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About the Virginia SCC Electronic Case Filing System 

Since April 2002, the Virginia State Corporation Commission (SCC) has electronically 
scanned all hard copy public documents related to SCC proceedings. This internal process 
has allowed all case- related documents to be accessible to the public for viewing, printing, 
or downloading via the Docket Search feature of the SCC website: 
https://www.scc.virginia.gov/DocketSearch/ 

Since January 2001, the SCC has sponsored electronic filing for SCC case-related proceedings. 

Initially limiting submissions to 20 pages, in January 2008, the Commission entered a final 
order in case number CLK-2007-00005 allowing electronic filing of documents of up to 100 
pages for the convenience of all case participants. 

The COVID-19 pandemic prompted modification again in 2020, and the current standard 
for electronic filing is now up to 250 pages (not to exceed 10MB). 

Electronic filing is not mandatory. However, the Commission strongly encourages it as 
allowed per the SCC’s Rules of Practice and Procedure  

This User Guide describes how to electronically file documents in cases before the SCC. The 
specific guidelines for e-Filing are explained in Part II of this manual. 

You are strongly encouraged to thoroughly review the entire manual. The following are key 
highlights to remember. 
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SCC e-Filing Highlights 
• Approximately 95 percent of all documents filed in SCC cases are 250 pages or less.

The size of such documents is readily manageable in an electronic form and can
be conveniently printed, as needed. 

• Only the most complex applications, pre-filed testimony, and exhibits exceed 250
pages. Because of their size, hard copies of such (and the required 15 copies)
must continue to be filed directly with the SCC’s Document Control Center. 

• Any person wishing to take advantage of this feature is required to submit a
signed,filing authorization form. The form can be found on the SCC website at:
https://www.scc.virginia.gov/clk/efiling/

• For all electronic submissions, the person signing any document must be identified
as the filer regardless of who submits the filing on behalf of the filer.

• Any electronic submission must be sent as one file in Portable Document Format
(PDF). This ensures that the electronic document file can be printed as a paper
document without loss of content or appearance.

• The Commission shall accept no responsibility for inadvertent display of filings

• As an incentive to use e-filing, submissions filed electronically are exempt from the
Commission’s hard copy requirements. Submissions filed electronically that
otherwise would incorporate large exhibits impractical for conversion to electronic 
format must be identified in the filing and include a statement that the exhibit has 
been filed in hardcopy and is available from the SCC or the filing party. Each such 
exhibit must be filed in original and 15 copies. 

• Electronic filings may be submitted at any time and will be deemed filed on the date
and at the time the electronic document is received by the SCC's database. If a
document is received when the Clerk's Office is not open for public business, the
document shall be deemed filed on the next regular business day.

• Documents successfully submitted electronically to the SCC will generate an e-mail
acknowledgement to the filer indicating receipt.

intended for restricted audience. Any confidential document to be filed under 
seal may be submitted on USB (universal serial bus) flash drive directly with the 
Document Control Center. 
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• An electronic submission can be rejected by the Document Control Center if it is
not properly identified or does not comply with all formatting requirements. The filer
will be notified of any rejection.

• Any correction or modification to an electronic filing already submitted and
accepted will require a new, revised filing with the SCC. Previously submitted
filing(s) cannot be substituted or replaced. Instead, both the original and revised
filings will be posted in the order of receipt.

• The filer is responsible for any delay, disruption, or interruption of the electronic
submission and accepts the full risk that a document may not be properly filed as a
result.

• The filing party is responsible for serving the document in accordance with
applicable rules and orders, including service on the appropriate SCC attorney. If
any party indicates a preference, it is permissible to provide such documents
electronically.

• In the event the electronic filing procedure is not a convenient method for
submitting an electronic version of a document with the SCC, the Document Control
Center will accept a USB flash drive.

