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	[This document summarizes the material covered in the E-Filings training presentation. We hope you will find it useful as a reference tool when question arise after the training is concluded.]


Questions? Contact Alison Torvik (303) 894-2885 alison.torvik@state.co.us
or Cathy Lopez (303) 894-2029 cathy.lopez@state.co.us
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Introduction, Background, Quid Pro Quo
The Commission has issued a Notice of Proposed Rulemaking to authorize filings through the Commission’s electronic filing system (E-Filings).  By implementing this purely voluntary system, the Commission will reduce paperwork, improve efficiency, and cut costs for the Commission as well as those subject to the Commission’s jurisdiction.
A committee comprised of personnel from each section of the Commission worked with a software developer to design and implement an E-Filings system to meet the Commission’s needs.  In the course of development, feedback was solicited from stakeholders both inside and outside the Commission. 

Among the benefits of the electronic filing system: 

· There is no cost to use this system. 

· Paper filings will be unnecessary, but remain as an alternative. 

· Lag time between submission of filings to the Commission and receipt of filings by parties (without regard to location) and Commission personnel is eliminated. 

· The system is available 24 hours per day except for monthly maintenance at 5:00 p.m. every third Friday
· Tools and reports allow filers to review and manage filings. 

· Search functionality allows users access to Commission records. 
Along with the benefits, participants are obligated to accept some responsibilities – most notably being responsible for maintaining current contact information and accepting service of process through the system.  These are continuing responsibilities that are not tied to any specific docket or proceeding. 

Only those undertaking such obligations are allowed to e-file with the Commission.  While an entity may hire counsel to represent it, the party must register in the system before its counsel will be permitted to make filings on its behalf.  Thus, a party filing through an attorney must have agreed to participate in E-Filings and must have designated an attorney to file before that attorney will be able to file on the client’s behalf in Commission proceedings.  
Registration, Invitations, Preferences
The registration process is comprised of six steps each of which is represented by a tab on the Filer Registration page.  The information gathered in each of the tabs is described in more detail below. Note: All fields marked with a red triangle are required to be populated.
Basic

On the Basic tab you provide logon and contact information.  You create a logon ID and a password. The password must be between 8 and 20 characters in length. It can contain letters, numbers or the underscore.  You must also select a security question and provide an answer.  This information is retained in case you forget your logon and/or password.
The required contact information you must provide is: name, email address and telephone number.
Detailed

On the Detailed tab you provide your mailing address and physical address. The zip code field is provided ahead of the city/state field as the system will attempt to pre-populate the city/state field for you. Additionally, if your physical address is the same as the mailing address a check box is available so the information does not have to be retyped.
Role

On the Role tab you provide the necessary information to tell the system whether you are a Filer or a Filer Administrator.  You also tell the system if you are an attorney, if you will have others file on your behalf, and if you have previously filed with the PUC 

If your E-filings role is that of a Filer and you work for a company, you have the option of providing the system the name of said company.   The company name, if provided, is displayed on certificates of service under your name as the filer. 
If your E-filings role is that of a Filer Administrator you must enter the registration code provided by the PUC to the company for which you are the filer administrator. You do not provide a company name. As a Filer Administrator, for the purposes of E-Filings, you effectively are the company. On certificates of service the company name will be listed with your name directly following in parentheses.

You must tell the system whether others will file on your behalf regardless of whether you are a filer or filer administrator.  This information flags the system to either take you to the invitations tab or allows you to skip it.

You must identify yourself as not being an attorney, as a Colorado attorney, or as an attorney not admitted to practice in Colorado.

Finally, the system asks if you have previously filed with the Colorado PUC. This question is asked so that our existing case management records can be reconciled with your E-Filings registration.
Invitations

This page only appears if, on the Role page, you indicated that others would be authorized to file on your behalf.  Simply provide the email addresses of those individuals you authorize to make filings on your behalf and on behalf of those who have authorized you to file.  You may also indicate whether you want to allow them to authorize others to make filings on your behalf. For example, a sole proprietor may invite an attorney to file on his behalf.  If they authorize the attorney to invite others, the attorney could subsequently invite his paralegal to make said filings.
Subscriptions

With the implementation of E-Filings, the PUC is transitioning how it sends notices to interested and affected parties. The PUC will no longer maintain email lists. Those people wishing to receive notice of filings can subscribe to the notices they wish to receive.  Notices are listed by industry and there are also selections for Agendas and Practice and Procedure rulemakings.
Attestation

The final step in the registration process is the attestation.  To participate in the Colorado PUC’s E-Filings system, Filer Administrators must agree that: 
· By registering for the E-Filing system, I have agreed to accept service through the E-Filing system for all matters before the Colorado Public Utilities Commission (including but not limited to: service of process, notice, pleadings, and other papers). I understand it is my responsibility to maintain accurate account profile information to help ensure that I am timely notified of documents served upon me.

