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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 Il of this manual.

You are strongly encouraged to thoroughly review the entire manual. The following are key
highlights to remember.



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
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.

= 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.



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.



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 | — Getting Started

A. How Do | Begin?

Complete and sign the SCC Electronic Filing Authorization from the SCC website at:
https://lwww.scc.virginia.gov/clk/efiling/

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://lwww .scc.virginia.gov/pages/Rules-of-Practice-and-Procedure).

Once the Document Control Center receives an authorization form, the SCC 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.

Dear cFiling User,

As a result of submitting the eFiling Authorization form with the Cletk's Office of the Virginia State Corporation Commission, a new eFjling
2eeount has been created for you

Please use the following link http /www see virginia gov efilingpublic RezctPassword aspx”
YOS A G GE AT A GRS B AL YA HARTIVA U BLACTAsBEA IAZw BpAGIAIQBRACIAZ VB AHYATACYS
200UE YR ook 7txVsWmoD 51 x$d4gA *e3d%43d to log into your account for the firnt time. The password link will expize in 72 houss

After logging into the SCC cFiling Website for the first time, you will be prompted to enter a new password (vou need to enter this twiee) Please
retain your new password for future use

Once you have entered your new password and logged into the systam, please review your account information to ensure its ascuracy,

Please print this email to retain it for your records

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.



S C C SCC Home | AboutSCC | ContactUs | Privacy Policy

STATE CORPORATION
COMMISSION

Case Information

eFiling Password Reset

Please enter your new password to complete the password reset process.

Change Your Password

Email Address: @scc.virginia.gov
New Password: | |
Confirm New Password:

| |

‘ Change Password H Cancel \

Please retain/remember your password for future use.

Supported Browsers

Need additional information? Contact sccinfo@scc.virginia.gov  Website questions? Contact: webmaster@scc. virginia.gov

Adobe Acrobat PDF Reader Microsoft Office Online Applications: (Excel, PowerPoint, Word)

Select CHANGE PASSWORD to initially log into the system. The CANCEL button will clear
any password entry and you can try again.



Once logged in, review account information to ensure accuracy of the information. Select

Account Information to access this screen; complete/correct any missing or inaccurate
information.

SCC

STATE CORPORATION
COMMISSION

Case mformation

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

Authorized e-Filer Information

The following information was derived from the filer authorization form previously submitted to the Clerk's Office. You are encouraged to update this information as necessary

The boxes marked with an * must contain the required information.

Filer's Name SCC User * (Required)
Filer's Phone # 555-555-5555 * (Required)
Filer's Fax # 555-555-4444

Filer's E-mail Addres @scc.virginia.gov update

~
Filer's Mailing Address P.0. Box 1197
Richmond, VA 23218

* (Required)
Filer's Law Firm, Company or Organization ScC * (Required)

Filer's Law Firm, Company or Organization Mailing Address |p.0. Box 1197
Richmond, VA 23218

Filer's Law Firm, Company or Organization Phone # 555-555-3333
Filer's Law Firm, Company or Organization Fax # 555-565-2222
Filer's Law Firm, Company or Organization Web Address scc virginia gov

Save || Reset

To change your password click here
Sugported Beowsers

Need addonal information? Contact scan‘o@sce vrgmnia gov - Website questions? Cantact webmaster 30C Wrgres gov

Adobe Acrobet POF Reeder  Microseft Office Onfine Applicationy (Excel. PowerPoint. Word)




B. How Do | File a PDF File on the SCC Web Site?

1. Go to the SCC website at https://www.scc.virginia.qov

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

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:

SCC SCC Home | About SCC | CovsctUs | Privacy Policy

STATE CORPORATION
COMMITSION

Case Information

Case eFiling System

Any person wishing to file case documents electronically must first complete an Elactronic Document Filing Authorization Fotm. This form must be
physically filed with the Rocument Controt Center of the Clerk’s Office. The form (ncludes instructions on where and how to send it. No document can

be filed electronically until the Clerk of the Commission issues a password that the user may change, as needed. The form and password sesve two
purposes:

« The password confirms that a document being submitted electronically is being sent by an authorized filer.
« The form assures that the filer’s actual signature is on file with the Clerk’s Office as required by SCC rule (S VAC 5-20-20. Good faith pleading

and practice)

Before submitting a document electronically, filers are urged to review the Electronic Filing Procedures and the User Guide.

