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Overview

Introduction

The Public Service Commission of Wisconsin (PSC) created an Electronic Regulatory Filing
(ERF) system to receive, circulate, process and publish documents electronically. The ERF
system will reduce the time necessary to make decisions on proposed actions, increase public
access to information in formal cases, and provide an easy and convenient way for utilities,
consultants, applicants, and other parties to participate in the agency’s formal case process.

Electronic Regulatory Filing Requirements

Create an Account. Individual users must create an account by specifying their name,
email address, logon id and password. Individual accounts can be created by clicking on
the Create New Individual Account hyperlink from the ERF Login Page. Corporate
accounts can only be created by the PSC’s Records Management Unit (RMU). Entities
must complete a Request Corporate Electronic Filing Account form in order to establish
an account.

Acquire PDF Creating Software. You will need a current copy of Adobe Acrobat (or
other suitable software) to convert your documents to the required portable document
format (PDF). Microsoft Office (2007 and later) includes the ability to create a PDF file.
See http://www.adobe.com to purchase or learn more about Adobe Acrobat.

Convert documents from native formats. Documents should be converted from their
native format, such as Word or Excel, directly to PDF by converting or printing to the
PDF format. ERF users must avoid scanning to the maximum extent feasible.

OCR documents if scanning is necessary. If scanning of a document is unavoidable, the
document must be converted using Optical Character Recognition (OCR) to a text-
searchable document. Examples of such software include Adobe Capture, OmniPage,
Readlris, and many others, including some freeware. Documents that are neither
converted from native format nor converted using OCR software may be rejected by the
PSC.

Internet Connection and Microsoft Internet Explorer 5.0 or above. A high speed
internet connection is required for users uploading or downloading large files. Microsoft
Internet Explorer 5.0 or above is required when accessing the ERF system because it
utilizes Microsoft technologies that may not be supported in other browsers.

Contacts

For questions or more information on the Electronic Regulatory Filing System, contact:

PSC Records Management Unit Phone: (608) 261-8524

610 North Whitney Way TTY: (608) 267-1479

P.O. Box 7854 Fax: (608) 266-3957

Madison, Wisconsin 53707-7854 Email: pscrecs@psc.state.wi.us
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Features of the ERF System

Account creation — Users may create an individual account or they may file a corporate
electronic filing account request with the PSC’s Records Management Unit (RMU).

Authentication/Identification of users — Users must enter a valid logon id and password
before they can use the ERF upload system. A logon id and password is not required for
user who want to search and view documents.

Change user profile and password — Once a user has logged into the ERF system, the
customer can update their personal profile or change their password.

Password reminder — Users will be able to request their password be e-mailed to them
by specifying their logon ID and email address. If a match is found in the user profile, the
system will automatically generate an email and attach the user’s password.

Uploading documents (SSL) — All documents are uploaded to the PSC’s web site using
Secure Sockets Layer technology. This encryption routine is accepted by all industries as
a secure method of transmitting data.

Subscribe/Search — Users may request notification of all new documents based on user
specified criteria. When a new document is accepted, the system will generate an email
with the document title and a link to the public document on the PSC’s web site.

Check document status — Users may view a listing of all pending, accepted and rejected
documents which they have filed. Corporate accounts may view the status of all
document filed on their behalf.

Quick Search — Users may view recently filed documents by case number, utility name,
industry type and document type.

Detailed Search — Users may search the document repository by specifying one or more
of the following criteria: utility involved, case number, document type, industry type,
date range and keyword or phrase. If a keyword or phrase is used, the document title and
full text will be searched for the word or phrase.
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General Guidelines for Filing Documents

1.

10.

In general, documents should be prepared using an easily readable font and when printed
should fit on an 8 2 x 11-inch page.

When submitting physical items, such as a piece a pipe or a meter, filing should include a
digital picture of the item. Pictures should be stored as a PDF.

