Registration
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How to Register

Complete
Create Contact &
Account Affidavit
Form

Purpose

Step by Step instructions on how to register with the Department of Public Service to make electronic filings
using our Document and Matter Management (DMM) System.

Process
Step 1 - Create a user account

1. Navigate to www.dps.ny.gov using Internet Explorer (IE) browser
2. Click on Filing Guidelines

@ Mew York State Department of Public Service - - Windows Internet

@ O - |-., http:/fwww.dps.ny.gov/ i | B | % |
File Edit View Favorites Tools Help

i Favorites | & Mew York State Department of Public Service - H...

New York 4_ State
New York State Public Service Commission

m Ensuring Safe, Reliable Service and Just, Reasonable Rates since 1907
A-Z Index
Search What's Hot
Site Map Electric
What's New Alternating Current Transmission Upgrades

Champlain Hudson Power Express

Columbia County Transmission Project

Comments Sought on Electric Utility Performance Scorecard
ESCO Residential Complaint Scorecard

Retail Energy Market

Consolidated Edison Rate Case

Energy Efficiency Portfolio Standard

Comments Sought on Fortis Proposed Acquisition of Central Hudson
Generation Retirement Contingency Plans

LIPA Management and Operations Audit

NYS Siting Board

Power to Choose - Energy Competition
Renewable Portfolio Standard

Most Popular Pages
About the PSC

Agendas and Calendars

Commission Documents.

File @ Complaint & Dispute

Resolution
Filing Guidelines (
Press Releases
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Click on How to Register with DMM

Guidelines for Filing Documents with the Secretary (Updated
8/14/2012)

Section 3.5 of the Commission’s Rules (Documents filed with the
Secretary) requires all “documents” (pleadings, briefs, applications,
petitions, complaints, and any others offered) to be filed with the
Secretary. Section 1000.3 of the Rules of the New York State Board
on Electric Generation Siting and the Environment (Siting Board)
also states that filings to the Siting Board must be made in accord
with the rules of the Public Service Commission. Thus, Section 3.5
and these Guidelines, should govern all filings before the PSC and
the Siting Board.

Electronic filing through the Department's Document and Matter
Management (DMM) System is preferred. DMM enables the submission
and issuance of electronic documents with and from the Commission.

Rather than attempting to capture ever-changing technologies within the
Commission'’s regulations (which would require committing to rewriting the
regulations with every technological development), the following current
and specific guidelines for submissions are offered below. The
Commission's Regulations, contained in 16 NYCRR Parts 1-6. 8 and 17,
have been updated, as of February 11, 2011. These guidelines
supplement and clarify expectations for all parties filing with the Secretary.
These particular guidelines are not intended to be permanent; as
technological processes and capacities change, so too will the guidelines.
The following links will guide you through the DMM filing process.

Why Register with DMM?

How to Register with DMM -‘

PSC Guidelines for electronic filings:

Click on registration page link

M http:onwnana3.d ps.ny.gov WP SCWeb. nsf Al CC256 BEOS82CS58CF78525768 ~ |yl €» | < = Google =
—

- | A Electronic Filing Registr... > | @8 MNYSDPS-DMM: Matter Ma. =i Home  — Feeds (3 —

-u New York State Public Service Commission

GE Ensuring Safe, and Just. Rates since 1907

HOME Electric Natural Gas Steam

Telecommunications
Index Help

Search Site Map

Electronic Filing Registration Instructions
About the PSC

EEFEREES ST Electronic Filing Registration Instructions
Calendars
Complaint Filing & Purpose
Dispute Resolution
Consumer | using our Docu
Information

Forms

This Ppage describes how to register with the Department of Public Service te make electronic filings
i and Matter Management (DR Systerm.

= DMM Filer Manual (2.073kb PDF)

Press Releases

PSC Webcast
Schedule Step 1 - Create a user account

Public Notices = ~ou must obtain a NYS Dirsctory Senices User Accoun © by using the registration page «
Search

What's New

Process

Please fill out the form with at least the required data items. These items are indicated by an
asterisk.

Google Translate Once you have completed Step 1 above and have your Directory Services User ID. you will be asked to
Select Language = complete a contact form and an afdait

Gaagets If you now have a User ID. procee d to Steps 2 & 3 below.
By

Sccale Step 2 - Provide contact information and affidavit

1.
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5. Click on link to continue

[/ Leaving the PSC website - Windows Internat Explore

S fwww2.dps.ny.gov/common,/ExternalLink

rning.cfm?bxternall -

File Edit View Favorites Tools Help

»»

Leaving the PSC website

8 New York State
Public Service Commission

Ensuring Safe, Reliable Service and Reasonable, Just Rates since 1907

You are leaving the Public Service Commission website. The website you have selected is an external site located on another server. We
are offering the link for your convenience. Our provision of this link does not imply approval of the listed destination, warrant the accuracy
of anv information in that destination, constitute endorsement of the entity to whose site the link is made, or endorse any of the opinions
expressed on that outside website. That website operates under the auspices and at the direction of its owner.