Sign in with your Case efiling Account

Email: I | case eFiling upload recommendations:
| The Case eFiling program will operate most efficiently when the eFiter:

Password: |

Sign In
« Creates the PDF-formatted submission directly from electronic documents, rather than by

scanning hardcopy documents, but eFilers who prefer to scan hardcopy documents to create
PDF-formatted submissions must exercise care to avoid creating non-standard formed
metadata, which may result in the rejection of the document by the e-Filing system.

o Submits a file size of less than one Gigabyte; the submission file size can be determined by
opening the PDF-formatted document, clicking on “File” in the toolbar, and then clicking on
“Properties®

e 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 eFiling system.

For help uploading a Case eFiling submission contact ken schrad@scc virginia. gov

Eorgot Your Password?

Once the information is entered, select SIGN IN.


https://scc.virginia.gov
https://scc.virginia.gov/pages/Case-Information
https://www.scc.virginia.gov/clk/efiling

Your computer screen will display a Welcome page

SCC e

$TATE CONPORATION
COMMISSION

Case Information

Home | Submit A Document | Account Information | Change Password | User Guide | 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?

Sopored vy

Need ndditionsl information? Contact sconfo@scc virginia.gov  Website questions? Contact: webma stev(@sec. virginia. gov

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

SCC ST

STATE CORPORATION
COMMISIION

Case Information

Home | Submit A Documen! | Account Information | Change Password | User Guide | Log Q!

Electronic Document Submission

You are about to submit a POF document. POF documents greater than 250 pages willl not be accepted
Please make sure your POF document’s name s no longer than 100 characters

POF Document | Choose File | No fds chosen Atlach POF Document

A POF document must be attached before any fields can be filled in.

The boxes marked with an * must contaln the required information

Case Number (if aready asigned
Case Name (it known)
mited to 250 characters

Document Type v *(Required)
{Use ‘Other Supporiing Document” € uneérian)

Document Description Summary
mited to 1000 characters)

* (Required)
Total Number of Pages * (Required)

Resst

Srmares) brmerm
Newd akiiziane infarmesion? Contacy EXTIRT. viniipgoy ~ Wedste Qticns? Contad!: sme i NCs vornis QoY

adste Avvbe PUY Rayte  Nrovoh Ofhos Onire Aocfiogtiony (Exmel Pows e, word)
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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:, etfc.) 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.

SCC

STATE CORPORAYION
COMMISSION

Case Information

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

Electronic Document Submission

You are about to submit a PDF document. PDF documents greater than 250 pages will not be accepted
Please make sure your PDF document's name is no longer than 100 characters

PDF Document Ehoose' F

The boxes marked with an 4

Case Number (if aiready assif

Case Name (if known)
(limited to 250 characters)

Document Type
{Use "Other Supporting Documel

Document Description Surr
(limited to 1000 characters)

Total Number of Pages

Reset |

Eﬂach PDF Dooumenﬂ [}

A [ » ThisPC » Documents v (J)
Organize » New folder ~+ @ O
B3 This PC & Name *
3 30 Objects ® SCC_Questionnaire_for_Outside_Employment_Volunteer |
Il Deskeop ® sccorgchan.pdf |
/| Documents (A sdcase.pdi
& Downloads (9 Testrite.pat
A
D Music ol Te S >
File name | TestFile.pdf All files (°.%) v
[ Open ][ conca
i |
* (Required)
* (Required)

Dewyred W=y
Need addoonal siformation? Contact gado@ee vanie govy  Website Questons? Contact. eetmaner§RIcs virginss, Qo

Adoby Acvoben FU- Rygdy  Microwoh e Ol Agplications: (Excel PoverPownt, Word)

Step 2 — choose the correct file and select OPEN

11



Upon the OPEN selection, the designated file will automatically transfer, and
the name of the file will display next to the text box.

SCCHose | Ao SCC | ComaaiUs | Privecy Policy

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

Electronic Document Submission

You are about to submit 8 POF document. POF documents greates than 250 pages will not be accepled.
Please make sure youw PDF dacumeant's name is no knger than 100 characters

PDF Document | Choofe File | TestFile pdf Attach POF Document

A PDF document must be attached before any fields can be filled in.