All files must be submitted in PDF, except working spreadsheets which should be filed as
an Excel document. DO NOT scan any document that can be converted from the
original file. If scanning a document, use Adobe Capture to convert the scanned
document to text.

Documents should be kept reasonably small, if possible. The size of the original
document and subsequent PDF will depend on the number of pages and features, such as
formatting, pictures and track changes, included in the document.

Pages File Type | Size File Type | Size

2 pages (text) Word 23 KB PDF 12 KB
24 pages (outline format) Word 83 KB PDF 49 KB
164 pages (text) Word 1,121 KB | PDF 418 KB
1 sheet Excel Excel 32 KB PDF 9KB

Keeping in mind the maximum document size, users should group documents into
logical units and combine those documents into a single filing. For example, a Brief with
a cover letter and several attachments may all be combined into a single document. A
confidential document and its corresponding Affidavit should be combined into a single
document.

A general guideline is that if you would have stapled the pages together when filing a
paper document, you can likewise combine them electronically into a single document.
Note: Testimony and Exhibits still have to be filed as individual documents.

Documents should not contain hyperlinks to other documents, as the ERF system will
rename the documents and the hyperlinks will not work.

The official filing date of all electronic documents is the date and time the file is
uploaded to the PSC’s web. The ERF system will also record the date and time that the
filing is accepted or rejected.

The electronic document uploaded to the PSC’s web site is the official version of the
document. DO NOT send a paper copy of the document to the PSC.

Confidential documents can be filed electronically using the confidential document
section of ERF. A redacted (public) version of the document is also required. Users
should reference the control number of the confidential document in the description of
the public document.

Example: Gas Trading Data for June 2003 — Public Copy (Control #: 123456)

Service is the responsibility of the filing party. Parties should discuss service of document
at the prehearing and agree on the method of service at that time (i.e. mail, electronic,
hand delivery, etc.)
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How to Log Into the ERF System
To electronically submit documents using the PSC Electronic Regulatory Filing system, a user
must have:

e Software to convert the documents to PDF, usually Adobe Acrobat.

e Internet connection and browser. Users must have a high speed internet connection for
uploading large files, and Internet Explorer 5.0 or above.

e ERF user logon id and password.

To Log into the ERF System

1. Use https://psc.wi.gov/apps/erf upload/default.aspx to submit filings to the Public
Service Commission of Wisconsin.

2. Type in a valid user name and password.

(= Public Service Commission Of Wisconsin - ERF - Windows Internet Explorer

- [ hepsifipscw, ¥ o Sl VAES
Wl G| g8 Publc Service Commission OF Wisconsn - ERF B-B &~ e
mictco,,
@ s, ERF
Electronic Regulatory Filing System
e
Welcome to The Public Service Commission of Wisconsin's Electronic Regulatory Filings Systermn, ERF If you already have an account, login below otherwise click Create
provides for the b of filed and online access of documents submitted in Account to set up new account.
select cases before the Commission. All documents are available in Portable Document Format (PDF)
files. Warning: Your session will close if it remains inactive for & extended period of time,

The processes for filing and accessing electronic documents have been designed to be simple and straight

formard. To file documnents, participants convert the original documents to a Portable Document Format Logon 1D:
(POF) file and upload it to the PSC Electronic Regulatory Filing System web site after completing a case
and document description. Password:

After submitting, the filing is immediately received at the PSCW and is automatically routed to the
appropriste person for review. After the filing is reviewed, you will be notified by email as to whather it
was accepted or was unable to be processed as filed. Acceptance means that the application and or filing antinue

has been reviewed and found to be complets and in complisnce with Commission rules.

Forgot your Password?
41l electronically filed case documents can be subscribed, searched, downloaded, viewed, and printed. Create New Individual Account
These files can be viewsd by the public at hitp:/fpec wigov/appsierf search/default aspx Create New Corporate Admin Account

o ERF Home P,

. r
o What s an Individyal & ot?
. W ]

i . Qi
o What's New?(Mevambaer 18, 200%)
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Individual User Account Submenu

Submit Public Documents for an Existing Docket

1.

