
Page | 1 

eFiling Help Instructions 
 
eFiling Help Instructions 

eFiling Registration 
Account Management 
Technical Requirements 
Creating and Saving the Document 
Trade Secret Information 
Signing Your Document 
Submit a Document 

Step 1: Start Submission 
Step 2: Select Type 
Step 3: Submission Page 

Submission Summary 
Search Submissions 
Technical Failures 
eService 

 
 

eFiling Registration 
● Who needs to register: You must be a registered user to submit new documents, but 

you do not need to be a registered user to search and view documents in the eDockets 
search repository. 

 
● Register only once: As a registered user, you may submit documents for any entity you 

are authorized to represent. For example, Perry Mason is a partner at XYZ Law Firm. 
Mr. Mason should register his sole account under XYZ Law Firm and then he may 
submit documents for any of his clients using that account.  

 
● Registration Process: To submit a filing using the eFiling application, you must be a 

registered user. To register, complete the registration process. You will be required to 
verify the email address that you provided during registration. 
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● Forgot my password: If you forget your password, click “Forgot Password?”, enter the 
email address linked to your account, and then use the link in the email you receive to 
set up a new password. Please do not register multiple accounts. 

 

Account Management 
To update your information from the eFiling home page, click “My Account” under “Security.”  
 

 
 
Once in “My Account,” to update your first name, last name, or email address, click the “Update” 
button under “User,” then click “Personal Info.”  
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Authentication Preferences 
 
To update your sign-in preferences, click “Signing in” under “Account Security.”  
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From there, you can update your password or set up two-factor authentication.

 
 
Device Activity 
 
Click “Device activity” under “Account security” to view the devices your account is signed in on. 
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Technical Requirements 
In order to submit documents using the eFiling application, you must have: 

● Internet connection: A high speed internet connection is recommended for users 
uploading or downloading large files.  

● Browser Specifications: Microsoft Edge, Google Chrome, and Mozilla Firefox are the 
recommended web browsers. Use of Internet Explorer will likely cause errors in the 
application, so its use is not recommended. The app has been developed with Bootstrap 
5.3 and may be compatible with other web browsers. Visit Bootstrap’s website for more 
information on supported browsers and devices. 

● User Info: A user account is required to submit new documents using the eFiling 
application. 

● File Format: The eFiling application accepts files in PDF, Excel (XLS, XLSX, XLSB, and 
XLSM), or CSV formats. Whenever possible, the PDF should be created in the 
application of origin. Scanned PDFs should only be submitted if the document is not 
available in its original format, because scanned documents increase the file size and 
reduce the accuracy of full-text searching. Adobe Acrobat is an example of software that 
can convert documents to PDF. The agencies do not sanction or support this product in 
any way.  

● File Size: Document size is strictly limited to 50MB. If your document is larger than 
50MB, split it into logical parts (e.g., existing document sections) so each part does not 
exceed 50MB. 

 
  

https://getbootstrap.com/docs/5.3/getting-started/browsers-devices/
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Creating and Saving the Document 
● For general readability, documents should be created using a 12point font that fits on a 

printed 8.5” x 11” page. 
● PDF documents should be converted to PDF from the original file format. If the 

document must be scanned to PDF, the scanner should be set to 300 dpi. 
● Split large documents (exceeding 50MB) into logical sections and identify them 

accordingly using the “Additional Information” field.  
For example: Part 1 of 2, Appendix A; Part 2 of 2, Appendix B-C. 

● Name your file and save it in a location on your computer that’s easy to find. To 
eliminate the inadvertent selection of a draft or previous version of the document, you 
may want to save the final draft of the document to a separate folder for eFiling 
documents. 

● Append small documents: The cover letter and service list should be filed along with 
your document as long as the document size is less than 50MB. Most PDF software 
products have an “Append” feature that allows you to combine these smaller 
components into one PDF document.  

Trade Secret Information 
Trade secret information must be filed electronically. It is the sole responsibility of the filer to 
remove all trade secret data from the public version and properly identify a Trade Secret 
document during the submission process. Trade Secret documents will be listed in the search 
results but will not be viewable by unauthorized users. 
 
Keep in mind that there must be a Public version of all Trade Secret documents.  
 
