How to Submit Response to Management & Operations Audit RFP

Steps to submitting Response to Management & Operations Audit RFP
A. Become a Registered E-Filer:
I Please see How to Register with DMIM page for details on becoming an Registered E-Filer
B. Prepare Documents for filing as outlined in The Guide
C. Submit Response to Management & Operations Audit RFP
I Log into DMM
I1. Subscribe to Service List
I1. Submit Response
V. Confirmation

Submit Response to Management & Operations Audit RFP
I Log into DMM:
Using Internet Explorer (IE) open http:www.dps.ny.gov
Scroll to the bottom of the screen and click on Login to Customize this site
Click on Login with your NYS DPS Account
Enter your User Name and Password
Click on Sign In
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1. Subscribe to Service List
1. Click on Manage Subscription
2. Click on Add Service List Subscription

3. Enter Matter/Case Number and Click on GO
4. Complete form and Click on Subscribe

Ay Service List Subscription
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http://www.dps.ny.gov/e-file/registration.html

Document and Matter Management (DMM)
Management & Operation Audit RFP

1. Submit Response
1. Click on Matter Filing
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Click on Existing radio button
3. Enter Matter / Case Number and click on Go

+Existing Matter/Case No.: 10-M-0551]

4. Complete Filing Information Section
a. Select Company/ Organization by clicking on the ADD hyperlink and selecting Company/Org
b. Enter Description of Filing: Company/Org response to Management & Operations Audit RFP
c. Select Response to previous Filing in this Matter by click on ADD hyperlink and selecting the RFP filing

Table 1.1 — Public & Confidential Document for Filing

Document Type Document Title Document Security
Settings
1.| Plans and Proposals | XYZ* - Cover Letter XYZ* - Cover Letter Requesting Public
Requesting Bid Consideration | Bid Consideration.pdf
2.| Motion XYZ* - Cover letter to the XYZ* - Cover letter to the Request for Public
RAO RAO.pdf Non-Disclosure
3.| Plans and Proposals | XYZ* — Proposal XYZ* - Proposal.pdf Confidential
4.| Plans and Proposals | XYZ* — Proposal REDACTED | XYZ* - Proposal- Redacted Public
REDACTED.pdf Document
5.| Plans and Proposals | XYZ* — Cost Document XYZ* — Cost Document.pdf Confidential
6.| Plans and Proposals | XYZ* — Cost Document XYZ* — Cost Document- Redacted Public
REDACTED REDACTED.pdf Document
7.| Plans and Proposals | XYZ* — PSF XYZ* — PSF.xlsx Confidential
8.| Plans and Proposals | XYZ* - PSF REDACTED XYZ* — PSF- REDACTED.pdf Redacted Public
Document

5. Attach all Documents

Click Attach Document(s) button and browse for documents OR drag and drop files on screen
Select Document Type as indicated in Table 1.1

Enter Document Title as indicated in Table 1.1

Set Document Settings as indicated in table 1.1

Select Security (public or confidential)
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* XYZ is used here as an example and should be replaced with your Company/Organization name.
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Document and Matter Management (DMM)

Management & Operation Audit RFP
6. Click Start Upload
7. Review Confidential Document Submission Guidelines and click on | Agree.

% https://documentsuat.dps.ny.gov/ - NYSDPS-DMM: Attach Confidential Document - Intemet Explorer 0 m

Matter Filing

Confidential Document Submission Guidelines
Definitions:

Trade Secrets - A trade secret may consist of any formulae, pattern, device or compilation of information which is used in one's business, and which provides an
opportunity to abtain an advantage over competition who do not know or use it.

Commercial ion - Records itted to an agency by a commercial enterprise or derived from information obtained from a commercial
enterprise and which, if disclosed, would cause substantial injury to the competitive position of the subject enterprise.

Critical Infrastructure Information - Records describing systems, assets, places or things whether physical or virtual, so vital to the state that the disruption,
incapacitation of destruction of such systems, assets, places or things could jeopardize the health, safety, security or welfare of the state, its residents or its
economy.

- Refers to the trade secrets, confidential commercial information and critical infrastructure information.

Confidential status requests for records submitted to the New York State Department of Public Service.

Process
[l
Records containing confidential information and requests for confidential status will be directed to the Records Access Dfficer.