Select the Existing Docket entry under the Public Document side menu.

/= IRF System - Windaws Internel Explarer

G i v | et govfsppsfert_ukedfcontent menu. asp wB]% = Al
= . »
W GEERF System G- @& * Bage = (3 Took
ok co,
n -
R, ERF R
" Electronic Regulatory Filing System ‘
b
ERF Upload Welcome Joe User,
Fip e Monday, June 09, 2008 4:29:22 PM =5 Haw to file Bedacted Copy
Public Document
 Exating Docket User's Documents Activity Status Have you heard about ERF Subscription?
i o 4 Accepted All ERF users are able to set up a vaniety of possible searches, base on wtility, industry type, documents typs, case
» Maw Mo Dockat type, or full case number, On & penadic basis, the system searches the dastabase for any new documents match the
, o 0 Pendng specified criteria, When matching documents are found, an e-mail is generated to the subscribing user with knk to each
* Redacted Copy 55 Bejocted matching docurments.

Confidertial Document
* Exssting Docket
*Mew | Non Docket

Check Docurvert Status
¢ Accepted
*Pendrg
* Repocted

st Matenaco
*Modity Profle
* Chargs Pazsword

* Subcription

|
Enter the docket number and click the Check Docket button.

If the docket id is not valid and error message will appear telling you how to correct the
problem. Click Check Docket to recheck the docket id.

If the docket id is valid the title will appear in the title box. Click Continue.

Upload Public Document
Enter the Docket 1D for the document(s) you are uploading and press Check Docket.

Part1 Part 2 Part 3

Docket 1D: | L
Exarnple: 16255 7 100
Title:

Check Docket
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Submit Public Documents for an Existing Docket (Continued)
3. Select the number of files to upload.
When the screen repopulates, click the browse button in row 1 and select the file to
upload. Then specify the document type from the drop down list box and finally enter a
meaningful description such as “Testimony of Jane Smith”.

Repeat this for each row on the screen.

Click the Upload Docket Files button to submit the documents.

NOTE: If you attempt to upload files with a total size larger than the maximum file
size specified on the screen, you will get an error and all the information entered on
the screen will be erased.

[ Uplowt Dochet Fies_| [ Cancal

4. Review the Submission report for errors. If you would like a copy print it for your
records, or copy and paste the screen into a tracking document.

Click Back to Menu to continue.

(= IRF - Upload Docwments (Confirm) - Windows nternet [xplarer

o. A R TN Y s Ly T e T S R L TP RISPRL AT | P e v 8

W G R - Uphead Cumimarts (Ciriin) B-0 -2

1o N ERF N
Eil ic Reg ¥ Filing Sy <
."-p.--«-

Subrmssion Report:
Please print this page o5 & record of your vabmis ven,

Thack 1o Merws_|
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Submit Public Documents for a New Docket

1. Select the New Docket / Non-Docket entry under File Document side menu.

/= [RF System - Windows Internel Explorer

W | e systen f- B - e - rpaee - (3 Tedk -
vy e
e,
& 0 ERF -
. Electronic Regulatory Filing System ‘
b
ERF Upload Welcome Joe User.
My Menu
Lud Monday, June 09, 2008 4:29:22 PH &Mﬂs_}mﬁm
Puliic Document
« Existing Docket User's Documents Activity Status Have you heard about ERF Subscription?
e a All ERF users are able to st up a variety of possible searches, base on uthty, industry type, docurnents type, case
» Herw 1 hion Dockst type, or full case number, On a periodic basis, the system searches the database for any new documents match the
v 0 Pending specified criteria, When matching documents are found, an e-mail is generated to the subscribing user with bink to each
55 Bpiected matching documents.