• With any flash drive submission, the hardware must be accompanied by clear
labeling to include the case number, the name of the filing party, a brief description
of the document on the drive, the number of pages, and any special instructions. If
the flash drive contains a filing that exceeds 250 pages, the filer must still provide
an original and 15 copies per the SCC’s Rules of Practice and Procedure.
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Electronic Filing Overview 

There are four steps that must be taken prior to using the SCC’s Electronic Case Filing System. 
1. Obtain a copy of the User Guide from the SCC website and review its contents. The

guide is available on the SCC website at: https://www.scc.virginia.gov/clk/efiling/
2. Complete and submit the SCC’s e-filing authorization form. The form can be

accessed from the SCC website at: https://www.scc.virginia.gov/clk/efiling/
3. Upon receipt of the authorization form, the SCC will send a confirmation e-mail by

which the user may log in to the system and create a personal password. (The
password must be at least 8 characters and include at least one uppercase letter,
one number and one special character.)

4. Obtain Adobe Acrobat software (preferably the latest version) to convert your
documents to the required portable document format (PDF). See
http://www.adobe.com to learn more about the Acrobat software.

For questions or additional information on the SCC’s Electronic Case Filing system, contact: 

Division of Information Resources 
(804) 371-9141

or 

Document Control Center Clerk’s Office 
(804) 371-9838



Part I - Getting Started 

A. How Do I Begin?

Complete and sign the sec Electronic Filing Authorization from the sec website at: 
https:/ /www.sec.vi rgin ia .gov /clk/efil ing/ 

By submitting the authorization form, you agree to abide by the SCC's Electronic 
Document Filing rules and guidelines. Further, you agree that your e-mail address and 
personal filer password shall serve as and constitute your signature for all purposes with 
respect to any document that you submit or authorize to be submitted electronically. 

For all electronic submissions, the person signing any document must be identified 
as the filer regardless of who submits the filing on behalf of the filer. 

The signed authorization form must be delivered to the Document Control Center of the 
Clerk's Office. The Clerk's Office must have the authorization on file to fulfill the 
requirements of 5 VAC 5-20-20 of the SCC's Rules of Practice and Procedure 
(https:/ /www .sec. virgin ia .gov/pages/Rules-of-Practice-and-Procedure). 

Once the Document Control Center receives an authorization form, the sec will notify the 
authorized filer by e-mail that an e-Filing account has been created. The e-mail will contain 
a link to allow the authorized filer to log into the account for the first time. 

Dar eijlins User. 

As a rtSUlt of submitting the crili11,1 Authorintion form with the Clak's Office of the Virgjllia Staie Corporation Commission. 1 new cfl.liu 
account hu b«n aeattd for you 

Please \1$< the fotlowu21 link bUP \\'\\'\\' f« ,ir:Brnil 19' £filingpubjjc,Rs,<3Pmword lfPi'S" 
idsYOBuAGOMgBIAGEAL1BmAOEAs181AGUAcxBAAHMAYwBjAC-IAdgBpAHIAZw8pAG4A10BhAC-IAZw8,·AHYArAC•• 
2fOr1EYRook 7sxV ,WmoDnxSd-lgA. t3d0 

.34 10 log into row- ICl:OIIIII for the fim time The pusword link will t.'q)Ue in 72 hOllfJ 

After logging into the SCC cElin.a Website for the fim time. you will be pl'ompctd to enter In�• passw«d (you netd 10 mtcrthis mice) Please 
re1ain yow new password for futwc use 

Once )'OIi �,·c cntatd your new passw«d and lontd mto the syttcm. please rC'\icw yow llCCOWlt infollJllltion to auure its accuracy 

Pleuc pint this anlil to rrtain it for yow-r«ords 

Upon accessing the system, the authorized filer will be prompted to create a new password (to 
be entered twice for confirmation). The password must be at least 8 characters in length, 
include at least one uppercase letter, one number, and one special character. 
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B. How Do I File a PDF File on the sec Web Site?