· I have authorized those persons who I invited to make filings with the Colorado Public Utilities Commission on my behalf. I understand that I am responsible for filings made on my behalf. 

I acknowledge that I am responsible for timely revoking any authorization granted (by updating my account profile).

· I will regularly monitor and review activity on my account. I will keep my account profile accurate and up to date. 

In accordance with sections 18-8-503 and 18-8-501(2)(a)(I), C.R.S., false statements made herein are punishable by law. I state under penalty of perjury in the second degree, as defined in 18-8-503, C.R.S., that I am the person identified, or that I am authorized to act on the behalf of such person or business, and that the information contained herein is true and correct to the best of my knowledge. I understand that under Colorado law, providing false information is grounds for denial, suspension or revocation of any permit, certificate or registration and invalidates any other action taken based upon such false information.
Filers must agree that:

· By registering for the E-Filing system, I have agreed to accept service through the E-Filing system for all matters before the Colorado Public Utilities Commission (including but not limited to: service of process, notice, pleadings, and other papers). I understand it is my responsibility to maintain accurate account profile information to help ensure that I am timely notified of documents served upon me.

· I will regularly monitor and review activity on my account. I will keep my account profile accurate and up to date. 

In accordance with sections 18-8-503 and 18-8-501(2)(a)(I), C.R.S., false statements made herein are punishable by law. I state under penalty of perjury in the second degree, as defined in 18-8-503, C.R.S., that I am the person identified, or that I am authorized to act on the behalf of such person or business, and that the information contained herein is true and correct to the best of my knowledge. I understand that under Colorado law, providing false information is grounds for denial, suspension or revocation of any permit, certificate or registration and invalidates any other action taken based upon such false information.
Preferences

The Preferences menu helps you manage the look and performance of your E-Filings.  You can define how the first page (the Filing Center) is displayed and what emails the system will send to you.  Remember that service is complete when a filing is in your Filing Center, whether or not you received an email.

The list of parties that you file on behalf of can get unruly. The list displayed when you file a document will be the parties in the “Filing Parties I Use” box.  You can remove those you don’t use by selecting them and clicking the arrow to move them into the Unused Parties box.

Be sure to click Save when leaving this screen.

Defined Roles

Filer

All filers are individuals. The system allows for individuals to invite other people to file on their behalf. For example, a sole proprietor might authorize an administrative assistant to make filings on his behalf. The same proprietor might also authorize an attorney to make filing on his behalf. Individual citizens may participate in the system and might authorize an attorney to make filings on their behalf. 

Those other than individuals (e.g., a corporation or limited liability company) participate in the E-Filings system through a special type of authorized filers called Filer Administrators.

Filer Administrator

A company elects to participate in the E-Filings system by designating a filer as its Filer Administrator. Each company can designate up to three people as Filer Administrators for the company. At this time, a filer can only be the Filer Administrator for one company. 

All authorized administrators agree, on behalf of the company, to accept service through the E-Filings system for all matters before the Colorado Public Utilities Commission (including but not limited to: service of process, notice, pleadings, and other papers). They also acknowledge responsibility to maintain accurate profile information to help ensure timely notification of service. 
By limiting use of the E-Filings system to those registered, the broadest participation is encouraged. This limitation is managed by the requirement that the client must register before authorizing an attorney to e-file on their behalf.

Filing Center
After registering for the E-Filings system, everyone has a personalized portal. This portal can be customized to your personal needs by changing the Preferences. The default display has three tabs: Filings, Proceedings, and Messages. The Filings tab shows filings I made, filings made on my behalf and filings served upon me. The Proceedings tab displays all the proceedings in which you have filed. The messages tab displays all the messages generated by E-Filings and sent to you via email. Hyperlinks to the proceeding and documents are provided in each message. 

