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Please note:

Please note that this guide is subject to change over the coming weeks as ongoing developments are still 

running on the CCMS.

However, this guide will enable you to understand how to navigate and manage your cases within the 

CCMS in its current state.

We thank you for your understanding.



How to file a Request for Mediation
First steps
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Please note that in accordance with Article 3 of the Mediation Rules, the parties may agree that the
Request, notices, or other communications under the PMAC Rules of Mediation shall be lodged and
delivered using the CCMS.

The parties are invited to use the forms on our website (PMAC Forms).

In the forms there is a checkbox to be ticked, should the parties agree that all documents, notices and
other communications under the PMAC Rules of Mediation shall be lodged and delivered using the
CCMS.

If there is no agreement between the parties, a Request for Proceedings in accordance with Article 7 the PMAC
Mediation Rules shall be delivered by the Applicant(s) according to the methods provided for in Regulation (EU)
2020/1784 or other methods of written or electronic communication agreed upon by the parties, including email
and/or delivery via the CCMS. All electronic communications that take place outside of the CCMS shall be made to
the last valid electronic address of a party or its representative, as notified by the party or parties concerned.

https://www.pmac-upc.org/en/tools/forms
https://www.pmac-upc.org/en/tools/forms


How to file a Request for Mediation
First steps

Your "Portfolio" (https://cms.pmac-

upc.org/portfolio) is the best starting point to 

lodge your submission.

Make sure that you use the desired account (e.g. 

desired organisational account). You can switch 

your account if needed (see yellow arrow).

For details on how to create and manage an 

organisation, please see the presentation “How 

to create an organisation”.
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https://cms.pmac-upc.org/portfolio
https://cms.pmac-upc.org/portfolio
https://cms.pmac-upc.org/portfolio


How to file a Request for Mediation
First steps

After having clicked "Mediation" in your Portfolio, you will see an 

overview of all Mediation Proceedings that you have started so far 

from the selected account (organisation).

Click on the blue “Start new case” button to begin.
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1.

2.



How to file a Request for Mediation
Basic lodging info

You will now start by filling in some 

basic information.

Please note: On the right side of the 

screen, you see the progress of each 

required  step.  This  will  be  visible 

throughout the lodging process.
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How to file a Request for Mediation 
Basic lodging info

First,  add  your  user  reference  or  internal  case 

number.  The  system  will  then  automatically 

generate a submission ID.

Next, fill  in all  the relevant information and

proposals based on the Mediation Rules .
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How to file a Request for Mediation 
Basic lodging info

A Request may be filed jointly by the parties to a

dispute or by one of the parties with the express

consent of the other party or of the other parties in

cases of multiple participants to a dispute.

This must be explicitly selected under the basic

lodging information section.

Before  moving  on,  you  can  click  “Save”  at  the 

bottom of the page.
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How to file a Request for Mediation 
Mediator

Now  you  move  on  to  the  section  

“Mediator proposals”. 

The list of all PMAC neutrals is available on the

website (see link).

On the PMAC website, using the filter, you can

select mediators who have been admitted to

the PMAC list.
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https://www.pmac-upc.org/en/services/neutrals


How to file a Request for Mediation 
Mediator

In the CCMS, Expand the section to add data

by clicking on the relevant

button and propose a Mediator. 

A Co-Mediator can be added, using the same 

button.
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How to file a Request for Mediation 
Parties

Now  you  move  on  to  the  section  “Parties”. 

Expand each section to add data by clicking on 

the relevant button.

Start with the Applicant(s). You may add more 
than one Applicant.
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to add more Applicants



How to file a Request for Mediation 
Applicant

Choose between Legal entity and Natural person, 

then  fill  in  the  data.  Each  field  not  marked  as 

optional needs to be filled.

If the Applicant is entitled to a reduction in fees

based on the Fee Schedule on Mediation, please

tick the box “Entitled to 50% reduction in fees“.

When finished, click “Confirm applicant” and

move on to the Applicant’s representative.
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How to file a Request for Mediation 
Applicant‘sRepresentative

Now you move on to the section “Applicant's

representative” and add the data.

When finished, click “Confirm applicant‘s

representative”.
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How to file a Request for Mediation 
Respondent

Now move on to the Respondent information

and fill in the information.

Confirm again by clicking the button and add more 

Respondents if needed.
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Now you can move forward and add your 
attachments.

First, choose the type of document from the 

dropdown list. Then click either “Upload file” 

and choose the document from your computer 

or drag and drop the document in the 

designated area.

