Electronic Case Filing User Manual | Registration

Welcome to Electronic Case Filing (ECF)

For security purposes, all those wishing to access the ECF System must register
with a valid email address and create an ECF account.

To search only, register for a read-only General Public Account.

To file cases and documents, register for the appropriate ECF Filer Account. The
four (4) Filer Account Types are discussed below.

IMPORTANT POINTS:

e In ECF, an email address can only be associated with one ECF account.

0 If you have registered for a read-only account but wish to register for an
account with filing permissions, you will need to register for that account
with a different email address or contact the Court Clerk’s office to change
the account type assigned to your email address.

e You can register for a read-only General Public Account at any time of day.

0 It should take less than twenty (20) minutes to receive an automatic
system email directing you to confirm you email address.

0 Once thatis done, you will be registered and will have access to the
system’s search tools.

e Whether filed by the ECF Filer Account registrant, or on behalf of the registrant
by support staff, documents should be filed using the registrant’s credentials,
e.g., an attorney’s username and password.

0 The additional email fields on the registration screen can be used to
ensure that support staff receive copies of all emailed notices.

e The registration process for an account with filing privileges (ECF Filer Account)
requires a review by the Court Clerk’s Office of the registration information
submitted.

0 If you submit information to register for an ECF Filer Account after the
OCC'’s business hours, the account cannot be approved and activated until
the next business day.

O ECF Filer registrations submitted late during an OCC business day may,
likewise, not be approved until the next business day.
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Registering as a Read-Only General Public ECF User:

To search and review cases and case documents, register for a read-only General

Public account.

Begin by going to the Oklahoma Corporation Commission website and follow the

prompts to navigate to the ECF System.

On the Welcome page, click Don’t have an account? Click here to register:

Welcome to the Oklahoma Corporation Commission's Electronic Case
Filing (ECF) System

ECF is intended to streamline filing cases and documents with the Court Clerk's
Office and to provide a powerful case and document search tool.

the ECF System must register with a valid electronic Username
mail address and create an ECF account. To search :
only, register for an ECF User Account. To file

cases and documents, register for the appropriate Password
ECF Filer Account.

Rules for electronic filing and service of documents [ Remember My Login
via the ECF system are in Chapter 5 of the

Commission's Rules of Practice, 165:5-1-11 et seq. cancel
See the ECF User Manual for additional information i
and instructions.

Assistance with ECF is available from 8:00 a.m. to

3 , Login
For security purposes, all those wishing to access

4:30 p.m. Monday - Friday, except for legal
holidays. Please call 405-521-2352 or e-mail:
courtclerk@occ.ok.gov.

Fill in the information on the Registration screen:

Registration

Extemal User Registrabion

Enter information to register a new Oklahoma Corporation
Commission IMS account:

First Name

Jane
Last Nama
Email - Note that your emall address will be your Username
generalpublicectZgmail.com
Phone Number
§18-529-3597

Passwerd

........... Show
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NOTE: The email address entered on the Registration screen will be your ECF
Username.

When you move the curser into the Password field, a pop-up window will appear
with password requirements.

Once the required information is filled in and the password confirmed, click
Register:

If all fields are completed and the password is accepted, a Registration
Confirmation message will appear:

Registration Confirmation

Thank you for registering for an OCC IMS Account. You should receive an email with instructions to confirm your
account

Check the Inbox for the email address you provided for a No-Reply email from
the Oklahoma Corporation Commission with the subject line: “OCC IMS Account
Registration — Please verify your email address”.

NOTE: Emails are sent from the ECF System in batches, approximately every 20
minutes. It may take up to twenty minutes to receive this confirmation email. Be sure
to check any Junk or Spam folders if the email does not arrive in your inbox.

Open the email and click Confirm Email:

M Gmail

OCC IMS Account Registration — Please verify your email address
Oklahoma Corporation Commission <NoReply.OKCourtClggk@public.govdelivery.com>
Reply-To: courtclerk@occ.ok.gov
To: generalpubliceci@gmail.com
Thank you for requesting an Oklahoma Corporation Com ion’s Information Management System account.

To complete your registration you must validate your email §iddress and provide additional information based on the user role requested.

Click the following link to confirm the email address: Confirm Email

This is an automated email. If you did not initiate this request, please delete this email and do not click on the link above. Please do not reply to this email |

A new ECF tab will open in your browser.
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Fill in your email address as the Username.
Fill in your ECF password.

Click Login:

Welcome to the Oklahoma Corporation Commission's Electronic Case
Filing (ECF) System

ECF is intended to streamline filing cases and documents with the Court Clerk's
Office and to provide a powerful case and document search tool.

