e To Attach a File
o Under the Section “New Attachments” click on the appropriate Attachment type
associated with your filing. Enter an Attachment Name. Click on the Browse button
to locate the file you would like uploaded. (Note: Only Searchable PDF files will be
accepted for filings. Filename must be alphanumeric — no special characters are
allowed in the filename. Filesize is limited to 21 MB or less per document.) Once
the file is selected, you will need to Click on Save to upload the file. If the file is a
confidential file, you must check the box next to Confidential to flag the file as
Confidential before clicking Save.
e Continue to attach all files for the filing. You can Save the filing and return to the filing
screen to edit information. If you are not ready to submit the filing, click on Close to
exit the Filing screen. You can return to the filing from the “Search Filings” area.
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e You can review each attachment by clicking on the associated Attachment name and
clicking on Open. After all attachments are uploaded to the filing and you are ready to
send it to the WPSC for approval, click on the Submit button. You will receive a message
“New filing is submitted successfully.” Once submitted you will not be able to make
changes to the filing. If additional documents need to be added to a filing and the
original filing has been submitted, a new filing will need to be created. After submission
the docketing section will be notified and must approve your filing before it is accepted.
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e If you have added a document and decide that it is not applicable to the filing, you can
delete the document by clicking on the Red “X” X next to the attachment name to

delete it. Once deleted it will be removed from the system and not available for
viewing.

e To logout of the system click on the yellow key icon 2l next to the home icon ' in
the upper right.

If you need technical assistance with the Wyoming Public Service Commission electronic filing
system please contact Donna Crock at donna crock@wyo gov or 307-777-5751 or 307-777-7427.
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