The boxes marked with an * must contain the required information

Case Number (i 323y 333i0d)

Case Name | known)
560 10 250 charactecs)

Document Type * (Required)
(Use 00w Suppoing Docurrent” e uncentain)

Document Descaption Summary
maed (0 1000 characters

* (Reauired
Total Number of Paces v *(Required)

Reset

ood addnicrel idaraencn? Comaet 30cnfoCeCs ORI 0  Wetmar Qe Cauact WIRIMETKTORES MO Oy

ARy Ao (DY Syt SecrTwch Offce Qv Aaxfusvory (Bl Pomerfare. Yard)

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.)

12



SCC SRR

STATL CONPOPATION
COMMISHION

Case Information fite load mersnge
may appear briefly.

stronic Document Submis

Home | Submit A Document | Account Information | Chan

\ge Pasiwis

a®
“.< Please, wait while we process your submis.
speed and size of document.

Electronic Document Submission,
Your PDF (TestFile.pdf) was attached

The boxes marked with an * must contain the required inform'a)
| -

Case Number (¢ akeady sssigned)

Case Name (¢ known)
ed 10 250 characters)

Document Type .- Select Document Type - ! * (Required)
Uga "Other Supporting Documant” if uncartain)

Document Description Summary
mited to 1000 characters)

* (Required)
Total Number of Pages Select £ Of Pages — | * (Requited)

Submit || Reset
Devered Rvwery

Newd addnanal indcomenon? Cortact GV oM Y Webtrie QETD? Camact pebimesiciecs viednia oo

&cube Aot PO Rewde  Marueut Offoe Orire Acticutions (fzom Pawwart, Wead]

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

e 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



e 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

e 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.

e 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.

e 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.

14



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

SCC IR

747 CORPDIATICN
COMMIISION

Case nformation

Home | Submit A Document | Accountinfor ion | Change Password | User Guide | Log Off

Electronic Document Submission
Your PDF (TesiFfile.pdf) was atlached.

The bexes marked with an * must contain the required information.

Case Number (d aiready 3ssKed) " XXX-2021-00000
Case Name (it known) i

P —— —
(v ted 10 250 chareciers)
Dacument Type Other Supporting Docureent ] *(Required)
(Use "Other SLOPOWNG Docurert” T umertain)
Document Desctiption Surmmary O=scription of flling entered hzre
(Imited to 1000 charaxtess)
* (Required)
Total Number of Pages 1 V] * (Requred)

Burperd gy

Nowd ackStior) ind oamsteon? Cone sct esirf@ios Qe v AMSEes QeTone? Com sct mabrey Erdn o5 virpres 000
Adobe Acoban PDE Beedy Miroect OS5 Onire Acoicators Froel Aowefare Werd)

A successful transmission results in a Submission Results screen:

WK Mome | Aot SOC | Cumtant Us | Prtwucy Pullcy

1A LOPIOTANON
COmbint O

Electronic Document Submission Resuits

Thenk you for Uting the Case ¢F ng sySiemn Your SR TEed Case GOTMen] has been sent to Bhe 1 Comrod Cenier in the OSice of the Clerk, ¢
the Vegnla Stade Copare1ion Commisiion

Please prv 3 cOPy of 1his DOCUIMEM SUdME 34N Contt [ X X
Commigeon

M recor of reeeioR of YOur Case Ateg by the Virginip Stale Corporation

Your Case fiting was recetved by the Virghws. Stasse Corpovation Commission on 02/03/2021 5t 03.11:43 PM Eastemn Time

Electronic GAngs May be submVTIEd 2 any lime and will De Geemed filed on the date and &t (he time the ehectronst Gocument IS recetved by the
Commission's dsadase, provided that i & documen 18 recetved when the Cler's Office i3 not 0pen for public bssiness, Bre document shad be Geerned
filed on the next ceguie business day. A filer will receive an efectronic notiNication identfying the dste and e the document is recetved by the

Cammissions dModase. An eleclioniC SoOurnen may be rejected if fl it NOR subrened 1 comahance with Bhe Comivasion'’s Rides of Practice and
Procecrse.