. - Login
For security purposes, all those wishing to access _

the ECF System must register with a valid electronic Usemname
mail address and create an ECF account. To search
only, register for an ECF User Account. To file

generalpublicect@gmail.com

cases and documents, register for the appropriate Password
ECF Filer Account. R
Rules for electronic filing and service of documents [J Remember My Login

via the ECF system are in Chapter 5 of the
Commission's Rules of Practice, 165:5-1-11 et seq. Cancel
See the ECF User Manual for additional information . o
. - orgot your password?
and instructions. Don't have an account? Click here 1o register.

Assistance with ECF is available from 8:00 a.m. to
4:30 p.m. Monday - Friday, except for legal
holidays. Please call 405-521-2352 or e-mail:
courtclerk@occ.ok.gov.

On the next screen select your account type. (In this example, the type is General
Public.)

Check the box, indicating your agreement with the Terms of Use, to register.

Account Type / Request

Your Current Account Type is Not Selected.
Welcome to the Oklahoma Corpoeration Commission (OCC) Electronic Case Filing (ECF) System.

To apply to be a register: iler or ECF User, please request the account that best suits your needs.
Note: The ECF Fil include the view and search functionality of the ECF User account.

General Public: ECF User account for searching and viewing documents filed in cases and rulemaking proceedings at the Oklshoma Corporation Commission (“Commission’).
(O oklahoma Attorney: £CF Filer account for filing documants in Commission casas
() Out of State Attorney Admitted Pro Ha Vice: ECF Filer sccount for filng documents in Gommission cases - limited 1o cases in which the registrant has been admitied to practice in Oklahoma pra ha vice.

documents in Commission case registrant is representing him or herself

() self-Representation ("pro se”): ECF Filer account for i

Oklahoma Universal Service Funding

0 Company Represer

requests wher ainst the unauthorized practice of law is applicable to matters requiring a judicial hearing. See $.0.5.ch. 1, app. 1, art. I1.§7)

| agree to the terms of use below.

Terms of Use: By checking the Terms of Use box | am agreeing 1o the follawing terms of service: | agree to utilize the ECF System in accordance with applicable provisions of Chapter § of the Commission's rules (OAC 165:5) and the ECF System User
or Complaint); tis my

and agree 1o the following: any request for an ECF Filer account constitutes my agr ice on behalf of myself or any party | represent, via elect

responsibiiity to supply and update th appropriate email address at which | am to receive notice of filngs (i.e. sarvice); and OCC retains the right to cancal or limit the
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Use the scroll bar on the right side of the screen to scroll down to fill in the
remaining fields.

If you do not see the scroll bar on the right side of your screen, use the zoom
settings in your browser to zoom out to show more of the screen.

Required fields are marked with an asterisk*.

If the Physical Address is the same as the Mailing Address, fill in the Physical
Address fields completely, including the zip code, before clicking Copy Mailing
Address.

The email address you provided at initial registration will be filled in
automatically.

To have ECF email notices sent to additional email addresses, use the two
additional email address fields.

Once all required information, and any additional contact information you wish to
provide, is complete, click Save.

Phone Mumbers
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If the system does not progress to the next screen, scroll back up and ensure
that all fields marked with an asterisk* are completed and that the Terms of Service box
is checked.

A pop-up confirmation will appear when the save is successful:

Request Successfully Submitted

Your account may have new permissions assigned
Your account will now be refreshed to reflect these

cancel “

changes

Registering for an ECF Filer Account:

To search and review cases and documents, AND file documents in cases, register
for the appropriate ECF Filer Account.

e Oklahoma Attorney:
O ECF Filer Account for filing documents in Commission cases.
0 Requires an Oklahoma Bar Number for registration.
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e Out of State Attorney Admitted Pro Hac Vice:
O ECF Filer Account for filing documents in Commission cases in which the
registrant has been admitted to practice in Oklahoma pro hac vice.
0 Requires the Commission order number admitting the registrant to appear
pro hac vice.

e Self-Representation (“Pro Se”):
0 ECF Filer Account for filing documents in Commission cases in which a non-
attorney registrant is representing him/herself.
O Requires case number of the matter in which representing him/herself.

e Company Representative:

O ECF Filer Account for non-attorney company representative to file
documents in any Commission case in which no judicial hearing is
required, e.g., Oklahoma Universal Service Funding requests where the
Administrator's determination is not challenged.

0 The prohibition against the unauthorized practice of law is applicable to
matters requiring a judicial hearing. See, 5 0.S. ch. 1, app. 1, art. 1l, § 7.

NOTE: Whether filed by the ECF Filer Account holder, or on behalf of the registrant by
support staff, documents should be filed using the registrant’s credentials, e.g., an
attorney’s username and password. (The additional email fields on the registration
screen can be used to ensure that support staff receive copies of all emailed notices.)