1. Go to the sec website at https://www.scc.virginia.gov

2. Select the link to Case Information - https://www.scc.virginia.gov/pages/Case-lnformation

3. Select the link to Electronic Filing - https://www.scc.virginia.gov/clk/efiling/

Your computer screen will display the following and you will be prompted to log in by entering 
your e-mail address and password: 

sec 
SCCKome I ,._sec I Cont,ctU■ I Pn ... cy Pol,cy 

stAu co•,-0••110H 

(OMMIIHON 

case lotormation 

Case eFiling System 

Any person wishing to file case documents electronically must first complete an Electronjc Document EIIID9 AUJhopzauon Form. This form must be 
physically filed with the Document control center of the Cle© office The form includes Instructions on where and how to send 11 No document can 
be riled electronically until the Clerk of the Commission issues a password that the user may change, as needed. The form and passw-0rd serve two 
purposes· 

• The passwOfd confirms that a documenl being submitted etecuonlcally Is being senl by an authOflZed flier.
• The form assures that the filer's actual signature Is on file with the Clerk's Office as required by sec rule (5 VAC S--20-20. Good faith pleading 

and practice).

Before submitting a document electronically, filers are urged to review the Electrornc Fjhng procedyres and the Usgr GUide. 

Email: 

Password: 

Sign ,n with your Can eFiling Account 

case eFlllng upload recommendallons: 
;:=======:::::: 

The case eFlllng program will operate most effic,ently when the eFller. 
'------------' 

I Sign tn ! 
• Creates lhe PDF•formatted submission directly r,om elecllonlC documents, rather than by 

scanning hardcopy documents. but eFllers who prefer to scan hardcopy documents to create 
PDF-formatted submissions must e�ercise care to avoid creating non-standard formed 
metadata, which may result ,n the reJectlon of the document by the e-Flltng system.

• Submits a file size of less than one Gigabyte; the submission file srze can be determined by 
opening the PDF-formatted document. clicking on "File" In the toolbar, and then clicking on 
"Properties• 

• uses broadband or DSL speed for submissions

If the eFiler uses other approaches to create and submit documents, this could give unpredictable 
results, which may Include rejection of the document by the Case eFrlrng system. 

For help uploading a case eF1ling submission contact ken schradl§:�gi.Oli.g2:1: 

FQrgoJ your Password' 

Once the information is entered, select SIGN IN. 
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Your computer screen will display a Welcome page 

sec 
SCCHomc I AbotitSOC I eo.,-.ua I PriHcyPolicy 

------
ITATI coaPOIAllOH 

(OMMIUIONI 

Case Information 

llome I Submit A Document I Account Information I Change Password I User Guide I Log Off 

Welcome, User. 

To ensure accuracy please check your account information periodically. 

Would you like to submit a document, change your password. or update your account information? 

� 

Noede0:lr1Jonel.,forrrwi-,>Contact�ll!!!J!.92! Webmteq...,_,.,ca11ae1 ��ll'!!!!!.92! 

� �oo'�(t.cei.-� 

Select the link to SUBMIT A DOCUMENT. Your computer screen will now display the 
Document Submission page. 

sec 
SCCHono, ' --..sec I ConuctU• Pri ... cyPohcy 

- - - --

S1Afl COIP08ATION 

(0MMlUt0N 

case JotocroaJlon 

Home I Subm•LA Document I /\e_covnLtnlorm<1\•on I Chinge_P_nsword I User_Gu•de I Log Off 

Electronic Document Submission 

You are about to subm� a PDF document PDF documents greater than 250 pages will not be accepte<I 
Please make sure your POF document s r>ame ,s no longe< than 100 characters. 

POF Document! ChooH FIie I No f.le choHn ! Anadi PDF Oocumenl I

A PDF document musr be artached before any fields can be filled m. 

The boxes marked w,th an· must conta,n the required Information. 

