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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.



The Patent Mediation and Arbitration Centre

(PMAC) will contact the neutral regarding any

conflicts of interest and the obligation to

disclose any circumstances that may give rise

to doubts about their impartiality or

independence.
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How to access and use the CCMS as a neutral
Accepting the nomination

The neutral will be contacted by PMAC via email, with any relevant documents shared via a

Tresorit link.
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How to access and use the CCMS as a neutral
Access to case

The neutral selected by the parties needs to

accept the appointment by email to PMAC .

After accepting to conduct the ADR information

session, to access the case, log into your CCMS

Front Office (https://cms.pmac-upc.org/).

https://cms.pmac-upc.org/
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How to access and use the CCMS as a neutral
Access to case

If you log in to the CCMS for the 1st time :

1. Use the following link to connect to the CCMS Front Office :
https://cms.pmac-upc.org/

2. Click on "Sign in with username“

3. Click on "Forgot Password?“

4. Enter the email address which you provided for your registration
to the PMAC and click "Submit“

5. You will receive an email to set up your password. 
Click on "Link to reset credentials“.

6. Set up your Mobile Authenticator

7. You will receive an email to verify your email address. Please click on 
"Link to e-mail address verification“

8. You now have access to the CCMS (Front Office).
Next time you log in to the CCMS, you will have to provide the One-time 
code from your Mobile Authenticator application.

9. Use the following link to go to your CCMS Portfolio (https://cms.pmac-
upc.org/portfolio)

https://cms.pmac-upc.org/
https://cms.pmac-upc.org/
https://cms.pmac-upc.org/
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How to access and use the CCMS as a neutral
Access to case

If you have already logged in to the CCMS :

1. Use the following link to connect to the CCMS Front Office :
https://cms.pmac-upc.org/

2. Click on "Sign in with username“

3. Sign in with your email address and password

4. Provide your One-time code from your Mobile Authenticator application to access the CCMS

5. Use the following link to go to your CCMS Portfolio (https://cms.pmac-upc.org/portfolio)

https://cms.pmac-upc.org/
https://cms.pmac-upc.org/
https://cms.pmac-upc.org/
https://cms.pmac-upc.org/portfolio
https://cms.pmac-upc.org/portfolio
https://cms.pmac-upc.org/portfolio


From the overview, go to ADR

information session table and select

“ADR Information session”.

On “Cases”, please select the case

you have been selected as a neutral

by the PMAC.
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How to access and use the CCMS as neutral
Access to case

.



You  will  now  see  the  overview  of  the 

case. If you continue scrolling down or

click on the right side you will find the

parties, patents, and referring cases

information.

When scrolling down, you see all the

information of the case.
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How to access and use the CCMS as neutral
Case Overview



In the activities section, you will find

all the interaction between the

applicant(s) , respondent(s), and the

Centre.
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How to access and use the CCMS as neutral
Activities view



In the document section, you see every

document that has been filed so far. If you

would like to consult any document

submitted by the parties, you can click on

the “eye button” on the right side.
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How to access and use the CCMS as neutral
Document section



At the top and the bottom of the 

page, you see the button “Subsequent 

filing”.

To take actions in the proceeding you

can click on the icon. You can send the

“subsequent filings” that you consider

necessary.
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How to access and use the CCMS as neutral
Subsequent filing



Confidentiality of Subsequent filings
Filings

Please note:

Parties may assign a confidentiality code to documents they upload. 

If they use the 'Highly Confidential' (HC) code, it will not be disclosed to the other party. 

However, Neutral‘s communications and filings in the CCMS addressed to the parties are visible to all 

parties. It is not possible to send communication or documents only to one selected party.

For any confidential exchanges, please contact the designated party. 



By clicking on the icon “Subsequent 

filing” different actions are displayed.

Please select the subsequent filing that

you consider appropriate and click on

the button “confirm”.
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How to access and use the CCMS as neutral
Subsequent filing



Once the “Subsequent filing” has been

selected, please review the information.

At the end of the page a summary is

available.
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How to access and use the CCMS as neutral
Subsequent filing



At the bottom of the submission form, an attachment must be

uploaded in which your communication to the Parties, or to the

Parties and the Centre, is included as a PDF document. You may

upload multiple documents of one category, e.g. multiple exhibits,

at once.

First select type of document, then select multiple documents

from your database or drag and drop them. Now click “confirm

upload”.

Repeat this step as often as needed. Make sure to upload a

separate document listing all mandatory documents uploaded.

15

How to access and use the CCMS as neutral
Attachments



If you wish to upload documents that are neither 

of the mandatory documents, please choose the 

category “Other document”.
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How to access and use the CCMS as neutral
Attachments



If the document is confidential (i.e. the document is restricted to PMAC Case Managers), tick the box 

“Highly confidential”. Be aware that some of the documentation is mandatory.

Confirm the upload by clicking on the blue button and continue to upload the next document.
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How to access and use the CCMS as neutral
Attachments

.



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. The green tick in the right side means

that all the required documentations is attached

to the response.
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How to access and use the CCMS as neutral
Preview



19

When you have uploaded all attachments, you can review the list of documents and make sure it is 

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

How to access and use the CCMS as neutral
Preview



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".
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How to access and use the CCMS as neutral
Signature



To send your submission, click "send", 

then confirm that you want to move 

forward.
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How to access and use the CCMS as neutral
Signed submission
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You will now be redirected to your case overview, where the status of your submission should appear as 

"Sent" (in your Front Office). If this is not the case, please refresh your screen. 

How to access and use the CCMS as neutral
Overview

.
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To confirm that the “subsequent filing” was correctly sent, please go tothe “activities” section in your case

(in your Portfolio) and review the status of the submission.

How to access and use the CCMS as neutral
Overview

.



Thank you for your attention!
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