Public Service Commission
Electronic Tariff Filing System
-Filing Instructions-

Introduction:

These instructions are for how to file a tariff using the Tariff Filing System (TFS).

Additional instructions are available on (1) how to register for an account to use
the TFS and (2) how to monitor the status of a tariff filing.

If problems are encountered at any point during the filing process, please call the
PSC and ask to speak to the Tariff Branch.

Account Login Procedures:

After you have registered and your account has been authorized, you can login
to the system by visiting the PSC homepage and clicking the “Login” button.
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Filing procedures.

Enter your email and password -- then click “Login.”

Username:|john.doe@ky.gov
Y v

Login

Kentucky Public Service Commission
P.0. Box 615, 211 Sower Boulevard, Frankfort, Kentucky 40602-0615 Copyright ® 2008 Commonwealth of Kentucky. All rights reserved
Fhone (502) 564-3940, Fax (502) 564-3460

Once logged in you should see the following:

Commonwealth of Kentucky
Public Service Commission
E-Filing System

Use the MENU On the left to navigate to the application you wish to utilize.

Secune Electronic Flling

Kentucky Public Service CoNmigzion
P.0. Box 615, 211 Sower BoNevard, Frankfort, Kentucky 40602-0615 Copyright @ 2008 Commonwealth of Kentucky. All rights reserved.
Phone (502) 564-3940, Fax (508) 564-3460

Click on the “Secure Tariff Filing” button to launch the electronic Tariff Filing
System (TFS).
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Now you should see the “Electronic Filing Center” screen as shown below:

Harne 5 Search Related Sites Help

A @ Attention Filers

Make certain all tariff, contract
and promotion documents are
completely searchable before
uploading.

kKerntucky Public Service Cormrmizsion

Electronic Filing Center

Tariffs
Contracts

Promotions

Select the “Services” button and then click on the “Tariff Upload” button.
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The next screen should be the “General Filing Information” page.

General Filing Information.
Please be aware that all filings processed through this system will become part of the official public case record. Please do not submit documents which contain
confidential information in this manner.

Select the Utility you are filing on behalf of. Use the filtrs to select the correct utility.

* Denotes Required Field

Utility: 15800 Kentucky-American Water Company aka Kentucky American Water
Filer ID PSC Employee: DennisB.Kirtley
Filer Name* | I+ of Filers Company
On Behalf of: I 1 [
Address
E-mail Address i | L
r
City State Zip
Phone Number®* [ i | I

Case Number | |

s ot g
Order Date [ =
Filing Type | Tariff vi
| =
Proposed Effective Date * L
(Enter A Brief General
Filing Description* Tk Tor retription OF
Individual Documents.
[ oo |

Complete each of the data entry boxes on the page:

Filer’'s Company / Address: Name and address of the filing entity.

Filer Name: Enter the name of the individual conducting the filing session.
Phone Number: Enter as (555) 555-5555.

E-mail Adress: Denotes where the finalized documents should be sent.

Case Number / Order Date: If this filing is the result of a PSC Order, please
provide the relative case number and order date.

Filing Type: Select from one of the available choices in the drop-down box.
Proposed Effective Date: Enter as mm/dd/yyyy
Filing Description: Enter a brief summary of the purpose of this filing.

Click the “Continue” button when all the information has been entered.
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Your screen should now show a window similar to the following:

« Choose up to five files to upload at one time
« Only PDF and XLS files will be accepted.
File fiype  [Confirm
i Contrant 3
You may
> Contract w repeat this
step as
needed to
3 Contract 4 upload all files
during one file
4 Cantract v session
5 Contract 3
Cancel Filing Upload These Files

This is the page where the documents included with the filing are uploaded.

Prior to beginning this step, please review the following guidelines and
procedures regarding preparing your documents for the uploading process.

o Document Name:

Document names must not contain spaces or any special characters other
than an “underscore” or the file upload process may fail.

A filing will generally consist of several types of documents such as a
cover-letter, a tariff, and supporting documents. Each of these types of
documents should be separated and individually named.

o Document Format:

Documents must be in a searchable portable document format (PDF).

While the most popular PDF software program is the Adobe product, there
are other PDF software programs available.

If you have any questions about the naming or formatting of documents,
please call the PSC and ask for the Tariff Branch or IT Branch.
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Once your documents have been saved in accordance with the above guidelines,
you can upload your documents into the system.

While on the screen shown below, you will need to click on the “Browse” button

and find where you saved your documents on your computer.

+ Choose up to five files to upload at one time
« Only PDF and XLS files will be accepted.

-
L |(Eeme] Comad ¥
> | |(Browse... | | Contract %
o |(Browse... ] | Contract v
ol |(Browse... ] | Contract v
= | | CErowse.. ] Comrad %

You may repeat this step as
needed to upload all files
during one file session

Upload These Files

After clicking the “Browse” button a popup window should appear so that you can
navigate to the place where you saved your documents on your computer.

U documents for: Kentucky-American Water Comy aka Kentucky American Water
+ Choose up to five files to upload at one time
« Only PDF and XLS files will be accepted. hoose e ta Upload
I Lockin [ PSE Fiings -l 0T
1 |7|[—Bmv£——] é -EKyAm_Ca\cuIatiDns‘de
T Kyam_Letter.pdf
o |[Browse... | My Recent T kyam_otice. pof
Documents " kyam_Tariffpdf
3 | |[ Browse... ] @
Desklop
4 | |[(Browse... |
5 | |[ Browse... ] —J
My Diocurments
29
tdy Computer
by Netwark File name: ]KyAm_Letter.pdf L] Open
Places
Files of type: ]AII Filzs [7.7) _-J Cancel

After navigating to the desired folder, select document(s) to be uploaded by
single-clicking on each document name, then click the “Open” button at the

bottom of the “Choose File” window.
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After clicking the “Open” button, the file name should appear in the blank box to
the left of the “Browse” button as shown below.

documents for:

+ Choose up to five files to upload at one time
+ Only POF and XLS files will be accepted.