Sttect 0ocumen1 Type .., • {Required) 

• {Required) 

Case Number (of alr•ld>' •ssq,,<1) 
case Name {11 knOV,11) 
(km.ltd to 2� dlafa(tt<S) 

Document Type 
(IJse ·011>er Sul)t)ortng ooeu-nenr w une«ta ,i) 
Document Description summary 
(km.ltd to 1000 cnarac1ers) 

Total Number of Pages Select# Of Pages v • {Required) 

-­

Niecdodcnonalfforma1JOn1Conl.eci�QQ! Wet..-tcQJeSIIOnS?�ec, ���QQ!' 

� �� (uul�Warl) 



The form fields cannot be completed until the PDF file intended for submission is 
designated. 

Step 1 - Select CHOOSE FILE to navigate to the PDF file on your computer in 
whichever drive (C:, D:, U:, etc.) it may be stored. This configuration may depend 
on your own computer system or that of the firm or organization that operates your 
information technology system. 

sec 
sec Mame I About SCC I Con!.ocl IJ1 I l>riY.ocy Policy 

-----
IT&tt (OIPOIAIION 

COMMISSIOI< 

Case Information 

Home I Submit A Document I Account Information I Change Password I User Guide I Log Off 

Electronic Document S1Jbmission 

You a,e about to submit a PDF doc-ument PDF documents greater than 250 pages will not be accepted. 
Please make sure your PDF documents name is no longer than 100 characters. 

PDF Document @hoose €�� [j.uaeh PDF Ooeumeni.J � 

A PDF documenr mus X 

The boxes mart<ed with an 

Case Num be1 (1f a..rucy as.s 
case Name (ifllnown) 
(lim,1ed lo 2 50 dlaracters) 

Document Type 
� "Oth.-r SlrpportinQ 0ocum 

Document Description Su 
(lim,1ed lo 1000 cnaracters) 

Tolal Numb-et of Pages 

'. • This PC • Ooa,mfflts 

New folder 

This PC 

.., Cl P Search Oo<um"'ts 

El 9 

:, 300bjtw 

• �kt.op
@ SCC_Oucst1<>nn•irc_for_Ovtsid'(_Employmcm..Voluntctr 
@ s,c,orgchan.pdf 

• Documents
... Oownlo•ds
Ji Musi, y < 

File name I TH'.lfilepdf 

IN ffl(IMe.pdf 

(i:l lfflfilepdf 
� •• -��--- ,,.-Jt 

Selec.t # Of Page v "{Re(lul1e<f) 

� 

v: Allfiles(",1 

Open C.ncd 

& � (Required) 

> 

V 

Need odcltt10nol 1"1forma1,on1 Comact �Q!Zt Wttlsl:e qun1>0M7 Cootac:t ��-Yl!ll!IM.QQf 

� �� (Exool. --- Wo,d) 

Step 2 - choose the correct file and select OPEN 
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Upon the OPEN selection, the designated file will automatically transfer, and 
the name of the file will display next to the text box. 

sec 
9CCI-I-, I -..sec I 0-..C.U. ~-Poley 

1,IA.11 CO.JIOIAft.Ohl 

<0••1u1O .. 

case1otoanauon 

Electronic Document Submission 

YOU lilt aboUl 10 submit a POf doaimffll. POf do(umenu great(( !NA 2� ptges 1\1II l'IOI be �td. 
P1eMe m�ke $1.ll'e yOI# PDF ·$ name Is no 10t19e1 tl\&n 100 eMrectet$ 

I Attad, PDF Oorumlln'I ' 

A PDF documenr must be atrached befo1e any ftelds can be fr/led in. 

� boxrs marltt'd wrtt1 an • must oonlaln tile rtqulrt'd inrormauon 

Case Number (� �-,v,o,,i 

case Namt (II -l 
fln\'-f<l II> 250 (Ntl<tf<I) 

Ooaimenl Type elect D 
(Uw"Ot"M�onooecun--d_.n, 

ooaime111 Oe$Cfip(l0n summary 
-n�lld'°1000Cl\¥�ffll 

R4H1 

n!T v • (Requlr�) 

v • (RequlrNI) 

_....._. 