*Reclacted Copy
Confidentisl Document
 Existing Docket
* Newr | Non Dochet
Clveck Documvent Status
* Accepted
*Pending
Bsjected
Uses Maintenace
* Moaity Prosle
* Charge Passwerd

* Subseription

S
2. Select the number of files to upload, and specify the utility these documents relate to.

When the screen repopulates, click the browse button in row 1 and select the file to
upload. Then specify the document type from the drop down list box and finally enter a
meaningful description such as “Testimony of Jane Smith”.

Repeat this for each row on the screen.

Click the Upload Docket Files button to submit the documents.

NOTE: If you attempt to upload files with a total size larger than the maximum file
size specified on the screen, you will get an error and all the information entered on
the screen will be erased.

£ URE - Uipload Documents - Windows Internet | aplorer
o 3+ @ e e Lk T
W O - ke Deouants B0 &-iiee-
A ERF
Electronic Regulatory Filing System

——

Salect smiber of fles te wpiead: (1 | Unimy 1D it pinmw the Liey IO

[[Browee
Teserphon

[ Upload Dochet Fies_| [ Carcel
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Submit Public Documents for a New Docket (Continued)
3.

Review the submission report for errors. If you would like a copy of the submission
report you may print it, or copy and paste the screen into a document.

Click Back to Menu to continue.

f= TRF - Upload Dociaments [Confirm) - Windows internet Faplones
O~ o e s goiscount " v Al =
WG R - Upksad Dt [Confrm) -8 @8-
ERF { -*
-
Ele y Filing Sy <
-
Submmession Report:
Please pent this page ai & cecord of your swbmis ion.
iecaired wd u pendeg saeitenee
18T 00
SIOIT0R FLEAT AN - WALTO0N RIATAT AM
L oectee L Ceeaptien ] Received Dote |
e Eoe— A3/ 91N
wrwnerds Teit - W 3 an
Tha fallsmesg fles mers Pt upioaded e the PSC
NONE

Dack b Meeu
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Submit Confidential Documents

1.

Select the Existing Docket or New Docket / Non-Docket entry under the Confidential
Document side menu.

(= IRF System - Windows Internet Explorer

G_\v & hitps: s, X g e 2l=
W | @ ERE system | a-8 - [resge s Qi e T

ERF < -
Electronic Regulatory Filing System iy
o

=l

ERF Upload Welcome Joe User,

s Monday, June 09, 2008 4:29:22 PM é Haw to fils Redacted Copy
Pubilc Document

+ Existing Dockst User's Documents Activity Status Have you heard about ERF Subscription?

4 All ERF users are able to st up a variety of possible searches, base on ublity, industry type, documents typs, case
» Mo o Drocked o type, or full case number. On a periodic basis, the systern searches the database for any new documnents match the
srlizra Loited specified criteria. When matching documents are found, an a-mad is genersted to the subscribing user with link to sach
5
+Redacted Copy 55 fsiected matching docurnarts.
Confidential Document
* Exizting Dockst

#Mewr | Non Docket
Check Document Status
' Accepted
+Pendng
* Rsjected
User Maintenace
* Modity Profile
+Changs Passeond

+ Subseription

10
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Submit Confidential Documents (Continued)
2. Complete the confidential request information.

If you selected existing docket, specify the docket id.
Select the file to upload, specify the document type from the drop down list box and
finally enter a meaningful description such as “Confidential Testimony of Jane Smith”.

In the dark gray box, make sure you attach a redacted (public) version of the
confidential file. (See How to File a Redacted Copy of a Confidential Document
section.)

Click the Upload Confidential File button to submit the documents.

= 1 - Upleed Confidential Dyucument [Laisted Dockat] Windews brterrml Laglorer

[+ TR S ——— - B o=

A EERE . Uk Confuieetind Conasment (Fsimd Dunbet) G0 W-iiee0

Electronic Regulatory Filing System

@ [rereRTar—
H44 fawzane Fabren il ST 7084
"

[ Upksad Canfebential T be [ Comcnl

When filing a confidential spreadsheet, the first worksheet should contain an
embedded affidavit in PDF format.