Cose Homdev:
Case Haoe: 3pplication 40 use eflng applicadon
Oocument Type: Over SLOOOTING Document
ption S Y. & of a0ached file
Total Nuraber of Pages: 1
POF Document: Testfie pdf

Flease click here 1 you would bke to subm an additional Gling.

15



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.

Scc BCCHome | AsazSec | Sowsin | Prsucy RSty

BIAIE €O 08 OhaTIOH
0 msel ow

Case intormation

Home | Submit A Document | Account infarmation | Change Passwoed | User Guide | Log Off

Electronic Document Submission Results
ANk You for USINY the Ca50 ¢F I ) THM. VoL SATEIND Ca5e SOCUMen has boen sant 1o the 1 Comred Cene in 1ho 0¥ Of the Clerk, ¢
tive Virginua State Corpasation Commission

Please prid & ¢opy of this Document Subrrission CONMMation page 63 & PEINaNe 1000/d Of reatipt of your Case Niling by the Virginip State Corporation
Commisson

2021 a1 03:11:45 PM Eaghem Tims

Electionic Bhngs may be SUDMITIE 81 8y time 323 wilt De Geemad filed on e D 1omc GOCUMENt IS receved By the
Commisson's daadase, provided, that ff a Gocurmend ia teceived when the Clerk's orr.ce is nmopen {or public business. the document shat be deemned
filed on e next reQuity Dusiness day. A fler will receive 80 elactionit AONIRCAUON Idenbiying the e 8nd Bme the document Is recetved by the
Commison's dmabase. An electionic docunen may be rejected If it it nol sudmiied in comphance with the Commeseicer's Rudes of Practice and

Your Case filing was recetved by the Virginia State Corparation Commisig on 0

Proceduce

sy Tyat

Case Mamber: xxx-202100000

Caso Hame: spplication 10 use ¢fdng applicanon
Document Type: Over Supponting Document
Documant Dascrip y: Gesonpuon of anschHed file

Total Numbev of Pages: 1

POF Oocument: Tes1Fie pod

Please click here i you would bke to sudm an addittonal fng

oy Py
Nved ecxitored eorTesee! Coreact B Webhusy Gurebore) O

by Sirsing P00 Ay M) T95n Orire S@eetre § i PP Gl

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.

16



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

<
o Case.efiling@scc.virginia.gov O Repy | B Repty Al | = Forwied

To ‘eed 2/3/2021 421 PAA
@ This message was sent with High importance.

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

Thank you for using 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 Time.

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
Commission's database; provided, that if a document is recelved 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 Practiee and
Procedure.

Case Number: x3x-2021-00000

Case Name: Application to use efiling application
Document Type: OTHR

Document Description Summary: description of attached file

Number of Pages: 1

Filer's Law Firm, Company or Ovganization: Scc

17




SUBMISSION ERRORS

If the attachment is not a PDF file, you will be advised of that error and asked to attach a properly
formatted file.

If any required information is not provided in the text box, you will automatically be
prompted to fulfill that requirement and resubmit.

If the document being submitted is too large or, during processing, is discovered to contain
a virus, you will be advised of the error and you will need to begin the process again.

SCCHome | About SCC | ContactUs | Privacy Policy

STATE CORPORATION
COMMISSION

Case Information

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

Electronic Document Submission

Case e-Filing has identified a problem with your electronic document. The document you submitted
was not a valid PDF documeqt. According to the Commission’s Guidelines for e-Filing only Adobe PDF
documents will be accepted.”

You are about to submit a PDF document. PDF documents greater than 250 pages will not be accepted
Please make sure your PDF document’s name is no longer than 100 characters

PDF Document | Choose File | No file chosen Attach PDF Document

18



SYSTEM ERRORS

Should the system malfunction, you will encounter the following message. The error
notification is automatically sent to SCC technical staff.

s c c SCC Home | AboutSCC | ContactUs | Privacy Policy

STATE CORPORATION
COMMISSION

Case Information

We're Sorry...

We're sorry, there was a problem executing your request.
An email detailing your problem has been sent to the Support Team.
If the problem continues please contact the Document Control Center of the Clerk’s Office.

Thank you for your patience.