'-red� �lO'I' Ccrla..."'1 l(Qf"l-oc.«, f'T";'llrN GOV � Quraalll Ccfllm: wtClfflnt� ,-»Qll"III W--

� �� :L..-t .............. .,... 

Once you are certain it is the correct file, select ATTACH PDF DOCUMENT. 

A new page will display on your monitor indicating the (filename) of the attached file, 
and the form fields will accept input. (You may experience a short delay while the file 
loads.) 
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sec 
--· ..... ICC ,__,... .... .. ,...,, 

IUU (0O0,UII0M 

COIIUIUIIO .. 

ease lotpqnauoo Fllolood,,,._ 
m•1 •P�•r brt.fl}. 

tronic Document Submis 

Electronic Document Submission 

Your PDF (TestF,/e pdf) was arrached 

�:: Please. wa,1 while we process yout submis. 
speed and siZe of document. 

The box�s mar1<ed v.,t� an• must eoola•• �• requued info,m 

case Numbe< (' waorm>9"fdJ 
Case Name (d '-"l 
{limit.IC to 2.50 C.l\lflCttrS) 

v •(Reqwed) 

• (Requ red) 
Total Numbtr of Pages Fs.r.a • Of P111oa -?) • (Reqwed) 

-­

��.,.,Ofll'nsl.o'l'Corcer:1��,...w, ��'Cotti.ct �J'lt"'h9'"'91"'1Wf 

,....�•'O'"-Oe' �O'fa��fl-........,._.___,,.,, 

Step 3: The form fields are now active; enter the information as indicated. 

• The Case Number (if already assigned).

This number is assigned by the Clerk's Office the first time it receives any new

application, petition, motion, complaint, or pleading. The typical format is 'area'

-'year' - 'number' (assigned by the Clerk): CLK-2021-00005

Areas: 
CLK - Cases involving Office of the Clerk 
BFI - Cases involving Financial Institutions 
INS - Cases involving Insurance 
PUR- Cases involving Public Utilities (Communications, Energy, Water/Sewer) 
SRF - Cases involving Securities 
URS - Cases involving Utility & Railroad Safety 
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• The Case Name (if known).

This is typically how an SCC case is styled.

APPLICATION OF HIGHLAND NEW WIND DEVELOPMENT, LLC 

For Approval to Construct, Own and Operate an Electric 
Generation Facility in Highland County, Virginia pursuant to §§ 
56-46.1 and 56-580 D of the Code of Virginia

• The Document Type (required).

A dropdown menu is available for selecting the type which most 
accurately represents the document. Simply scroll down the list 
until you find the proper document type; double click to 
automatically populate this field. 

• Document Description Summary (required)

This is a brief description of the document being submitted. Limited 
to 1,000 characters, it may be the same as the paragraph that 
describes the document in any cover letter that accompanies the 
filing. This same summary will appear as the description on the SCC 
website and on the Daily Document Log Report prepared by the 
SCC’s Document Control Center. 

Sample Entry: 

Hearing Examiner Recommends The SCC Enter An 
Order That: Adopts The Findings Set Forth Above; 2) 
Approves The Stipulation; And 3) Dismisses This Case 
From The SCC’s Docket Of Active Cases And Passes 
The Papers Herein To The File For Ended Causes. 

• Total Number of Pages (required)
This number should represent all pages that will be generated by the 
PDF file; it may not exceed 250. Upon completion select the SUBMIT 
button. 

NOTE: The RESET button will clear all information and remove file attachment and 
you will be required to start again.  



On SUBMIT, the following screen will appear while the submission is processed. 
Expect a delay depending on your Internet connection speed and file size. 

sec 
SCCHame l.boutSCC I Cormau, I Pmac,Poh:y 

HAll co■,otAll0N 
COM"'IU!ON 

Cas.t tnformation 

Electronic Document Submission 

Your PDF (Tesrfile.pd() was arrached. 