Please note: The Filing Center is where you are officially served. A courtesy email is always sent, but email cannot be relied upon for service. Service is complete when the filing is in your Filing Center.
Filing Process

File a Document

The filing process is comprised of five steps, each of which is represented by a tab on the Create a Filing page.  The information gathered in each of the tabs is described in more detail below. Note: All field marked with a red triangle are required to be populated.
Cover Page
On the Cover page you select the filing party, the filing date, the filing type (by industry) and proceeding number.  On this page you also have to option to provide comments. If there is no existing proceeding, and the filing you are making seeks to initiate a proceeding, you may request a new proceeding number. In these cases you must provide the caption to the proposed proceeding.

The Filing Party field is required. If you have not been invited to file on behalf of another, the field will display “On my own behalf”. If you have been invited by others, the names of each of those having invited you will be displayed. The Filing Party in E-Filings must match the filing party represented on the documents being filed. If this is not the case the certificate of service will not accurately reflect the filing party.  The display of this field can be managed from the Preferences section.
The Filing Date defaults to the time the filing is submitted. There is the option of specifying a future date and time for the filing to be submitted. It is important to note that all filings must be received at the Commission during normal business hours, 8:00 a.m. to 5:00 p.m., Monday through Friday (excluding holidays).  Any document received for filing after normal business hours is deemed filed as of 8:00 a.m. the following business day. The Certificate of Service for electronic filings is generated at the time of submittal. 

The Comments field is optional, but a good place to enter notes or other useful information for the filing clerk. The comments are not seen by the Commission or its analysts.
The Filing Type field is a list of industries regulated by the Commission from which you choose the appropriate industry to which the filing pertains. It is required to narrow the scope of the search for the proceeding in which you are making a filing or for the assignment of a proceeding number.

Under Proceeding there are two options: Request a new proceeding or File in an existing proceeding. If you request a new proceeding you must provide a caption. If you are filing in an existing proceeding enter the proceeding number and press the “Go” button.  Note: An asterisk may be used as a wild card to expand the search results which will appear to the right of the proceeding number.  From the search results, select the proceeding to which you are making a filing and press Continue. 

Selecting the correct proceeding is critically important!  If you file in the wrong proceeding, service will be made to the wrong parties and you will have to file subsequent documents to correct your mistake.
Response

Only if you are making a filing in an existing proceeding will the Response page appear.  This page displays all the documents having already been filed in the proceeding in two separate views – a Grid view and a Tree view. The Grid view displays the filings in chronological order from most recent to oldest. The Tree view displays the filings in the hierarchy as they were filed. Find and select the document to which you are responding and press Continue.
Document

The Document tab is where you add the documents that make up the filing. Use the Browse button to find the document on your computer or network; add a document title; select from the list, the type of document being filed ( a popup menu helps define the document type); identify the confidentiality status; press the Attach button. Repeat, if necessary. You may add as many documents as is required. If you attach more than one document you must choose a Primary document so the system can index them properly.
Service

The Service tab is where the electronic Certificate of Service (COS) is built. The PUC and the filing party are added automatically. For filings that initiate a new proceeding, the filing party has the opportunity to add parties to the COS.  For subsequent filings, the filing party and the filer are automatically added, but the filer has no opportunity to add parties to the COS. This does not mean the filer cannot use E-Filings to notify non-parties. Parties to be noticed are added in the same manner as parties being added to the COS. The differences are these parties are not being legally served and they are not permanently added to the COS. 
Note: Confidential documents must be served by another method, but that method must be identified for the COS.

Registered recipients can be found by using the search function and added to the service list by pressing the Add button.

Unregistered recipients are added to the service list by providing their Name and Mailing address. Optionally, you may provide their email address, so the E-Filings can invite them to register. However, it must be noted that unregistered recipients are not served process via E-Filings as they have not agreed to the terms of use. 
Review

The Review tab is the final step prior to submission. The system provides one last chance to ensure everything that you have done is accurate and correct. The filer, filing party, the filing, and proceeding information are displayed as it is understood by the system; documents and their confidentiality status are displayed. The certificate of service is displayed showing the systems understanding which parties get which documents and by what methods, and who is on the COS and who is to receive notice.
Finally you must attest that you have read and agree with the following:  

In accordance with sections 18-8-503 and 18-8-501(2)(a)(I), C.R.S., false statements made herein are punishable by law. I state under penalty of perjury in the second degree, as defined in 18-8-503, C.R.S., that I am the person identified, or that I am authorized to act on the behalf of such person or business, and that the information contained herein is true and correct to the best of my knowledge. I understand that under Colorado law, providing false information is grounds for denial, suspension or revocation of a professional or occupational license or certificate. 

