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Why are we here?

Welcome to the e-Filing and e-Commenting Training!

Why are we here?

• Familiarize you with the new e-filing and e-commenting 
system

• To explain service and how it relates to e-filing, and

• Access confidential documentsAccess confidential documents

• Discuss best practices for locating documents
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Wh t i CRMS?What is e-CRMS?

• Parties File

• System Serves

• Parties must e-file beginning November 1, 2013

• Parties can request a hardship waiver

e-Commenting – for the Public
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Quo Warrento?

• Commission’s procedural regulations allow Executive Director to manage  
filingfiling.  

• Two “standing orders” implement these systems.  

Standing Order re: Procedural Requirements For Electronic Filing and Docketing of Public CommentsStanding Order re: Procedural Requirements For Electronic Filing and Docketing of Public Comments 
and Documents with the Energy Commission in Power Plant Facility Proceedings (August 29, 2013).

Standing Order re: Proceedings and Confidentiality Procedural Requirements For Filing, Service and 
Docketing Documents with the Energy Commission

• Revised regulations planned.
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PREPARING TO FILEPREPARING TO FILE

First review following to ensure document is ready for uploading.  

1 V if fil i i l th 50MB1.     Verify file size is no larger than 50MB.

2. If necessary, print to PDF.   

Note: files with the extension 
.doc, .docx, .rtf or .txt will be 
auto converted to Portable 
D t F t (PDF)Document Format (PDF) once 
they are received.
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3. Remove security settings  

4. Use electronic signaturesg

5. Note the meta-data:

TitleTitle 

Subject(s)

Page Count

The “To” and “From” and their “Roles” within the proceeding

6. Acceptable file types: pdf, doc, docx, xls, xlsx, ppt, pptx, rtf, txt, dwg, 
dxf, kmz, kml, jpg, jpeg, tif, tiff, gif, wrf, mp4, avi, wmv, mov and mpeg 
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STEPS FOR COMPLETING AN INTERNAL E FILINGSTEPS FOR COMPLETING AN INTERNAL E-FILING

1.  Log on to internal e-filing using the following link:  
http://efilinginternal/Default.aspx.   

2.  Click “Quick Actions”

7



3. From dropdown select “Submit e-filing”

4. Select a Proceeding by either clicking spyglass or begin typing
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5. Select a Submitter – “California Energy Commission”

6.  Select Your Role in this Proceeding – Most likely “Commission 
Staff”

Note:
Don’t file on behalf of 
non Commission 
parties, public or 
intervenors May fileintervenors. May file 
for staff consultants.
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7.  Click “Continue to Upload Files”
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8. Upload your documents by 
clicking “Select File(s) to 
U l d”Upload”

Note: that file size (up to 50 
MB’s) and document type s) a d docu e ype
requirements apply.
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Selected files will appear in the “files awaiting upload” section.  Click 
“Upload File(s)”.  
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9. Files will appear in the “Uploaded Files” section.  You must update 
the file details by selecting “Edit Details” before submitting the 
document for filing.  

13



When populating the “Edit Details” field:

TITLE:  Describe the document.  Focus on content.  Avoid 
bb i ti d Titl Cabbreviations, acronyms and use Title Caps.  

(Example: Preliminary Staff Assessment ).

DOCUMENT DESCRIPTION: Further information re document

SUBJECT: Add subject(s) from drop down list.  

DOCUMENT TYPE: AutoCad Drawing Document Google EarthDOCUMENT TYPE:  AutoCad Drawing, Document, Google Earth 
Data, Map, Meeting Recording, Photograph or Shapefile 

PAGES:  Page count of the document

ADDRESSED TO:  The recipient

STAFF NOTES: Pertinent notes about the filingSTAFF NOTES: Pertinent notes about the filing
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Update File Details:p

Once you have populated all the metadata fields select “Update File 
Details”. You will need to do this same process for every file you planDetails .  You will need to do this same process for every file you plan 
to submit.
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10 Review filing If you find errors click on “Edit details” or “Remove10. Review filing.  If you find errors click on Edit details  or Remove 
file”. When finished click “Continue to Review and Submit”.  
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11 Verify your e-filing is accurate click “I agree and Submit”11. Verify your e-filing is accurate click I agree and Submit . 

Your screen will appear with the message “e-filing Submission Complete”. 
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CONFIRMATIONCONFIRMATION:

Dear Tiffani Winter,

Your e-filing was submitted successfully to Docket Number 14-AFC-01, and will be reviewed by the California 
Energy Commission before it is published to the Docket.

The following files were included in your submission:

Title: Commission Staff's Response to Comments made by Palen Solar Holdings re Preliminary Staff 
Assessment
4 page(s)
Subject(s): Air Quality, Land Use, Noise and Vibration
Document Type: Document

Once the California Energy Commission reviews your e-filing, another e-mail will be sent to you notifying you about 
the publishing status of your e-filing.

Thank you.

For e-filing help or questions, send an e-mail to e-FilingHelp@energy.ca.gov, or call 916-654-5076.
This is an automated e-mail message. Please do not reply to this e-mail.
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APPROVAL:

Dear Tiffani Winter,,

The following Document that you submitted to the California Energy Commission (Docket Number 09-AFC-
07C) has now been approved:

Title: Email to Parties re Link to Exhibit List - Revised email with working link.
( )1 page(s)

Document Type: Document

Please note that your Document has also been published to the California Energy Commission website.

