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Electronic Filing Technical Requirements & Manual 

 

1 Introduction  
 
1.01   This document contains instructions and technical or functional requirements for 
the submission of digitized electronic files via the Internet (E-Filing) using the Docketing 
Information System (DIS) of the Public Utilities Commission of Ohio (PUCO) and the 
Ohio Power Siting Board (OPSB). Legal requirements and rules relating to procedures 
for PUCO cases can be found in Chapter 4901-1 of the Ohio Administrative Code 
(O.A.C.), and Case No. 06-900-AU-WVR.  Likewise, legal requirements and rules 
relating to procedures for OPSB cases can be found in Chapter 4906-1, O.A.C. and 
Case No. 10-2404-GE-WVR. Notice of revisions of this manual will be sent to 
subscribers of the E-File Listserv. This manual is available on the DIS home page by 
clicking on Electronic Filing Information & Links. 
 
1.02   This document presupposes the filerôs access to the internet and the ability to 
create electronic files in portable document format (PDF). DIS and the integrated E-
Filing functions are designed to be easy to use at minimal cost to the filer. No filing fees 
are imposed and no browser or operating system restrictions have been identified at 
this time, but testing has been limited to the computer hardware and software readily 
available to the PUCO and OPSB. Technical advice and notice of restrictions will be 
published on the E-File Listserv and incorporated into subsequent revisions of this 
manual. The PUCO and OPSB reserve the right to impose, without advance notice, 
restrictions or conditions to safeguard the system and data, including the revocation of 
privileges for any user or party, and the temporary or permanent termination of this 
system. Each filer and the party on whose behalf the filing is made assumes all risks 
associated with the use of the system, including the risk that the system or E-Filing 
function may become unavailable at any time without prior notice, or that electronic mail 
(email) notifications sent by DIS may be blocked or delayed by causes beyond the 
control of the PUCO, OPSB, or the participant.  
 
1.03   Although DIS is generally available on a continuous basis, the system may 
become unavailable without prior notice due to technical malfunctions or power 
outages. E-Filed documents must be both uploaded to the system and accepted by the 
the Docketing Division (Docketing) to be considered duly filed. DIS provides both online 
and email confirmations when a document is successfully uploaded and indexed. The 
system also inserts a time and date stamp as the last page of the official PDF 
document. In the absence of a confirmation, the filer should assume that the filing was 
not completed. Filings may be made at any time the system is available, but acceptance 
of the filing by Docketing will be deemed to occur on the date time-stamped by the 

http://dis.puc.state.oh.us/
http://dis.puc.state.oh.us/
http://codes.ohio.gov/oac/4901-1
http://codes.ohio.gov/oac/
http://dis.puc.state.oh.us/CaseRecord.aspx?CaseNo=06-900
http://codes.ohio.gov/oac/4901-1
http://dis.puc.state.oh.us/CaseRecord.aspx?CaseNo=10-2404
http://www.puco.ohio.gov/apps/ListServHelper/index.cfm?list=efile
http://dis.puc.state.oh.us/
http://www.puco.ohio.gov/PUCO/Docketing/DocketingInformation.cfm?id=6822
http://www.puco.ohio.gov/apps/ListServHelper/index.cfm?list=efile
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system on the final page of the official PDF document if confirmation occurred during 
Docketingôs normal business hours, or on the next business day if confirmation occurred 
after 5:30 p.m.   
 
1.04   Docketing may reject any filing if the document is unreadable, fails to meet legal 
or technical requirements listed herein, or for any reason applicable to a paper filing. 
Upon acceptance by Docketing, the filing is posted on the DIS web site and notification 
is sent via email to all subscribers to the case(s), including the filer.  
 
1.05   Certain documents, such as applications for rehearing pursuant to Ohio Revised 
Code Section 4903.10 or notices of appeal under ORC Section 4903.11 are subject to 
statutorily imposed deadlines which the PUCO (or the OPSB under ORC Section 
4906.12) can not extend. Filers are advised to make alternative arrangements for such 
filings in the event of an outage or technical failure.  For all other filings, the E-Filing 
system will be deemed to be subject to a technical failure on a given day if it is unable to 
accept filings continuously or intermittently over the course of any period of time greater 
than one hour after 12:00 p.m.  Should a technical failure occur, a filing (other than an 
application for rehearing or notice of appeal) which was not filed because of a technical 
failure shall be deemed timely filed if actually filed the next business day the system is 
able to accept filings.  Such a delayed filing shall be accompanied by an affidavit 
attesting to the filerôs unsuccessful attempts to file electronically at least two times after 
12:00 p.m. separated by at least one hour or one time after 4:00 p.m. on each day of 
delay due to technical failure.   
 