. [Rikyam_Letierpdi  |[ Browse... ]
o | (Bromse ]
2 |l |(Browse... |
|l |(Browse... ]
= | (CBrowse__]

Cancel Filing

rican Water Com| aka American Water

Choose File to Upload

Lookinc [ I3 PSC Fings =l oO% e E
. -_!'_.'Ky.quca\culatlnns‘pdf
I_‘Lé -E Kywam_Letter.pdf
My Recent 78 kyam_Matice. pdf
Documnts T_.KyAmjarlFF‘de
(&
Desklop
My Diocurnents
tdy Computer
Iy Network. File name: IKyAmeetter.pdf _:I Open i
Places
Files af type: |l Files (%7 -] Cancel !

wud

Repeat these steps so that each of your documents appear in one of the boxes
next to one of the “Browse” buttons as shown below.

documents for:

+ Choose up to five files to upload at one time
+ Only PDF and XL5 files wil be accepted.

I S

s |Ri\kyAm_Letter.pdf

|[ Browse... |

> [RiKkyAm_Calculations [ Browse. . ]

5 [RAKyAm_Notice.pdf |[ Browse... |

4 |RAKyAM_Tarifl paf

|[ Browse.. |

Cancel Filing

- | (Browse ]

FILE

rican Water Comy aka American Water

Choose File to Upload

Laak in: ID PSC Filings _'_] (€] ’ e M
_.,é T_.‘KyAm_Ca\(ulatiDns‘de
? Kwam_Letker pdf
My Recent T8 kyam_Motice, pdf
Dﬂcumnts = Kyam_Tariff pdf
Deskiop
My Documents
My Comnputer
My Metwork il rame: [k pan_T it pst - Open l
Places
Files of type |l Files (%) x| Cancel i

ad
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Now, for each of your documents to be uploaded, find the “Type” column and
click on the drop-down menu to choose the document type.

Upload documents for: Kentucky-American Water Comy American Water

+ Choose up to five files to upload at one time

+ Only POF and XLS files will be accepted.
. e ____________ _______________fiye _______________________________|confirm |
, [Rakyam_Leterpdt |[Browse.. ] [cotet @
2 [RiKyAm_Caleulstions [ Bowse.. | [Contract B

= ————— T You may repeat this step as
5 [RiKyAm_Notice pdf |[Browse... ] [Contract v needed to upload all files

= during one file session
4 |RAKyAm_Tariff.pdf ||_Browse... }:Cu i W
5 1L (Bonse.. ] [Contract B
—

The default is set to contract but you need to choose the appropriate type from
the drop-down menu for your each of your documents.

See the example below for how the page should look after the documents have
been properly labeled in the “Type” column.

Upload documents for: Ke American Water Comy aka Kentucky American Water

+ Choose up to five files to upload at one time

+ Only PDF and XL5 files will be accepted.
e e [|confirm |
1 (RIKyAm Lefterpdf | fcnver Letter v
2 [RWyAm_Calculstions [ Browse ] [SupportDocumert [

B wAm: Nosapd. 18 T You may repeat this step as
5 [RAKyAm_Notice.p ___-_rowse.. | Support Document + nee_dﬂ‘ltollplnada!lﬁks

= during one file session

" |RAKyAm_Tariff. pdf || Browse... [Tarlﬁ F
5 | |[Browse... ] | Contract ~

Upload These Files

Now you are ready to click on the “Upload These Files” button in the lower right
hand corner of the page to electronically submit the documents.
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After the initial batch of documents has been uploaded, an informational
message will appear giving you the option to upload additional documents.

Upload documents for: PSC

« Choose up to five files to upload at one time
« COnly PDF and LS files will be accepted.

(fFile  Jtype  |confirm|
1 .EE Microsoft Internet Explorer FE 1

You may

5 Bri ! E Upload another set of documents or click " COMPLETE FILING® repeat this
step as

5 Bro needed to
upload all files

E during one file
-
4 Cantract v session
5 Contract v

Upload These Files l

You shouldn’t need to upload another set of documents unless your filing has
more that 5 documents. If this isn’t the case, just click “OK” in the message box
for it to close.

On the lower right hand corner of the page click the “Complete Filing” button to
finish uploading your documents.

nloaded this session
MNote: Your
filing is not
Document Type complgte unitil
Testl pdf Cover Letter xggrﬂglrete
Te5t2[gdf Tarlff Filing" at the
bottom right of
this screen.,
[ COMPLETE FILING |
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When your files have been uploaded into the system, you should see a
confirmation screen showing the documents that have been filed along with a
tracking number such as TFS-2011-00001.

We recommend printing a copy of this screen as proof that your files were
submitted.

You should now have successfully filed a tariff using the TFS.

The tariff review process generally takes around 30-days to complete, at which
time you will be notified of the status of your filing.

Tariff filings are accepted, rejected, or suspended into a formal case for further
review and investigation.

Accepted filings will be marked with the appropriate stamp showing the effective
date (or received date for telecom filings).

If questions arise during the review process, staff will contact you and discuss
your options for resolving any issues.

Please refer to “Monitoring Instructions” for directions on how to monitor the
status of a tariff that has been filed with the PSC.

Any questions regarding electronic filings to the TFS should be directed to the
PSC Tariff Branch by calling 502-564-3940 or emailing PSC.tariffs@ky.gov.
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