Supported Browsers

Need additional information? Contact sccinfo@scc.virginia.gov  Website questions? Contact: webmaster@scc.virginia.gov

Adobe Acrobat PDF Reader Microsoft Office Online Applications: (Excel, PowerPoint, Word)

LOGOFF

For your own security and that of the SCC’s e-Filing system, a user should LOG OFF every
time you wish to exit. Use the menu bar that appears at the top of each webpage during
which you are actively logged in.

SCC SCCHome | AboutSCC | ComtactUs | Privacy Policy

STATE CORPORATION
COMMISSION

Case Information

Home | Submit A Document | Account Information | Change Password | User Gdjde | Log Off

IMPORTANT - You are automatically timed out of the system after 20 minutes of
inactivity. If timed out, you must log back into the system.
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C. How Do | Change My User Information?

Once an account has been established, the authorized filer is responsible for
ensuring that the information is current.

Scc SCCHome | About SCC | ContactUs | Privacy Policy

STATE CORPORATION
COMMISSION

Case miformation

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

Authorized e-Filer Information

The following information was derived from the filer authorization form previously submitted to the Clerk’s Office. You are encouraged to update this information as necessary.

The boxes marked with an * must in the required inf
Filer's Name SCC User * (Required)
Filer's Phone # 555-565-5655 * (Required)
Filer's Fax # 555-555-4444
Filer's E-mall Address _ @scc.virginia.gov update
Filer's Mailing Address P.0. Box 1197

Richmond, VA 23218

* (Required)

Filer's Law Firm, Company or Organization SCC * (Required)

Filer's Law Firm, Company or Organization Mailing Address |p.0. Box 1197

Richmond, VA 23218

Filer's Law Firm, Company or Organization Phone # 555-555-3333
Filer's Law Firm, Company or Organization Fax # 555-555-2222

Filer's Law Firm, Company or Organization Web Address sce.virginia gov

Save || Reset

To change your password click here
Sanpr ot it weey

Need sdditional information? Contact sconfo@sce viginia gov ~ Website questions? Cantact: webmaster@sce virginia, gov

Adobe Acrobat PDF Reader  M.croscht O%ce Onbre Apcicetons (Excel Powerfont. Word)

At any time, an authorized filer may update the account information through the eFiling system. Make
any necessary changes and SAVE. The RESET button will clear any newly entered information and
you can try again. Upon updating the user account information, an e-mail will automatically be sent to
the filer acknowledging that changes have been made.
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To change your password, click on any CHANGE PASSWORD prompt. You will be asked
to enter your old password, and then enter the new password (twice for confirmation).

SCCHome | About SCC | ContactUs | Privacy Policy

SCC

STATE CORPORATION
COMMISSION

Case Information

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

Case eFiling Password Assistance
Please enter your existing password and confirm new password

Existing Password
New Password

Confirm New Password

Change Password || Cancel

Please retain/remember your password for future use

Supported lirowmers

Need additional information? Contact scoinfo@scc virginia gov  Website questions? Contact webmasten@scc virginia gov

Adobe Aorobat POF Reader  Microsoft Office Online Applications: (Excel, PowerPoint, Word)
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If you forget your password, click on any FORGOT PASSWORD prompt. You will be
asked to enter your e-mail address.

SCC SCCHome | AboutSCC | ContactUs | Privacy Policy

STATE CORPORATION
COMMISSION

Case Information

Trouble Logging In?

Please enter the email address that you used to sign up for your account below or return to the
Case eFiling Home Page

An email will be sent to you with instructions on how to reset your password

The password link will expire in 72 hours

Email Address Submit

Need additional information? Contact socinfo@sce vieginiagov - Website questions? Contact: webmastenisce vieginia, gov

Adcbe Acrobat POF Reader Microsch Office Online Applicasions: (Excel, PowerPoire, Word)

Upon submission, the system will acknowledge your request, and email you instructions.

SCC SCCHome | AboutSCC | ContactUs | Privacy Policy

STATE CORPORATION
COMMISSION

Case Information

Trouble Logging In?