Each record shall be separately submitted as part of a filing.
Each Record shall be identified as:

Trade Secret
Proprietary
i Critical Infrastructure Information

The affected records or portions thereof containing trade secrets, confidential commercial information or critical infrastructure information shall be clearly
markad. Where the request itself contains information which, if disclosed, would defeat the purpose for wi

be excepted from disclosure. A request for confidential status for a limited period of time shall indicate such time frame at the time the information is file
Failure to identify i at the time of ion may make the ion accessible to others without notice to the person who submlﬂnd
such information.
Requirements for a trade secret or col i ial status request
The filer shall provide a clear statement of the reason(s) why the infarmation should be excepted from disclosure, as provided for in 87(2)(d) of the Public
|| Officers Law. In all cases, the filer making the request must show the reason why the information, if disclosed, would cause substantial injury to the competitive
|| position of the subject prise. Factors to be i include, but are not necessarily limited to:

the extent to which the disclosure would cause unfair economic
the extent to which the information is known by others and can involve simi
the worth or value of the information to the person and the person's competitors;

the degree of difficulty and the cost of developing the information;

the ease or difficulty ated with obtaining or the ion by others without the persan’s consent;
and

other statute(s) or regulati i ing the i ion from di

| inf: information status request

Requirements for a ci

The filer shall provide a clear statement of the reason(s) why the information should be excepted from disclosure, as provided for in 87(2) of the Public Officers
Law. In all cases, the filer making the request must show the reasans why the information, if disclosed, would cause disruption, incapacitation or destruction of
critical infrastructure, could jeopardize the health, safety, welfare or security of the state, its residents or its economy.
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Note if screen does not close after click on the | Agree button, simply close the pop up window and click on Start
Upload again.

8. Once the files are uploaded you will recelve a confirmation message box appears Click OK
Message from webpag

All of the files have been uploaded successfully.
When you are finished and all of the required fields have been entered.
Please click the Submit button.

* XYZ is used here as an example and should be replaced with your Company/Organization name.
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Document and Matter Management (DMM)
Management & Operation Audit RFP

9. Click Submit

Udes Thory Are Marhimd Conndidemtial)

Drop files here @
or click attach document button to select file(s).

S p—— ] :‘.T_:,,":,‘,_},:_;‘:;;:’I Bt Coridarey ST X
=] L ey ™ W U gsntarse WETED
[m] .N"-’-mlcv":ﬂ bip | Oebie ® confdernn SEETES X
u [l ) ®oshir ) Cantrarea SNETE X
O | @ imemm e Oove mmmm
u} [m} wrh Pt (24 k5] OUonie W Condutersss GEENEED  x
[m] W v T
=] (=] 202 - Bropenalod (10 00) | Crebbe @ contdornet  SEEEED ¥
(] =] by e O Covtarca SEEER %
— o)
Submit
V. Confirmations:
From the Application
1. Review the Confirmation of your filing to make sure that all 8 files are listed:
Matter filing
The filing for matter/case number 06 01103 has been submitted for processing by the Secretarys’ affice.

Decuments(s) Fileds

KYZ « Corvar latter to the RAD [Correspandance Peblic Y2 - Cover letter to the RAC.pdf .11.01 KB
XYZ - Proposal Plars and Proposals [Cunfuetinl [ = Bvopoaal.pdf ill.O-l KB
{2 - Proposal - Andacted Fians and Preposals Puiic - Propesal - Redactedpaf JTETE
AVZ - Cot Dansmant Fiane and drepaaaly fonnfudastinl ¥ - Gt Decurmantpdf Iu.cu KD
XYZ « Cost Docwmant - Redacted Flans and Preposals Prablic - Cost Decument - Radacted.odf 1409 KB
XYA - PGE Flane and Prepanals anfdestial X¥A - PhF .y IJ'I.: K
VA - PEF - Redacted [Plana and Propuials [Pt A - BSF - Redacted. gl [23.5 KB
AYE - Cowae Labtar Baquasting (i Consederation Enrraspandanca frubie (¥ - Cavar Lattar laquaiting 1 Cannidaration pdf |-J.u. o

2. Application Email: You will also receive a Notification from DMM confirming that your filing has been received
‘\ Subsequent Filing - Case Number 10-M-0551 : Msg. Tracking No.: 17

DPMMDev to: dmmCO1 03/18/2014 03:53 PM
Show Details

This e-mail is provided by the New York State Public Service Commission. A subsequent filing for the above-referenced matter
number has been generated and is with Central Operations for acceptance.

Case Number: 10-M-0551

Matter Type: Audit

Matter Subtype: Management Audit

Matter Title: In the Matter of a Comprehensive Management Aundit of Iberdrola, S_A ., Iberdrola, USA, New York State Electric and
Gas, and Rochester Gas and Electric.

Description/Purpose of Filing: test

Company/Organization: XYZ Test

Response To Previous Filing: No

Date Filed: 03/18/2014

EREREREERERERE

If you have questions. please contact the DMM Help Desk at dmm@dps_ny gov or 518-474-3204

e

From the Secretarys’ Office
1. Once the submission has been processed by the Secretays’ office you will receive a notification that the documents have
been filed and that the Public Documents are available on line.

Technical Questions about DMM and E-Filing can be directed to the DMM Help Desk at dmm@dps.ny.gov or 518.474.3204

* XYZ is used here as an example and should be replaced with your Company/Organization name.
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