Thank vou for visiting our website.

Click on link to continue to: hitp:/ws04 nvenet.state nv.us/sreg/SelfRegTAPP=nvappdpssr
This link will open in a new window.

Click on the browser Back button to return to the PSC Web Page.

6. Complete Form

Please complete the form below to create a New York State Directory Service account and register with Department of Public Service.

* Denotes required field

User Information Personal Privacy Protection Law Notice
* First Name Middle Intial
* Last Name
Gender Select One = Date OF Birth (MM/DDA™YYY)
— Address can only contain alphabets, numbers, spaces,
comma, dot, #,/, _, -
Address Line 2 Address2 can only contain alphabets, numbers, spaces,
comma, dot, #,/, _, -
Country United States -
City State  Select One ~  Postal Code
If you do not have your own e-mail address, plsase
= Email Address provide an e-mail address through which you can be
reached.
Eg. 555-555-5555 Extension 1234 if US or Canada, else
Telephone Humber Extension only enter numbers
Fax Number
Login Information
A . User ids must be at least 4 characters, can be up to 128, and must be unique. If your selection is
Preferred User id > .
not available you will be prompted to select a different one.

Password Reset Information

- Shared Secret Question - Answer - Confirm Answer

1. SelectOne -

Please enter the security code displayed on your screen in the field provided. This is necessary
- Enter this number in the box to the right 109343 to prevent unauthorized use of this Web site. If you are using a screen reading program, click
listen to have the number announced

Vour password must:
1) be at least eight (8) characters long, one of which must be a numeric character;
2) not contain more than two repeating characters;

3) cannot be one of your entries such as your name or email address.

*Password

* Confirm Password

Create Account
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7. Confirm Information and click on Continue OR click on Back to Correction information

& DPS OFT Login - Windows Internet Explarer

-~ el [ =

@ l.‘\) - |ﬂ https:// ws04d . nyenet. state.ny.us/

o -|

File Edit Wiew Favorites Tools Help
5. Favorites E1 DPS OFT Legin i Home ~ EJ

3>

|
Il Before you continue please confirm the information below. If any information needs to
be corrected please click on the "Back" button below and make the necessary
] corrections.
User Information
I First Name Jennifer
Middle Initial
I Last Name Samntiago
Gender
I Date Of Birth (MM/DDY YY)
Address 3 Empire State Plaza
Address Line 2
City Albany
State Lk
Postal Code 12333
Country us
Email Address ¥
Telephone Number 5154025100

Fax Mumber

Login Information

Preferred Userid J.Santiago
Shared Secret Question #1 VWhat was the name of my first pet?
Shared Secret Answers {Hot Shown)

[Bacl{][ Continue ]

8. Click on OK to certify that you have provided accurate information

Message from webpage @

& Tothe best of my knowledge, I have not willfully entered inaccurate
information. Intentional viclation may result in penalties and/or
prosecution,

| Ok | ’ Cancel ]

——————————eee )
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9. Click on the hyperlink to Login to the Department of Public Service

- |

‘& DPS OFT Login - Windows Internet Explorer L] = | =] 28

@- | = |ﬂ https://ws0d.nyenet.state.ny.us/sreg - % | bl ‘ +¢| b4 "] Google Fo
iy Favorites ] DPS OFT Login % Home ~ [ - N

Public Service Commission

Privacy Policy Contact Us Accessibility

Vielcome to NY.Gov! You have now created an account in the Enterprise Directory.

Click here to continue the login process for Department of Public Service.

Copyright & 2013 - New York State Office of Information Technology Services (ITS)
Build Date and Time: 1/15/2012 1:18 PM 8B wersion 2.5.002

10. Enter User Name and Password

[ & DPS OFT Login - Windows Internet Explorer : - - ™ - ‘ = | G ||
@Q@ |m https://ws04.nyenet.state.ny.us/sreg ~ % | Layy| 4 | X | |". Google 2 -

File Edit View Favorites Tools Help
'+ Favorites 1 DPS OFT Login 3 Home ~ -

@

Public Service Commission

Privacy Policy Contact Us Accessibility

[ If you experience any technical problems, please call the Document and Matter Management Help Desk at 518-474-3204
Monday through Friday from 8:30 am to 4:30 pm to speak to one of our representatives

l Please do not bookmark this page. Instead, bookmark https_/#/documents dps. ny govwcustomi?APP=nyappdpsdmm
[ | Please login after reading the Acceptable Use Policy below
4_ NY.gov ID
Username:
J.Santiago
Password:

sscsncns
Sign In

Forgot your Username or Password 7
NY.gov IO - Terms of Service

Agency Assistance & Contact Information

ACCEPTABLE USE POLICY FOR USERS OF NY . gov
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11. Click on Sign In
12. Enter Email Address and click on Confirm

DMM User Confirmation

Please enter your email address:

For assistance, contact the System Administrator @ 518-474-3204.