Please enter the email address that you used to sign up for your account below or return to the
Case eFiling Home Page
An email will be sent to you with instructions on how to reset your password
The password link will expire in 72 hours
Instructions for resetting your password have been sent to you at
@scc.virginia.gov

When you receive the email, click on the link in the message. You will be taken to the Case
eFiling Website and will be asked to provide information about your account that only you as the
account owner would know

Supported frowsers

Need additional information? Contact scanfo@sce vieginiagov  Website questions? Contact: webmaster@sce virginia gov

Adobe Acrobat POF Reader  Microsoft Office Onlne Applicasony: (Excel PowerPoint, Word)
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The SCC will notify the authorized filer by e-mail. The e-mail will contain a link to allow the
authorized filer to log into the account by creating a new password.

Case eFiling Password Reset Request
- w « ; &« ' F
Case.eFiling@scc.virginia.gov ) Reply > Reply Al | —> Forward
To Thu 1/28/2021 4:23 PM
@ This message was sent with High importance.

This email was sent to you automatically by the SCC Case eFiling server and is part of the password resetting process. Please
do not reply to this email address.

A request has been submitted to reset your password for the Virginia State Corporation Commission's Case eFiling System,
This is done for your protection - only you, the recipient of this email, can take the next step to reset your password.
To continue, follow the link below, which will lead you to a webpage that will help you reset your password. In order to reset

your password you will need to enter a new password (you need to enter this twice). Click on the Submit button, and your
password will be reset. The password link will expire in 72 hours.

L —— W g/ ResetPassword.aspx?
id=YQBUAGQACEBIAGEALZBMAGEACEBIAGUACEBAAHMAYWBIACAAJEBPAHIAZWBDAGAAIQBhACAAZWBVAHYAFABSEQ%
2f19i4%2bSIkmgI6NVNmHR3yxbw%3d%3d

Please retain your new password for future use.

Upon logging into the system, you will be prompted to enter a new password (twice for
confirmation). The password must be at least 8characters and must include at least one
uppercase letter, one number and one special character. The password is case sensitive.

Please remember your password,
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Part Il — 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.

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

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

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.

. The person who signed the document must be identified as the filer regardless of who

submits the filing on behalf of the filer.

. 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.

. A document should be submitted as one electronic file. The submission cannot exceed 2

11.

pages (standard 8 Y2 by 11 inches). Submissions filed electronically are exempt from the
copy requirements of the Commission’s Rules of Practice and Procedure.

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.

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.

. 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.

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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13.

14.

18.

21.

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.

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 aresult.

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

. 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.

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

allowed.

. 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.

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.

. 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 2
pages, the filer must still provide an original and 15 paper copies per the Commission’s
Rules of Practice and Procedure.

. 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.

For further information or for assistance, contact Information Resources by e-mail,
sccinfo@scc.virginia.gov, or by telephone at (804) 371-9141.
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Part lll — Alternate EmergencyProcedure
What to do if the SCC’s Electronic Case e-Filing website is not accessible or available.

There may be an occasion when a user is unable to access the SCC website due to
problems with the computer systems of the Commonwealth of Virginia, the SCC, or the
user's own network or Internet access.

Alternate methods for submitting files should only be used if regular access is not available. All
submissions must contain a properly created PDF file to be accepted.

The following methods are NOT to be used as the normal filing mechanism.

1. If system access is unavailable, but you do have access to e-
mail, e-mail the file to: sccinfo@scc.virginia.gov

The body of the email should contain the identifying information listed below, and
the PDF file should be attached to the message. This is the same information that
is entered under “document information” and includes:

Name of the authorized filer submitting the document

Name of the organization on whose behalf the document is being submitted
The Case Number (if known)

Case Name (if known)

Document Type

Document Description Summary

Total Number of Pages

2. If all else fails, the Document Control Center will accept a USB flash drive
(thumb 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, the number of pages, and any special
instructions, i.e. proprietary version or public version. If the flash drive contains a
filing that exceeds 100 pages, the filer must still provide an original and 15 paper
copies per the Commission’s Rules. Hand deliverto:

State Corporation Commission

Document Control Center — Clerk’s Office 15t floor
1300 East Main Street

Richmond, Virginia 23219

Plan and create a contingency procedure. Computer or network problems can arise

at any time. If the Electronic Case e-Filing website is not available, please provide

enough time to submit a document in an alternate manner to meet your filing

deadline.

MWMMW ilure in deli hani
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