The boxes marked with an • must conlail Ule reQuired information 

case Nu-mber(o1rt.aayass,otWO) 
C&$e Name (rt1cn::,wn) 
(lmte4to2Xlcl\ar�,) 

 )00(-2021·00� 

OO<ument Type Other Supporting OOOJrr.ent 
(Us. "Otl'IW � OOCUtYM.1° f vnctrtaf\) 
OO<um.:nt Des.crfption svnvnery 
(lmtt4 to 1000 �•11t-tnJ 

------------� 
Oescrlpt10fl of flHng ientered herie 

Total Nu:mberot Pages 

l'.l!Jffl 
� --... 

U-t�;,4-.u..,...,r_,,,,•-�11!!'.!!!..02!!' N_,..�,.._?rn:ei8"-��9.!!!!..� 

"'6>bot�P()f� �O!f>;:.0,lnMOoe.l>Or• r-1�Wl-nf] 

A successful transmission results in a Submission Results screen: 

, sec 
•«- -- I-... --

•• ,, •• tO••-ei.11.•-o.i. 

CO•��•"' 

cas. �tonnaucn 

Electronic Document Submission ResuUs 

n.11< ,OU IO< """!I lht c-tf'� IYI' .... Vo,.#...,,,..,,..,�-ti.,*" .... i 10 llht Oo<�l C:.,,,1rol C4<>1N "'lht Oll'><�ol lht c:a,,'I,. Ill 
11,t�S-CO<poQI...,-..,.,,, 

Pit Ht pmi OC09)'01 INJ 00CIUmtffl � conf,,,n11J0<1 -MO -- ·-Of,_ Of ,our Cose tow,; by,,,. Vil9"110$1l1t CO<'pOfl< ... 
Com-

vo..c ... �fngwUr«<i,«I byt',, VvgrlJ � Co,p:,•bon °""'111,...,on02I0!/20216l�! I IASPM h,1 .. n funt 

[ff(tfONt�M,rllfl.-rl,clM-,ll!M---llfOffnlf(!Ntcl• ... d•lfMdllllW!llffiflllffiottl._,<lo<umtnllJ""'•-"'U>e 
eoo,,,.,._,.-... ...-..... •••-••--UWa..\sOffi«1Jno1-,,r0<..-1mmn.,.,.c1oc..,_.i,.ai,.,-
f,l<d o,, t"lo ..... '"P" .......... .,., A 1118 ····-· ... ...,,,o,i< not,r.c.-_ "''""!pig U.. <1&1•--fftt clocum,nt is,.,......, by !ht 
Coln--611•�.._ Mtl«1r--ffl•Jl>f ttjf<1tdll ltllllOC IIJClllll:INlr,��iOI ... CMvw-.'I R>Msot 1'!1<11<t r.d 
Pr-• 

c. .. -. 

c ... -

Oocumon, Typo: 

�-io-.r,i,,o•J>l)lo<•­

ow, &uppornr,o Oo<-. 

oocumonco.�-.ior,: -.i1JOOol1-6HO 

TOUIN-0IP-

POf-

At.a� dldt ht-'t' 1' JOU IIIIOUkl llt' IO submill'i an 1ddJUot1 .. 1 Mno 

--

1 

_,...,,._.�,c-, .. �,;;�"""' ----.-·=��!;�tn,, 
.... ._,._ ..... "' .... �---� ............. ,-,..,.,._.,,_. ....... 
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It is highly recommended that you print a copy of this confirmation page as your 
record of the filing. It will include the date and time the filing was received by the 
SCC's computer system. 

sec 
•«- -I« I ---- --

•'"'• (Ot�O•••� 

(0 __ ,..,.. 

caw 1n1«m.111011 

Electronic Document Submission Results 

ni.tn1< !'I'll ro, ,ning '"' c-Cf'llrlg f)'IWffl Yo,,,-"'�- ,... bfffl Will 10 .... o«��· comroi C"'1� ill U.. 0111« Of 11,f citt\. M 
lllot�• �Corpo,lllo<l Co'Twnl•W<l 