When creating the Public version of the Trade Secret document, delete all trade secret 
information. For example, do not change the color of the text to white or place a highlight over 
the trade secret text to create a Public document. Copies of Public documents are often saved 
to the local desktop and reformatted for inclusion in another document.  
Trade secret data may appear upon reformatting if it was hidden instead of deleted in the 
Public version.  
 

Signing Your Document 
When the document is finalized, sign it using this electronic signature method:  

/s/ Perry Mason 
 
The eFiling application tracks the user information of the person that signed into the eFiling 
application and used the submission process to upload the document. The electronic signature 
represents the person responsible for the document, not the person that used their user account 
to upload the document to the eFiling application. 
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Submit a Document 
In order to submit a document using the eFiling application, you must be a registered user. 

Step 1: Start Submission 
From the Home screen, click “Start Submission” under the “eFiling” Column. 
 

 

Step 2: Select Type 
You will be asked for the type of submission you are completing. 

● Standard 
● Telephone Tariff 
● Information Request 
● Telephone Annual Report  
● Tribal Government Filing1 

 
 

 
1 The Tribal Government Filing submission type is only for official submissions from tribal 
governments. Documents that do not officially represent tribal governments must be filed using the 
Standard submission type. 
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Note: If you select “Standard” or “Telephone Tariff” or “Tribal Government Filing,” you also must 
identify:  

● Who you are submitting the document on behalf of (the entity you represent with this 
submission). If you are from a law firm, “On Behalf Of” is the name of your client. 

● Docket Identification 
○ New 
○ Existing 
○ Unknown 

 

 
If you select New or Unknown, you will also be asked to identify the docket related industry: 

● Energy  
● Telephone 

 

 
Additional submission types on the “Start Submission” are: 

● “Information Request” 
○ When you select “Information Request,” you will be asked: 
○ 1. If your information request is being filed in a Conservation Improvement 

Program (CIP) docket or Resource Planning (RP) docket. 
○ 2. If the Public Utilities Commission (PUC) is one of the parties on your 

information request. 
○ The answers to these questions will affect what information is displayed on the 

next page, so be sure to answer accurately. 
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● “Telephone Annual Reports” 

○ Selecting “Telephone Annual Reports” will lead you to verify additional 
information about your request. (Screenshots below)  

 
1. Select the Docket 

 
2. Select the company 
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3. Fill out the form 

 

Step 3: Submission Page 
Clicking “Start” from the “Start Submission” page opens the submission page for your selected 
submission type. 
Note: The fields on the submission page will vary depending on which submission type was 
selected in the previous step, so what’s described and pictured below may not be an exact 
match for what you see.  
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Click “Add Docket” to add a docket to the submission or “Add Document” to add a document. 
 
Add Docket 
To add a docket to the submission, search by one or more of these criteria: 

● Docket Year - From ‘75 to the current 2-digit year 
● Docket Number - Enter the docket number into the text field 
● Regulated Utility Name - Enter the name of the regulated utility that’s linked to the 

docket in the text field 
● Docket Types - Select the type(s) from a dropdown list 
● Docket Description - Enter words or numbers from the docket’s description into the text 

field 
● Received Month - Select the month the docket was created from a dropdown list 
● Received Year - Select the year the docket was created from a dropdown list 

 

 
 
 
Click “Add” to add the docket to your submission.  

 
 
Click “Save” to save and return to the submission page.  
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Add additional dockets as needed. 

 
Add Document 
To add a document to the submission, select: 

● Classification - Public or Trade Secret 
● Document Type - Select the type from a dropdown list 
● Additional Info - Clarifying information, ex. “Part 1 of 2” 
● Document Date - The date on the cover letter or other date on the document 
● Locate the file on your computer and select it for upload 

○ Clearly name documents to minimize confusion 
○ Consider storing the documents that you’re uploading to eFiling documents in a 

separate folder 
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Click “Add” to add the document to your submission and return to the submission page. Add 
additional documents as needed. 
 

 
Add the applicable Service List. 
 
Add Service List 
To add a service list to the submission, search by one or more of these criteria: 

● Docket # - e.g.:23-1 
● Service List Name - Enter the service list name into the text field 
● Organization/Reg. Utility Name - Enter the name of the organization/utility that owns the 

service list into the text field 
● Regulated Utility ID - Enter the Regulated Utility ID (U Number) of the organization/utility 

that owns the service list into the text field, including the “U” 
● First Name - Enter the name of a person on the service list into the text field 
● Last Name - Enter the name of a person on the service list into the text field 
● Member ID - Enter the member ID of a person on the service list into the text field 
● Type - Select the service list type from the checkbox options 
● Status - Select the status from the checkbox options 
● Owner - Select the owner type from the dropdown list 
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Click “Add” to add the service list to your submission and return to the submission page. Add 
additional service lists as needed. 

