or updated information.  When the form is complete, select Next. 
 

 
 
The next screen will ask whether you want to Upload a document or file by mail. 

  

Thomas 

Jefferson 
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Filing as the individual contractor 
 
If are filing for yourself, select File as an individual contractor and select Next. 
 

 
 
Your contact information will pre-populate in the next screen.  Please provide any missing or updated 
information.  When the form is complete, select Next. 
 

 
 
The next screen will ask whether you want to Upload a document or file by mail. 

Jefferson 

Thomas 
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USPS Law Department representative filing an appeal mailed by contractor 
 
If you are filing as the USPS Law Department representative, select USPS Law Department 
Representative filing appeal mailed by contractor and select Next. 
 

 
 
Your contact information will pre-populate in the next screen.  Please provide any missing or updated 
information.  When the form is complete, select Next. 
 

 

Custis 

Martha 
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The next screen will ask you to enter the name and contact information of the Contractor (Appellant). 
 

 
 
After selecting Next, the next window asks if Appellant is represented.  If Appellant does not have a 
representative, select NO.  The Next screen will ask you to Upload the Notice of Appeal.  If appellant 
has a representative, select Yes and Next.  
 

The information provided on this screen 
is used to create the case caption.  
Please make sure you enter the correct 
name for the appellant. 

Although the Address and Contact 
information is not required, more 
information is preferable. 
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If you selected Yes, the next screen asks you to provide the name and contact information for 
Appellant’s Representative.  When completed, select Next.  
 

 
 
The next screen will ask you to Upload the Notice of Appeal. 
 

The information provided on this screen 
is used to create the a name record for 
the representative.  Please be as 
thorough as possible. 

Select Yes or No.  If you are uncertain 
about whether Appellant is represented, 
select No.   



21 
 

Upload the Notice of Appeal and other Documents 
 
If you are filing as an individual contractor or the contractor’s representative, the next screen will ask if 
you want to file by mail or upload documents.  If you are filing as the Postal Service Representative, 
you will automatically be directed to the Upload the Notice of Appeal page. 
 
In order to file supporting documentation, such as the Notice of Appeal, the contracting officer’s final 
decision or any other materials, select Upload documents and select Next.  
 

 
 
The Upload Document page allows you to upload the supporting documentation.  Each document 
should be loaded separately and named in a descriptive manner.  The name of the file, ie, what 
you have saved the document as on your computer, is how the document will appear in the 
Document List.  Please use a file name that explains what is being filed, such as “Appellant’s Notice 
of Appeal” or “Final Decision of the Contracting Officer”.  
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 Clicking Next queues the document for 
submission. 

The Document title and/or brief 
description is not required, but is 
helpful to explain the document. 

Remember to use a descriptive name for 
all files being uploaded.  If you 
accidentally upload the wrong file, select 
REMOVE. 

This screen specifically asks for the 
Notice of Appeal.  Subsequent screens 
are titled Upload Document. 
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After you submit the Notice of Appeal, you will be prompted to upload additional documents. Select 
Upload another document and system will take you back to the Upload another document screen.  
You can repeat the process as many times as necessary. 
 

 
 
Once you have uploaded all documents, select Finished uploading documents and select Next. 
 

 
 
Select Submit Request. 
 
You will see a summary of all the information provided, which can be printed.  You will also receive 
the summary by email for your records.  The appeal is automatically accepted and entered into the 
Board’s case management system. 
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File by mail 
If you are unable to upload your Notice of Appeal at the time you are initiating the appeal, choose       
I want to file by mail and select Next. 
 

 
 
The next screen will give you the mailing instructions. 

 
 
By selecting Next, you are agreeing to file the appropriate documents to support your appeal either 
by mail or fax.  
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The next screen will ask you to click Submit Request.  Your appeal is filed once you click Submit 
Request. 
 

 
 
PLEASE NOTE:  You must still file your documents within 10 Days.  Failure to file the appropriate 
Notice of Appeal may result in a Notice to Show Cause being issued. 
 
Receipt.  You can print a copy of your summary and you will receive an email summary of the 
information for your records. 
 

 

Thomas

Jefferson 

TJ@domain.com 
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