For the attachment “Request for Mediation“

you are invited to use the form on our website

(see link).
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How to file a Request for Mediation 
Attachments

.

https://www.pmac-upc.org/en/tools/forms


How to file a Request for Mediation 
Attachments

If the document is confidential (i.e. to be subject to a confidentiality request), tick the box “Highly 

confidential”.

Confirm the upload by clicking on the blue button and continue to upload the next document.
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How to file a Request for Mediation 
Attachments
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When you have uploaded all attachments, you can review the list of documents and make sure it is 

complete. Before submitting your case, you will get another opportunity to review your documents.

Save your progress once more and move on to the section “Payment of fees”.



How to file a Request for Mediation 
Payment of fees

In the payment section, the fees

are automatically calculated based

on the information provided in the

form.
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How to file a Request for Mediation 
Payment of fees

The reductions in fees are

calculated based on the Fee

Schedule, in case:

• the box

is ticked at Parties section (mind

the required attachment)

or

• the below box in ticked

and information under the

Referring case are entered.
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How to file a Request for Mediation 
Payment of fees

For payment information, please see the

PMAC’s webpage following this link. Follow

the payment guidelines carefully and use the

appropriate payment reference when

submitting the Request.

Please note that the formality checks can

only be concluded with a positive outcome if

the fees have been fully paid and the proof of

payment attached.
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https://www.pmac-upc.org/en/payments/mediation-payment-guidelines


How to file a Request for Mediation 
Preview

You should now have filled in all relevant data. 

On the righthand side of the screen, you can 

see  easily  if  every  section  of  your  draft  is 

complete.  The  green  symbol  next  to  each 

section indicates that it is.

Now you can click “Preview submission” to see 

your draft.
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How to file a Request for Mediation 
Preview submission

Now you see the preview of your

submission including an

automatically generated cover

sheet which gives an overview of

all data and all documents.

Please review it carefully.

If you wish to proceed, click “Sign

submission”, if you want to make

any changes, click on “Back to

draft”.

.



Click on “Add signature” to begin.

Then add a place of signature and select the 

type of signature you want to add.

Then add your signature and click “Confirm 

signature”. Then click "Submit signature and 

send".

How to file a Request for Mediation 
Sign submission
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To send your submission, click "send", 

then confirm that you want to move 

forward.

How to file a Request for Mediation 
Sign submission
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How to file a Request for Mediation 
Sending your submission
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You will now be redirected to your case overview (in your Front Office), where the status of your 

submission should appear as "Sent". If this is not the case, please refresh your screen. Your case has a 

provisional case number now. This will change when the Mediation Proceedings will start.

.



How to file a Request for Mediation 
After your submission

In your portfolio, the case should now 

appear in the section Mediation – 

Preliminary phase.
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How to file a Request for Mediation 
After your submission

Once the Case Managers start with the formality checks, you'll see that the status has been changed to 

"Formalities check in progress".
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How to file a Request for Mediation 
Failed formalities check

If the Case Managers found any deficiencies during the formalities check, this will be evident in the status 

of the case. Click on the eye symbol to redirect you to the case.
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How to file a Request for Mediation 
Failed formalities check

In the “Documents“ section, click on the eye symbol to the right to see the details of the deficiency found.
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How to file a Request for Mediation 
Failed formalities check

In the case overview, click on “View all 
activities”.

Now you see all activities in your case.
Click on the eye symbol next to the red
status “Deficiency found”.
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How to file a Request for Mediation 
Failed formalities check
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You will now see that another 

document  has  been  added  in 

the category “Request”.

This   document   contains   a 

description  of  the  deficiencies 

that were found.



How to file a Request for Mediation 
Correct deficiencies

To address the Case

Manager’s requests, click 

on “subsequent filing”.

In the window that will 

open next, choose “Correct 

deficiencies” as filing type 

and click “Confirm”.
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How to file a Request for Mediation 
Correct deficiencies

Now you can make 

amendments. 

Start by reviewing the basic 

lodging information and 

selecting “Applicant”.
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How to file a Request for Mediation 
Correct deficiencies

Then you upload an attachment. This will have the category “Other document”; in it you can address the

Case Manager’s requests and make corrections.

When you have uploaded all documents, click on “Send to sign”, following by “Confirm signature“ and

“Submit signature and send“ .
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How to file a Request for Mediation 
Correct deficiencies

Now your correction of deficiencies will appear with the status “Sent” (in your Front Office). You will 
now await the PMAC’s

reply.
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How to file a Request for Mediation 
Conclusion of formalities checks

You can review the activities of the PMAC in the case.

If the deficiency has been amended, the check will be completed.

You have now successfully filed your Request for Mediation.
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Thank you for your attention!
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