 

 

 
Notes 
If you want to provide information to the staff that will review your submission, you can do so via 
the Notes field. Any notes you add, will be visible to the staff member that reviews your 
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submission for approval.  

 
Once your documents and any additional information have been added, click “Review and 
Complete.” 

 
 
If there is an error message present, follow the prompt(s) to correct the error and click “Review 
and Complete” again. 
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Review the submission for accuracy and click “Complete.” 
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Submission Summary 
After you click “Complete,” the next screen will provide confirmation of your eFiling. This screen 
also provides a submission number which can be used in the eDockets Search to view your 
submission. Retain this information using the “Print” button to save an electronic or paper copy. 

 
Acceptance of Your Submission 
You will receive an email notification when your submission has been accepted.  
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You will also receive an email notification if your submission has been rejected. 
 

 
 
Submissions are accepted when:  

1. The document(s) attached to the submission is functional; and 
2. The document(s) is appropriate and related to public utility regulation. 

Acceptance of your submission does not indicate the timeliness of the filing or agreement by the 
agencies as to the content of the document. If the submission has been rejected or is returned 
to the filer, the filer will receive an email notification that states the reason. If the filing is 
returned, make the changes specified in the email and then submit the filing again. 
Note: If there is a reason to reject any of the documents in a submission, the entire submission 
will be rejected. 
 
Transcripts: Transcripts are a document type listed in your search results that only state 
agency users can view in eDockets.  
 
Arrangements may be made with the court reporter to purchase a copy of the transcript by 
contacting reporters@janetshaddix.com.  
Alternatively, you may contact the Department of Commerce at 651-539-1500 to make an 
appointment to review a transcript in person at the Golden Rule Building in downtown Saint 
Paul. 
 
  

mailto:reporters@janetshaddix.com
tel:651-539-1500
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Amending Submissions and Documents:  
If you need to amend a submission that hasn’t yet been accepted, need a pending submission 
to be rejected, or need changes made to the metadata of already filed documents, contact 
marcella.emeott@state.mn.us and efiling.admin@state.mn.us.  
Keep in mind: 

● Once a document is efiled, it cannot be changed. If you find there is a page missing or 
incorrect text in the efiled document, you will need to efile an amended document. 

● The “Additional Info” field of the amended document should note that the document 
replaces the original. Example: “Amended version of document 20246-175008-03” 

● The original document will remain in eDockets to reflect the course of events. 
● If the original document was efiled as Public, but is later found to contain trade secret 

information, file a new document as Trade Secret with the appropriate corrections. This 
document should state, in the “Additional Info” field, that it replaces the original Public 
document which contained errors. 
Then immediately contact efiling.admin@state.mn.us to have the original document 
deleted.  

 

Search Submissions 
Search Submissions is a feature that allows users to lookup their own submissions. This feature 
is accessed by clicking Search Submissions on the homepage or in the eFiling dropdown menu 
at the top of the screen.  
 

 
 
  

mailto:marcella.emeott@state.mn.us
mailto:efiling.admin@state.mn.us
mailto:efiling.admin@state.mn.us
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The search criteria can be used filter the results and find specific submissions. 

 
Status 
The Status field displays the current status of each submission. 

 
Below is an explanation of each submission Status: 

• In Progress – The submission has not yet been submitted by the filer. 
• Submitted – The submission has been submitted by the filer and is awaiting 

review by submission verification staff. 
• On Hold – Review of the submission by verification staff is in progress. 
• Saved – Review of the submission by verification staff is in progress. 
• Approved – Submission has been approved by verification staff. 
• Rejected – Submission has been rejected by verification staff. 
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Technical Failures 
What to do if the eFiling application is not accessible/available: 
There may be occasions where a registered user is unable to access the eFiling application due 
to technical problems, thus preventing submission of documents via eFiling. In this event, users 
may hand deliver a disc or flash drive containing the file(s) to be submitted to the PUC at the 
address below. 
 