11
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Submit Confidential Documents (Continued)

1. Review the submission report for errors. If you would like a copy of the submission
report you may print it ,or copy and paste the screen into a document.

Click the Back to Menu button
OR

Click the Upload More Confidential Files button.

/2 RS - Uplaad Canfidential Document [Canfirm) Windiws internet [xplarer

[ IR o 2 HAI-T1100 il x

W R - Upkead Corfimtis Documert (Corfrm) -0 &
Electronic Regulatory Filing System

uplead il Docunment Mo IeBT4
IMPORTANTL Menie prnd 8 S0y of i soreen Ror piner reddrdy.

@

Section 11 PO Contact

PAC Cantact Porsan  Kila Chapman Wamibar of Pages / Esund markihauty (Confidentind Poges Onl )i §

Section 2 Required Infarmation
1.1 e g e sogumst n beshuall of

[

o of the Feliomng

b iy im pomgmEn wth the pubbe uakey making the requert under ma Som §194 14

Section 3t Uplnad File

|Vptand More Conhidentinl Files | | Back 1o Marn

12
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How to File a Redacted Copy of a Confidential Document

When filing a confidential document with the PSC, users are required, where there are portions
of the document that do not require confidential handling, to file a separate public copy of the
document with the confidential material redacted out.

In order to best ensure that the redaction is done properly, the Commission is requiring now that
all redacted public documents be filed in PDF format, and is planning to require that a
commercially-available tool be used for creating redacted public documents in the future.

There are two ways to file a redacted document in the ERF System:

e The first, and preferred method, is to file the redacted copy at the same time as you file
the associated confidential document. While filling out the Confidentiality Request, at the
time you specify the confidential document to upload, the system will ask for you to
specify the redacted public copy at the same time:

Section 3: Upload File
=** Include affidavit attesting to the foregoing in the file to be upload **

Part 1 Part 2 Part3 | litle:

Docket IE::| | | | |
Exampis: 16255 I

’ Check Docket ]

[

COMFIDENTIAL DOCUMENT

“ Browse. ..

Description:

Fequires that vou also file a redmaisd copy of this confidential filing {if applicable). If vou
REDACTED DOCUMENT (Public Version)

The description that you enter for the confidential document will also be used for the
redacted public copy, with the addition of the words “(REDACTED COPY)” at the
beginning of the description field.

13
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How to File a Redacted Copy of a Confidential Document (Continued)

e The second method is to file the redacted copy after the confidential document has been
uploaded and accepted into the system. After the document has been accepted, it is given
a document id number, referred to in the system as a “PSC Ref#”; you will need to know
the PSC Ref# for the confidential document that you filed. You can get this from one of
the document search listings, as per this example:

mqﬂ KB @ 20977 2M0/05  Order Approving Settel
11:38 Al

@ 25226 121304  Confidential portions ¢
04:17 PM LLC and McLeodlSA

@ @ 21304 Confidential portions ©
D413 P

T zke) @ 25143 1212104 Notice of Hearing (sigr
09:40 A

Once you have the PSC REF#, select “Redacted Copy” from the ERF Upload menu:

<ERVICE Coyy,

& %

F mscons

ERF Upload

¢ My Menu
Public Document
¢ Exizting Dockst

¢ New J Mon Docket

b Redacted Copy
Confidential Document

+ Exizting Dockst

¢ Mew / Mon Docket

14



Electronic Regulatory Filing System User Manual

How to File a Redacted Copy of a Confidential Document (Continued)

The following screen will display:

Please enter PSC Ref2 [ Validate PSC Ref#

| |[ Browse...

Redacted
Description:

[ Upload Redacted Copy ] [ Cancel ]

Enter the PSC Ref# of the confidential document and press Validate PSC Ref#. The
document is validated and the description is brought forward.