Thank youThank you.

For e-filing help or questions, send an e-mail to e-FilingHelp@energy.ca.gov, or call 916-654-5076.

For e-commenting help or questions, send an e-mail to e-CommentingHelp@energy.ca.gov, or call 800-822-6228 
or 916-654-4489.

This is an automated e-mail message. Please do not reply to this e-mail.

This message contains a link to your docketed filingThis message contains a link to your docketed filing.
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SERVICE OF FILED DOCUMENTS

• System serves link to document  

SERVICE OF FILED DOCUMENTS: 

• System makes document available on Commission website 
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REJECTION:REJECTION:

From: eFiling@energy.ca.gov [mailto:eFiling@energy.ca.gov] 
Sent: Thursday, September 12, 2013 9:08 AM
To: Sunshine,Sally@Energy
Subject: Your Document has been rejected

Dear Sally Sunshine,

The following Document that you submitted to the California Energy Commission (Docket Number 09-AFC-
07C) h b j t d07C) has been rejected:

Title: Palen Kit Fox Den map key
1 page(s)
Subject(s): Biological Resources
Document Type: DocumentDocument Type: Document

The reason for rejection is:

Submitter Role is incorrect.  Please call Dockets for further instructions. 

If you feel that this document was rejected in error, please contact the California Energy Commission.

Thank you.

For e-filing help or questions, send an e-mail to e-FilingHelp@energy.ca.gov, or call 916-654-5076.
This is an automated e mail message Please do not reply to this e mailThis is an automated e-mail message. Please do not reply to this e-mail.
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CONFIDENTIAL DOCUMENTS

• Application and confidential documents are filed• Application and confidential documents are filed. 

• Dockets Staff will docket the application.  

• Confidentiality Attorney reviews proposed confidential documents. 

• Technical Staff should contact dockets to view confidential 
documentsdocuments. 
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Steps for Viewing Confidential Documents You Have Permissions To:

1.  Click on “EFILING” from the  
DashboardDashboard

2.  Click on “View Confidential 
Documents”

3.  From dropdown menu select “All 
Dockets” or the specific proceeding.  

The documents you have permissions toThe documents you have permissions to 
will appear in list form and will be linkable.   
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STEPS FOR THE PUBLIC TO SUBMIT AN E-COMMENT

1. Go to the Energy Commission’s Website: http://www.energy.ca.gov

2.  Click on the “POWER PLANTS” tab on the Dashboard

3.  An alphabetical list of the power plants will come up.  Select power plant at 
issue.

4.  Click on “Submit e-Comment” button on the right hand side of the page.  

5. Commenter’s are required to input their email address.  Comment Title should q p
be “Jane Doe Comment re ___________.”

6. Type comments into the “Comment Text” field or upload a document with 
comments. 

7. Enter the CAPTCHA that is used to prevent spamming on the website.  Then 
click on “Agree and Submit your Comments”.  
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LOCATING DOCUMENTS

There are three categories of documents:There are three categories of documents:

Listed and Linked (Generally 2007 – Present) 

Listed, but not linked (Pre-2007 or to large to migrate to eCRMS) 

Pre-1999 Files for Compliance Monitoring
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LOCATING LISTED AND LINKED DOCUMENTS INTERNALLYLOCATING LISTED AND LINKED DOCUMENTS INTERNALLY
1.  From the Dashboard click on “Advanced Search”

2. If searching by Transaction Number input the “TN #” Field. 

3.  If searching by Docket Number input the “Docket #” field or 
click on “DOCKETS” from Dashboard and type the proceeding 
name 26



4.Continue to cull down your search results by clicking “Advanced 
Filters”. 
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LOCATING LISTED AND LINKED DOCUMENTS VIA CEC WEBSITE

1. Go to the Commission’s website: http://www.energy.ca.gov/

2 Cli k th “POWER PLANTS” t b f th D hb d2.   Click on the “POWER PLANTS” tab from the Dashboard.
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3. Select proceeding from list.

4.   Click on “Search Documents in this Proceeding”.

29



1. If searching by TN # input 
quotes around your numberquotes around your number.   
Example: “201102”

2. Documents filed after 
7/23/13 can be filtered by 
categories in blue box.

3 Searching capacity is like a 
Google search.  Will search 
content of document as wellcontent of document as well 
as Title. 

30



Filtering is interactive.  More sorting options appear when you begin searching.
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LISTED BUT NOT LINKED

Items listed and not linked will show up in black.  Contact dockets to receive copies.
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PRE-1999 FILES FOR COMPLIANCE MONITORING

1. Go to the Commission’s website: http://www.energy.ca.gov/

2. Click on the “POWER PLANTS” tab from the Dashboard

3. Scroll down to the bottom of the page and select “Projects online 
before 1999 – Compliance Monitoring”
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Brings you to a list of 
filings by year forfilings by year for 
proceeding pre-1999 
that no longer have 
individual web pages. 

Click on this link to 
view Pre-1999 
Docket Logs.
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If you are unable to locate a document electronically contact dockets 
and we will retrieve for you!  

USEFUL LINKSUSEFUL LINKS

If you have any questions related to e-Filing or e-Commenting please 
contact the Dockets Unit. 
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Th k  f   ti  d tt ti !Thank you for your time and attention!

Does Anyone Have Additional Questions?y Q
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