1.06   E-Filing is voluntary and may be used at the filerôs discretion where not otherwise 
restricted. However, as a condition of making an E-Filing in any particular case, the filer 
agrees to be served via email notifications on all subsequent filings in that particular 
case. The filer may choose to make a paper filing for any particular document or case. 
But for those documents which are E-Filed, the PDF file becomes the official version of 
the document and no paper copy exists. Therefore, the E-filed document must be freely 
accessible to the public and in a file format that provides a consistent and predictable 
visual appearance, independent of the program used to create it. DIS currently uses the 
PDF file format to display scanned images of paper filings (with embedded optically 
recognized text for search capability). PDF viewer and creation software is available at 
little or no cost, and the PDF format provides fixed pagination for citation in legal 
pleadings. The use of a PDF file also allows the system to automatically insert a final 
page showing the time, case, and other filing information, and password protect the file 
against modifications to provide a measure of assurance for documents not directly 
downloaded from DIS.  
 
1.07   While DIS and the computer network are protected by appropriate safeguards, 
including firewalls, redundant systems, and off-site backups, all computer systems are 
subject to failures and attacks. For this reason, all filings are scanned with anti-virus 
software and blocked from upload if infection is detected. Accepted filings are 
subsequently filmed to create unalterable long-term archival records consistent with 
State of Ohio retention requirements. The PDF version of the document will be deemed 

http://codes.ohio.gov/orc/4903.10
http://codes.ohio.gov/orc/4903.11
http://codes.ohio.gov/orc/4906.12
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the ñofficialò document subject to verification with the filmed image.  In the event that 
only a locked PDF version of a document is available, the filer may create a cover letter 
explaining such circumstances. The PDF version of the cover letter will serve as the 
official filing, and the locked PDF file can be uploaded as a source file (as described in 
the next section and Step 5 of the filing process, shown below). 
 
1.08   In addition to the official PDF document, the system incorporates the acceptance 
of underlying source files wherever feasible. While the PDF version serves as the 
official document, in most instances the original source files are of greater utility to the 
parties, while providing superior indexing and search functionality. In addition, software 
is now available to eliminate metadata and the associated concerns of unintended 
exposure of data.  Available source files should be included with each filing.  
 
1.09   No documents containing confidential or proprietary information should be E-
Filed, but redacted versions of confidential documents may be E-Filed. Confidential or 
proprietary information may be delivered to Docketing in acceptable electronic formats 
on CD-ROM with 2 paper copies. Other restrictions may apply to the E-Filing of certain 
document types or in specific cases. Filers should consult Chapters 4901-1 and 4906-1, 
O.A.C., as well as Case Nos. 06-900-AU-WVR and 10-2404-GE-WVR for PUCO and 
OPSB cases, respectively. 
 
1.10   As a condition of E-Filing, parties who choose to E-File agree to be served via 
automatic system-generated electronic mail notifications of all subsequent filings in the 
cases in which they E-File. The DIS case record service list indicates which parties are 
E-Filers in the case who will be served by DIS. All other parties must be served by 
traditional methods. Parties may chose to E-File in some cases and paper file in others.  
 
In order to electronically file documents with DIS, you will first need to: 

¶ complete and submit a participation agreement via fax or hardcopy,  

¶ create an account, and  

¶ create a DIS profile. 
After fulfilling these preliminary one-time requirements and approval of the filerôs profile 
by Docketing, the filer will need to create and/or assemble the electronic files and 
complete the actual filing process.  Each of these steps in the process is shown and 
discussed in more detail in the sections below.  
 
 

2 Participation Agreement  

2.01   The electronic filing participation agreement is appended to this manual and 
available on the DIS home page by clicking on Electronic Filing Information & Links. 
Each participant (other than PUCO or OPSB employees) will need to complete and 
submit an agreement via fax or hardcopy to Docketing before E-Filing will be permitted.  

http://codes.ohio.gov/oac/4901-1
http://codes.ohio.gov/oac/4906-1
http://dis.puc.state.oh.us/CaseRecord.aspx?CaseNo=06-900
http://dis.puc.state.oh.us/CaseRecord.aspx?CaseNo=10-2404
http://www.puco.ohio.gov/PUCO/Docketing/DocketingInformation.cfm?id=6822
http://dis.puc.state.oh.us/
http://www.puco.ohio.gov/PUCO/Docketing/DocketingInformation.cfm?id=6822
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2.02   Each filer (other than PUCO and OPSB employees) must also create an account 
(username and password). The use of the filerôs username and password constitutes 
validation that E-Filed documents were submitted by the filer on behalf of each party 
indicated by the filing, unless the filer notifies Docketing of an error or inaccuracy. Each 
filer must monitor email notifications and confirmation messages sent by DIS and notify 
Docketing immediately upon discovery of any error or inaccuracy. The use of ñ/sò 
immediately before the filerôs name constitutes the filerôs signature in all documents E-
Filed using the filerôs account,. DIS electronic mail notification of filings constitutes valid 
service of documents.  
 
 

3 Creating an Account  
3.01   PUCO and OPSB employees must add ñpuc\ò before their usernames when 
logging into DIS. All other users must create an account (which will be used for 
conducting all electronic transactions with the PUCO or OPSB) by going to the DIS web 
site (http://dis.puc.state.oh.us/) and clicking on the ñSubscribe & E-fileò link.  