A message has been sent to the email address you provided. To confirm
your registration, you will need to click on the link provided in the email
message that has been sent to you. Thank you.

13. Look for a Email from DMM@dps.ny.gov with subject: NY DPS Email Verification in your Email system
e Note: often the email will be stuck in you spam folder

From: DMM @ dps.nv.gov

Date: May 1, 2013, 12.00:22 PM EDT
To:

Subject: NY DPS Email Verification

To complete your registration, please verify your e-mail address by clicking on the following link:

hitp-'/documents. dps.nv.gov/custom/Registration/RegistrationF orm aspx TEmail[D=redfirelo otmail com& UniquelD=f6f266d4-3d479-4b1d-86b6-Te87351325¢8

If clicking the link above does not work, copy and paste the URL in a new browser window.

If vou have received this mail in error, you do not need to take any action.
If you have any questions, please contact the NY DPS Help Desk @ 518-474-3204.

This is a post-only mailing. Replies to this message are not monitored or answered.
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14. Open the hyperlink in IE
15. Select the Correct Matching Contact record OR click on the link to Complete the Registration process

£ O DITEE e e I E] B

File Edit View Favorites Tools Help

<7 Favorites g NYSDPS ﬁ Home = Feeds (I} = =

| User Registration

The following contact information has been found matching your email address.
If your contact information is listed below, click on Confirm.

If none of the above listed Contact(s) match your contact information, please click here to Register

Done «" Trusted sites | Protected Mode: Off 5 v ®100% - i

16. Complete Contact Information and Click on Register

=

Fevorites Tools Help

User Reglstraton
Flease Al IN The Informaton below to register.
i Zalace -
“iest Mome:
il P
Lot Pae:
Ui Salect -
Tk
Company:
= Maling Address:
*City:
=srate: MEW YOk -
-Fh Cote:
= Country: selact -
Fhone mMo: Extn:
Fax Moz

- Eenail Td: radfirelovahotmal com
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17. Success!

u New York State

Enstiring Safe, Reliable Service and Reasonable, Just Rates since 1907

Public Service Commission
=

£t Home £t DPS Home Page & Privacy Policy BlLogout oL Help

Welcome Jennifer Santiago . Date: 5/1/2013
Manage Subscriptions

Manage Favorite Searches

S — Popular Searches

Update Contact Information
Latest Filings New Cases/Matters

This search will return a list of This search will return a list of
documents that have been filed - cases or matters that have been Wiew
with the Commission or issued started by the Commission.

by the Commission in cases or
rmattars

Electronic Filing Registration

Instructions Latest Commission Issuances Case/Matter Lookup
This search will return a list of Case/Matter No: W
documents that have been View
issued by the Commission, i.e.,
Orders, Notices, Rulings, etc. If you know the Public Service Commission

Casze/Matter number (99-X-3999 or 93-93999
format) enter it here to view the Matter Master.

My Favorite Searches

You don't have any Favorites selected.

Step 2 - Provide contact information and affidavit
Once you get your NY State Directory Services User ID, you should complete a

e contact form and an
o affidavit.

These forms should be printed and mailed to:

Hon. Jeffrey Cohen

Acting Secretary to the Commission

New York State Public Service Commission
Empire State Plaza

Agency Building 3

Albany, New York 12223-1350

For questions or help with the regulatory process, please e-mail Secretary to the Commission

Step 3 - Wait for e-mail confirmation

You will receive a Email Notification from DMM confirming that we have received your filing in Matter 11-00355 —
Subsequent Filing - Contact Form and Affidavit

You will receive a Email Notification from DMM once filing rights have been granted
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= O DMM E-Filing access
DMM to: dapickett
Sentby: Kangjun Han

Ce Jennifer Santiago, Joseph Hardy

!I

Deborah,

We have received your contactform and affidavit for access DMM E-filing.
E-Filing rights have been granted for the following companies

1. New York State Electric & Gas Corporation

2. Rochester Gas and Electric Corporation

You will find the Login option on our home page: www.dps.ny.gov.

Instructions for e-filing are also available on ourwebsite ~> DMM Filer Manual

[fyou have any questions or concems about E-filing we can be reached via E-mail at dmm@dps.ny.gov or by phone at 518-474-3204

Kangjun Han

NYS Dept. Public Service
Infarmation Services

518 474-3204
kangjun.han@dps.ny.gov

|
For questions or help with technical issues, please e-mail dmm@dps.ny.gov

You may need Adobe Acrobat to read the pdf files.
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