Pio .. p,111 • COIi)' � w, Oowmtol � COf!fwmttlon � .-s • Pfl'TI•- •-d ol ,--.,1 of 'f04//l c ... t,tr,g b)-\lit 'irg,,16t SottCorl)O<ltol 
com�-

E1t<lio.,;ci.nos1"\tfbUUOo-Jt1tdM.-.,11mun:,., I l>t-ldtdettN �clOCv-1 ts=titt<!br� 
e«'rlnlbuonl dMa,., p-o,lded 111111 Ill• doc.....,..••--uw Clm.'s Ofr1tt IC not- IO< p,llllc buslnru. !ho doc:i.mont lhd 11<! dftmod 
(,Md M l!'lf M., tf9dll, ev11nus dbr A illtc .... r«�• WI tl«11� IIOl1IICWOtl ldtnf>.')1tlO lllt 6W __ .... cloC-Is�""" bf 11,t 
ec.nralisuon'l dalebas,, ,._., t1«1!0<IIC -mty II<! ••)f(1ld ,r 11 •• noc _,.., n � ..,111..., eomr._., -• ol Pracoce Md 

Pl'-• 

(He-. 

C:IM­

Docum0t1tTyp,1: 

u,-11>21-00000 

�-IO<Mrf.ln911'1'iJCbr,o,\ 

OllwtSup�Ooc-

o«..mtnl OtWflpiloft _,.,,iy- -.iuo,, or•- file 

Toll! N- ol P�H: 

POf-

l'f;ease clock ht-•e I! ,OU •11auld lb ,o ..- ,n add,IJOMj f6ng 

--

-...:�__,__,c-,.�,;._,.,.....� .,.._.��:����TZI 

........... � ......... � ..... � ......... ,_,._._....,. 

IMPORTANT! 

Electronic filings may be submitted at any time and will be deemed filed on the date 

and at the time the electronic document is received by the SCC's database. If a 

document is received when the Clerk's Office is not open for public business, the 

document shall be deemed filed on the next regular business day. A filer will receive 

an electronic notification identifying the date and time the document is received by 

the Commission's database. An electronic document may be rejected if it is not 

submitted in compliance with the Commission's Rules of Practice and Procedure 

and the Electronic Filing Procedures. 
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As a fail-safe, the field information collected will be delivered in an e-mail to the address 

of the authorized filer. 

Your electronic submission was received 

• Case.eFihnQ@scc.v1rginia.gov
To

(i) Tills ■usa9t was sent w,lh ttlgh lraportanct. 

Tl'lls email was sent to you for informational purposes only. Please do not reply to this email address. 

f) Reply <� R�ply All ➔ Forward 

w� z. 312021 4-21 P".t 

Thank you for uS1ng the case e-Filing system. Your submitted case document has been sent to the Document control center In the Office of the Clerk, 
at the Virginia State Corporation Commission. 

Your case filing was received by the Virginia state corporation commission on 2/3/2021 at 04:20:51 PM Eastern nme. 

Electronic filings may be submitted at any time and will be deemed filed on the date and at the time the electronic document Is received by the 
Commlsslon's (jjt.-�se; provided, that If a dcxv�nt Is r«elved when the Cler1(s Off!� Is not open for public buslneis, the dowment sh,111 be 
det:med flied oo the neirt regular business day. A f,ler wlll receive an electronie not1flcat)Ol'l ldent1fy1ng the date and time the document Is reoetYed by 
the C.Ommissioo's database. An electronic document may be rejected if ft is not submitted in compliance with the Commission's Rules of Practke and 
Procedure. 

case Number: 
case Name: 
Document Type: 
Document DescriptJon summary: 
Number of P.iges: 

xxx• 2021-00000 
Application to use efillng appllcatron 
OTHR 
description ol att.a(hed file 
l 

Filer"s Law Firm, Compaf'ly or Organlzatiof'I: sec: 

17 
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Part II – General Guidelines 
SCC Guidelines for Electronic Document Filing 

Authorization to File Electronically 

1. In order to submit an electronic document, the filer must complete a submission form 
available only on the SCC's web site at: www.scc.virginia.gov/clk/efiling/docfile.aspx.