Minnesota Public Utilities Commission 
121 7th Place East, Suite 350 
St. Paul, MN 55101 
 
Documents received under this procedure are considered filed upon delivery at the PUC office. 
Documents received after 4:30 pm will be considered filed on the next business day. The 
agencies are not responsible for any document not received because of a failure in the user’s 
computer system or delivery mechanisms. 

eService 
● Master Contact List: 

This is a repository of names and contact information for people that may have been 
associated with an eFiling service list. A master contact can be created for an individual 
by any registered eFiling user. The eService system allows duplicate master contacts, 
but they should only be created for a valid business reason, such as one person running 
several, separate businesses using the same email address. 
Users may not inactivate a person’s master contact. If there is a problem with a master 
contact, please contact the PUC at eService.admin@state.mn.us 
 

o Copying Master Contact Service List Memberships 

If you need to copy the service list membership of one master contact to another master 
contact, for example when someone is retiring and passing their duties to a new person, 
please use the “Copy Membership” feature. 
To access this feature, go to the master contact page of the person that needs the new 
service list memberships and click on the “Copy Membership” button. Then run a search 
for the master contact whose service list memberships you want to copy. Once that 
master contact is found, select one of the two available “Action” options. The “Select 
Memberships” option should be used if you want to pick specific service lists, but if you 
don’t see the service list(s) that you want to copy, please use the second option. The 
“Request All Memberships” option should be used if you want the master contact that 
you’re updating to have all the service list memberships of the other master contact you 
selected. 
Please keep in mind that the “Request All Memberships” action requires administrator 
approval, so the process is not immediate. Be sure to fill in the “Description” field with an 

mailto:eService.admin@state.mn.us
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explanation for why the request is necessary since that information will be utilized by the 
administrator evaluating the request. To check the status of your request, please go to 
the homepage, then click the Membership Copy Requests option in the eService 
section. 
Please note that “Request All Memberships” excludes all Office of Administrative 
Hearings (OAH) service lists, so those memberships will not be copied.  
 

● Create A New Service List: 
Users are encouraged to create new service lists within the eService system. 
organization and citizen eFiling users can create General Service Lists by selecting 
existing master contacts, by selecting existing service lists, or by creating new master 
contacts.  
 

● Modify A Service List: 
You can modify any list you have created by selecting “Service Lists” under the 
“eService” header. 
Search for the list, select it from the results, and modify the list. 
If any of the information linked to a master contact is incorrect, the user must notify the 
PUC (at the email address above) so that PUC staff can make the appropriate change to 
the master contact.  
 

● Add a PDF of Any Saved Service List to Your Document:  
Go to “Service Lists” under the “eService” header to search for the appropriate service 
list. 
Select from the list of results. 
On the following page, click “View all.” 
Then, you can print the page as a PDF using the Print button and append it to the 
document that’s going to be efiled.  
 

● Using eService to Serve Parties Through the eFiling System: 
The eFiling system has a feature which provides the option to serve parties as part of 
the eFiling document submission process.  

o Go to “Service Lists” under the “eService” header and identify the appropriate 
service list to be used. 
If there is no service list (as in the case of a new filing) you will need to create a 
service list. 

o Make a PDF of the service list and append it to your document along with the 
certificate of service. 

o Now you are ready to efile the document. 
Describe the document when adding it to the submission. Use “Docket” to select 
the docket number associated with your filing. 
The application will automatically display the active service lists associated with 
the docket number(s) you selected. Verify that the appropriate service list(s) are 
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selected and then click “Save.” You can add additional service lists as needed by 
using the “Service Lists” section of the submission page.  

o Once you complete your submission, the app will serve your documents to the 
parties on the service lists you selected. When service is complete, you will 
receive a confirmation email with the date and time it was completed. This email 
will not be generated if you used the “Skip Service List Assignment” option 
described below. 

 
o The parties on the service lists you selected that get electronic service will 

receive an Official Service email. 
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o You may opt out of using electronic service via the application by not adding any 

service lists to the submission and then clicking “Review” and “Complete” in the 
upper right. 
In the Review Submission window that appears, select “Skip Service List 
Assignment,” and then click “Review” 
If you choose this option, the application will not assist you in serving parties. 

 
o If you elect to serve parties electronically, please note there may be some parties 

who require paper service. It is your obligation to serve these parties via US Mail 
or personal service. In addition, all Trade Secret documents must be served to 
parties via paper. When a user efiles documents, it constitutes service on the 
PUC and Commerce for both Public and Trade Secret documents.  
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