Click Browse... and select the redacted public version of the document. You may change
the description if that is appropriate, then press Upload Redacted Copy. Note that after
you upload, the system will add the phrase “(REDACTED COPY)” to the front of the

description.

15
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How to File a Confidential CD

The PSC will only accept confidential CDs if the information on the CD needs to be
manipulated or if it was specifically requested by PSC staff. Everything else should be
uploaded in the ERF system.

1. Obtain a paper Confidentiality Request form from the PSC. You may do so by
contacting our Records Management Unit.

PSC Records Management Unit Phone: (608) 261-8524

610 North Whitney Way TTY: (608) 267-1479

P.O. Box 7854 Fax: (608) 266-3957

Madison, Wisconsin 53707-7854 | Email: pscrecs@psc.state.wi.us

2. Create your affidavit.
3. Fill out the paper Confidentiality Request form and scan it.

4. Make note of the number in the upper right hand corner of the paper Confidentiality
Request form (paper Control Number). You will need this number later.

5. Create a PDF file that contains both your affidavit and the scanned version of your paper
Confidentiality Request form.

16
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How to File a Confidential CD (Continued)

6. Log into the ERF system and fill out the electronic confidential request form.

When you get to the Description box in section 3: Upload File, enter the paper Control
Number from step 4, followed by the description used on the paper Confidentiality
Request form.

Sectlon 3: Upload File  ** Include affldavit attesting to the foregolng In the file to be upload **

Partl  Patd _ Partd
Docket 10: L — (- . | E—
Exarnple; 16255 fri 100

| Check Docket

CONFIDENTTAL DOCUMENT  (Click Rrowse utton Lo seled the file you would ke to upload. )
HBrowse...

Descripti Documenttyps
: ‘ | - Select Document Type —

PSC 2 requires thal you alsa file a redaced copy of this confidential fifing (if applicable). If you have such a copy ready For filing, please uplosd it now:
REDACTED DOCUMENT (Public Varsion)

Browse...

7. After you click the Upload Confidential button you will see a copy of the completed
electronic confidentiality form. Make note of the number in the upper right hand corner
(electronic Control Number).

Control# : 31187

Electronic Regulatory Filing System 3270-UR -113
AT
i Confidentiality Request
2084 (03/22/04) pyblic Service Commission of
Wisconsin
P.O. Box 7854
Madison, W1 53707-7854 Wis. Admin. Code § PSC 2.12; Wis. Stats §§ 196.14.196.72 and 196.795

** All fields are required except note **

8. Write the electronic control number behind the description on the paper Confidentiality
Request form. This will allow PSC staff to match the CD with the electronic affidavit.

9. Send or deliver your CD and paper Confidentiality Request form to the Public Service
Commission. The electronic affidavit will be held until the CD and paper form arrive, but
no longer than 5 working days. After 5 working days the electronic filing will be rejected.

If you have any questions about this process, please contact Becky Yoh (608)-261-8521 or Gail
Fralick (608) 266-3375.

17
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After the Documents are Submitted

Once the document is submitted it will be marked as pending. Pending means that the document
has been received by the Public Service Commission, but it has not been processed.

Staff of the Records Management Unit will review the documents and approve or reject them.
When the filings are processed the submitter will be notified via email. The email will include
the document name, type, description, received date and file status. If the filing was rejected, the
rejection reason will be included in the email.

18
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Check Document Status

1. Users may check on the status of their filings by clicking on the Accepted, Pending or

Rejected links under User’s Documents Activity Status.

G-_h v | B https: fpscvi.goviappser_upkoadfcontent e, asp b 8 |4riix

W gEERF System B - B - dh - [5hPege

ERF ~ -
Electronic Regulatory Filing System N

=
ERF Upload Welcome Joe User.
tE e Monday, June 05, 2008 4:29:22 P 42D Hom to e Redocted Cooy
Public Dociusment
« Existrg Dockel User's Documents Activity Status Have you heard about ERF Subscription?
skl 4 Accapted All ERF users are able to et up a varisty of possible searches, base on utility, industry type, documents type
» New 1 Non Docket o type, or full case number, On a periadic basis, the system searches the database for any now documents ma
i Eending specified criteria. When matching documents are found, an e-mail is generatad to the subscribing user with |
+ Redacled Copy 55 Reiected rmatching documents.