2. Electronic submission of a document by an authorized filer is a matter of convenience. 
Authorized filers are encouraged but not required to participate.

3. All required information fields on the form must be completed for a document to be sent 
electronically.

4. The submission form must contain the following information: Case Number (if already 
assigned); Case Name (if known); Document Type; Document Description Summary
(describing content of document); Total Number of Pages.

5. The person who signed the document must be identified as the filer regardless of who 
submits the filing on behalf of the filer.

6. The submission must be a Portable Document Format (PDF) file. The electronic document 
file must be capable of being printed as a paper document without loss of content or 
appearance for inclusion in the official case file.

7. A document should be submitted as one electronic file. The submission cannot exceed 250 
pages (standard 8 ½ by 11 inches). Submissions filed electronically are exempt from the 
copy requirements of the Commission’s Rules of Practice and Procedure.

8. Submissions filed electronically that otherwise would incorporate large exhibits impractical 
for conversion to electronic format must be identified in the filing and include a statement 
that the exhibit was filed in hardcopy and is available for viewing at the Commission or a 
copy may be obtained from the filing party. Each such exhibit must be filed in an original 
and 15 copies.

9. Electronic filings may be submitted at any time and will be deemed filed on the date and at 
the time the electronic document is received by the SCC's database, provided that 
documents received when the Clerk's Office is not open for public business shall be 
deemed filed on the next regular business day. A filer will receive an electronic notification 
identifying the date and time the document is received by the SCC's database. An 
electronic document may be rejected if it is not submitted in compliance with these rules.

10. All electronic documents will be scanned for computer viruses prior to processing. Any 
document found to contain a virus will not be accepted for processing.

11. An electronic submission will be accepted by the Document Control Center (DCC) only if 
properly identified and in compliance with all formatting requirements. Documents 
successfully submitted electronically to the Commission will result in a return e-mail 
acknowledgement to the filer to indicate that the Commission has received the electronic 
submission.

12. Any correction or modification to a document filed electronically will require a
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revised filing with the Commission. In other words, a document already filed cannot 
be substituted or replaced. Instead, document versions will be posted online in the 
order of receipt. 

13. The filer is responsible for any delay, disruption, or interruption of the electronic 
submission and accepts the full risk that the document may not be filed as a result.

14. All electronic documents must conform to the common written format requirements of the 
Commission's Rules of Practice and Procedure.

15. Most electronically filed documents are public records and will be available for viewing on 
the Commission’s web site as well as in the Clerk’s Office.

16. Use of video or sound within the body of an electronically submitted document is not 
allowed.

17. Hyperlinks embedded within an electronic document may only refer to information within 
that same document. Hyperlinks cannot be used to refer to external documents or 
information sources that are likely to change.

18. The filing party is responsible for serving the document in accordance with applicable rules 
and orders, including service on the appropriate Commission attorney. If any party 
indicates a preference, it is permissible to provide such documents electronically.

19. In the event the electronic filing procedure is not a convenient method for submitting an 
electronic version of a document with the Commission, the DCC will accept a USB flash 
drive (thumb drive). With any flash drive submission, the hardware must be accompanied 
by clear labeling to include the file type, the case number, the name of the filing party, a 
brief description of the document, the number of pages, and any special instructions, i.e. 
proprietary version or public version. If the flash drive contains a filing that exceeds 250 
pages, the filer must still provide an original and 15 paper copies per the Commission’s 
Rules of Practice and Procedure.

20. Once registered, any authorized electronic filer may change their user information through 
the "on-line" electronic user account management feature on the Case e-Filing system.

21. For further information or for assistance, contact Information Resources by e-mail, 
sccinfo@scc.virginia.gov, or by telephone at (804) 371-9141.