I understand that the Colorado Public Utilities Commission does not serve process. As a convenience to me and entirely at my own risk, I am using the E-Filing system to serve process on those users already known to the system. For all other recipients, I have provided service of process in accordance with applicable law.
Search Options

New Searches

· All electronic PUC case management records are now searchable. 
· The use of asterisks as a wild card is supported in all text search strings. 

· Documents with a status of “Confidential” or “Highly Confidential” are displayed in red but cannot be viewed by the public. 
· When creating a search you are not required to provide information in every field of the search screen.

 The more information provided the narrower the results, the less information provided the broader the results. In fact, providing too much information will often result in no results.  
Your first step in conducting a search involves defining what you want to search for.  Search For alternatives include: Documents, Decisions, E-Filings, Meetings, and Proceedings.  Each choice has different fields to limit the search. 
Example: if you choose a Decision search, a Decision Number Field is provided.  If you know the decision number, you do not need to provide any additional information. If you do not know the decision number, but know the proceeding number you may enter the proceeding number– in this case all the decisions in said proceeding will be displayed.  If you do not know either the proceeding number or the decision number, but know the industry and the timeframe the decision was issued, you may select an industry type and enter date information in one or both of the date fields provided.

A Document search yields: the Document Title, Document Type, Confidentiality, Filing Date, Proceeding Number, and Filing Party.

A Decision search yields: Decision Number, Decision Title, Mailed Date, and Proceeding Number

A Proceeding search yields: Proceeding Title, Open Date, Proceeding Number, and Proceeding Status
Saved Searches

Once you have created a search that produces the results you are seeking, you may save that search. You may also set that search to run automatically, and determine the frequency and time said search will run. Choices are Manual, Monthly, Twice Daily, Weekly, and Once Daily.

A manual search will only run when you come back to the system and run the search yourself. For all other searches, you provide the time or times of day for the search to run. Weekly and monthly searches will run at the specified time on the same day of the week or month that the search was set up.
In your Preferences settings you can set Saved searches to provide an email each time it runs or provide an email only when it returns new results.

Be careful when constructing a search you intend to save.  A search will return values when it finds something new that meets the criteria you set. If you save a proceeding search the search will only return a new value if there is a new proceeding. If you restrict said search to a given proceeding then this search will never return a new value because in a proceeding there will never be a new proceeding.
Printing and Navigation Tips
Printing Pre-E-Filings image files

A document that was filed in paper and scanned can still be opened and viewed in E-Filings.  Unfortunately, filings imaged prior to the implementation of E-Filings are not .pdf files they are .tif images. Navigation through these documents is somewhat clumsy and difficult. Follow these instructions to copy a .tif into a .pdf that you can search, print, and copy from. (Note: This process requires the use of Adobe Acrobat, not the free Adobe Reader.)
1.   Hover your mouse over Download Document link. 
2.   Right click and choose “Save Target As…” For now, just save it anywhere with any name. (You won’t keep this.)
3.   When it’s done downloading, choose “Open”. The .tif image will open in the Windows Picture and Fax Viewer. 
4.  Right-click from the center of that first page and choose “Convert to Adobe PDF”.
5.  When the document opens in Adobe, it’s not searchable. To search the document:
a.  Choose “Document” from the menus at the top.
b.  Then “OCR Text Recognition” and “Recognize Text Using OCR…”
c.  Probably want to leave it as “All pages” and hit “OK”.  This takes several seconds per page.
6.   You’re all set.  Use Adobe to take notes or copy & paste, print and save.
Page Navigation

Never use your web browsers back or forward buttons to navigate through the E-Filing system. Each page in the E-Filing system is linked to a database. Navigation through the filing process requires control of said database and your browser’s navigation buttons do not provide this control. In fact, the use of these buttons will very likely cause an error in the E-Filing system which will result in you not being able to complete the filing. 
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