 
 
3.02   Depending on your web browser and/or operating system security settings, you 
may be prompted to respond to a dialogue box like the one shown below. If so, click 
ñyesò. 

 
 

Click on ñSubscribe & E-fileò link. 

http://dis.puc.state.oh.us/
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3.03   This should take you to the account log in screen shown below. 

 
If you do not already have an account, click on the ñCreate Accountò link as shown 
above.  If you already have an account, enter your user name (PUCO and OPSB 
employees must add ñpuc\ò before their usernames which are not case sensitive) and 
password (which is case sensitive). If you wish to avoid entering this information every 
time you log in, you can check the box to have your browser remember this information.  
 
3.04   Clicking on the ñCreate Accountò link on the account log-in page should take you 
to the ñSign Up for Your New Accountò page shown below. 

 
 
Fill in your choices for username, password, primary E-mail address and your own 
security question and answer. Your username can be anything you select which is not 
already in use.  Your password must be at least 8 characters, and contain at least three 
of the following four character types:  
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1. English alphabetic uppercase characters: A through Z; 

2. English alphabetic lowercase characters: a through z; 

3. numbers: 0 though 9; 

4. punctuation characters: - ! , $ # % ï ? 

You will also be asked to create a security question and answer to be used in the event 
you forget your password. You can create whatever security question and answer you 
wish, but they should be simple and easy to remember. Please note that the answer is 
case sensitive.  

3.05   If you forget your username or password, click on the ñForgot Passwordò link on 
the ñLog Inò page and you will see the screen shown below. You can enter either your 
username or your primary e-mail address. You will then be prompted to answer your 
security question (which is case sensitive). After you have correctly answered, your 
password will be automatically reset and the new password will be sent to your primary 
e-mail address.   
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4 Creating a DIS Profile  
4.01   After you have created your account, you will be able to log into DIS by going to 
the DIS home page (http://dis.puc.state.oh.us) and clicking on the ñSubscribe & E-fileò 
link.  This will take you to the log-in screen shown below.   

 
 
4.02   Upon successfully logging in, you should see a personalized DIS page similar to 
the one shown below:  

 
System messages like the one shown above (ñA profile is required before documents 
can be filed.ò) are displayed in red. Each participant must complete the DIS profile 
information and be approved by Docketing before the ñE-File a documentò link becomes 
active. You can, however, modify your subscriptions without being approved for E-

http://dis.puc.state.oh.us)/
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Filing. To complete your profile information, click on the ñAdd/Modify Profile Informationò 
link under the ñProfileò column, which will take you to your profile screen.   
 
4.03   Your DIS profile contains information which will allow DIS to identify you as a filer 
and will be used to contact you if there is a problem with a filing. Before you can file a 
document, you must complete your profile information and click the ñSaveò button, 
which will take you back to your personal DIS page.  
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4.04   The system message shown on the screen below indicates that this filerôs profile 
has not yet been approved and the ñE-File a documentò link under the ñFileò column is 
not active.  

 
The system will alert Docketing to review your profile for approval so that you can begin 
E-Filing. If you need immediate assistance, call (614) 466-4095. Upon approval of your 
profile, the following message will be sent to your primary address (listed under the 
ñProfileò column of your personal DIS page):  
From: DISSUBCRIPTION  @ puc.state.oh.us  

NOTICE: Do not reply to the sender address of thi s message. Please send all 

replies or questions to docketing  @ puc.state.oh.us or call (614) 466 - 4095 .  

 

Your DIS profile has been approved. You are now able to subscribe to case and 

daily activity distribution lists, and file documents by logging in to the  

PUCOôs Docketing Information System at: 

 

http://dis.puc.state.oh.us/  

 

For questions or assistance, please call the PUCO Docketing Division at (614) 

466 - 4095 .  

 

http://dis.puc.state.oh.us/
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4.05   Your E-Filing profile maintains a list of the cases in which you file so that you will 
be served with e-mail notifications on those cases. You can add cases to your profile 
during the filing process or by clicking on the links under the ñProfileò column of your 
personal DIS page which will take you to a screen similar to the one shown below. To 
add cases to your profile, enter a case number (YY-NN) and click the ñAddò button.  

 
4.06   Cases showing the full case number will appear in the list on the right. Note that 
no filings are permitted in closed or archived cases. If a case is closed, it will be 
automatically removed from your profile list. When you are done, click the ñSaveò button 
which will return you to your personal DIS page. 
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4.07   Your profile also maintains a list of the parties on whose behalf you make filings. 
You can add a new party to your profile during the filing process or by clicking on the 
ñPartiesò link under the profile column of your personal DIS page to get to the following 
screen.  

 
If the party is a person, fill in the First, Middle and Last Name fields in the box and click 
the ñAddò button.  
 
4.08   If the party is not a person, fill in the Add a new Company/Organization box and 
click the ñAddò button. Your parties should appear in the list on the right. To remove a 
party, select the name in the list and click the ñRemoveò button.  

 