Confidential Document
* Existirg Dockst
* e | on Docket
Check Document Status
* Accepted
+ Pending
+ Repected
User Maintenace
* Modity Profis
+ Change Password

» Subseription

2. The document status screen will list the documents with the status the user specified. If a

document is rejected the reason for rejection is also listed on this screen.

Users are encouraged to use this screen to check on the status of their documents. The
status of the documents is updated in real time as the documents are processed.
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Modify User Profile

1. Users may change their profile information by clicking on the Modify Profile entry on the
User Maintenance side menu.
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2. To change the Individual User profile information

Enter all the required fields, and all pertinent optional fields.

Click the Update User Info button, to save the changes. (A message will appear above the
buttons to indicate that the information has been updated.)

Click the Back to Menu button to return to the menu.
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Change Logon Password

1. Users may change their password by clicking on Change Password under the User
Maintenance side menu.
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2. Enter the new password in both the New Password and Confirm Password boxes.

Click Submit to save the password.
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Subscriptions

Add a New Subscription

Subscribing to a list allows a user to automatically receive email notification whenever a
document is accepted that meets specific criteria. For example, a user may create a search
subscription relating to a specific docket number, or a specific document type (such as a
testimony or motion).

Subscription List notifications will be run a set times during the day by an automated process.
One email will be sent for each search subscription if there are new documents that match those
subscriptions.

1. Users may subscribe to a search list by clicking on the Subscription side menu.

2. To add a new subscription, click on the New Subscription button.
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Add a New Subscription (Continued)

3. Enter criteria in one or more of the boxes provided.
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4. To view the results, click the View Subscribe Result button. The information returned
will be displayed below the buttons.

5. To save the subscription: Enter a Name and then Click the Save -> Subscribe List button.
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Edit a Subscription

1.

Users may edit a subscription by clicking on the Edit button in front of a subscription
name.
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To view the search results, click the View Subscribe Result button. The information
returned will be displayed below the buttons.

To save the search:
Click the Save Subscribe List button.

Delete a Search

Users may delete a search by clicking the delete button in front of the subscription name.

Run a Search

Users may run a subscription by clicking on the subscription Name.
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Corporate Accounts

Check Document Status

1.

Corporate Accounts may check on the status of all documents that have been filed on
their behalf by clicking on the Check Document Status link.

The document status screen will list the pending, accepted, and rejected documents. If a
document is rejected the reason for rejection is also listed on this screen.

Users are encouraged to use this screen to check on the status of their documents. The
status of the documents is updated in real time as the documents are processed.

Modify Corporate Admin Profile

1.

Corporate accounts may change their profile information by clicking on the Modify
Admin Profile link.

To change the account information:

Enter all the required fields, and all pertinent optional fields.
Click the Update User Info button, to save the changes. (A message will appear above the
buttons to indicate that the information has been updated.)

Click the Back to Menu button to return to the menu.

Change Corporate Password

1.

Users may change their password by clicking on the Change Password link.

2. Enter the new password in both the New Password and Confirm Password boxes.

Click Submit to save the password.

Modify Authorized User Accounts

1.

Corporate account may add accounts or make current account inactive by clicking on the
Modify Authorized User Access link.

To add a new user account,

Enter a unique Logon ID for the new account.
Set the Active User indicatory to Y-Yes or N-No
Click the Add New User button.

To change the active status on an account,

Click Edit in front of the account to be changed

Changed the Active User indicator to Y (activate account) or N (make account inactive)
Click Update to save changes OR

Click Cancel to ignore the changes.

Note: Accounts can be made inactive but they can not be deleted because the account
information is stored with every document that is submitted using this system.
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