Registering for one of the four (4) ECF Filer Account types involves the same steps
as read-only General Public registration, but with an additional filing access request
approval step.

The process for all four (4) ECF Filer Account types is essentially same, with some
variation in required information, as indicated above.
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The example below is for registering as an Oklahoma Attorney:

Registration

External User Registration

Enter information to register a new Oklahoma Corporation
Commission IMS account:

First Name

Della

Last Name

Street

Email - Note that your email address will be your Username

dellastreetmasonfirm@gmail.com

Phone Number

867-530-9867

Password

Show

Show

Once you have filled in the registration information and confirmed your

password, click Register.

A registration confirmation message will appear:

Registration Confirmation

Thank you for registering for an OCC IMS Account. You should receive an email with instructions to confirm your
account.

An email confirmation message will be sent to the email address you provided on

the Registration page.
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Open the email and click Confirm Email:

M Gmail

OCC IMS Account Registration — Please verify your email address
Oklahoma Corporation Commission <NoReply.OKCourtCl public.govdelivery.com>
Reply-To: courtclerk@occ.ok.gov
To: dellastreetmasonfirm@gmail.com
Thank you for requesting an Oklahoma Corporation Comm n's Information Management System account.

To complete your registration you must validate your email afjdress and provide additional information based on the user role requested.

Click the following link to confirm the email address: Confirm Email

This is an automated email. If you did not initiate this request, please delete this email and do not click on the link above. Please do not reply to this email .

A new ECF tab will open in your browser.

Enter your username (email address) and password to enter ECF through this
new window.

Click Login.

Welcome to the Oklahoma Corporation Commission's Electronic Case
Filing (ECF) System

ECF is intended to streamline filing cases and documents with the Court Clerk's
Office and to provide a powerful case and document search tool.

. .. Login
For security purposes, all those wishing to access _

the ECF System must register with a valid electronic Username
mail address and create an ECF account. To search
only, register for an ECF User Account. To file
cases and documents, register for the appropriate Password
ECF Filer Account. eeeeressnssseend

dellastrestmasonfirm@gmail. com

Rules for electronic filing and service of documents [JRemember My Login
via the ECF system are in Chapter 5 of the
Commission's Rules of Practice, 165:5-1-11 et seq. Cancel
See the ECF User Manual for additional information o )

. - Fargot your password?
and InStrUCtlonS' Don't have an account? Click here to register.

Assistance with ECF is available from 8:00 a.m. to
4:30 p.m. Monday - Friday, except for legal
holidays. Please call 405-521-2352 or e-mail:
courtclerk@occ.ok.gov.
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On the next screen select your ECF Filer account type. In this example, the account
type is Oklahoma Attorney.

NOTE: You must check the box, indicating your agreement with the terms of use, to
register.

Your Current Account Type is Not Selected.

‘Welcome to the Oklahoma Corporation © Ission (OCC) Case Filing {(ECF) System.
To apply to be a registered ECF Filer or ECF User, please request the account that best suits your needs.
Note: The ECF Filer accounts include the view and search functionality of the ECF User account.

() Ganeral Public: ECF User oceount for searching and yiewing documents fie
Oklahoma Attorney: ECF Filer scoount or fing documents in Commission coses

|'\'__:: Out of State Attorney Admitted Pro Hac Vice: ECF ke account Tor Fling docurments m Commess

() sell-Representation ("pro 5¢°): ECF Filer account for fing de n case

~, Company Representative: ¢

B 1 agree 1o the terms of use below

Terms of Use: ¢

Use the scroll bar on the right side of the screen to scroll down to fill in the
remaining fields.

If you do not see the scroll bar on the right side of your screen, use the zoom
settings in your browser to zoom and and show more of the screen.

Required fields are marked with an asterisk*.

If the Physical Address is the same as the Mailing Address, fill in the Physical
Address fields completely, including the zip code, before clicking Copy Mailing
Address.

TosTe 0K - Oklahoma

Addresses

Mailing Address:

0¥ - Dklahoma » TANN2 Tulza OK - Oklahama - Ta112
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The email address you provided at initial registration will be filled in
automatically.

To have ECF email notices sent to additional email addresses, use the two
additional email address fields.

Once all required information, and any additional contact information you wish
to provide, is complete, click Save.

Phone Numbsers Lo
Priemary Phne Nuimbes *
(8675309867 Phone Number Phone Number
Extension Extension Extengaon
Phang Type * Phane Type Phigne Type
Work Cell = Select Phone Type = Select Phone Type -
Emails o
Pramary Eenad =
defiasireeimasonfirm@gmail.com Email Email
Assistance with ECF is available from B:00 a.m. to 4:20 p.m. Monday - Friday, except for legal holidays. Please call 405-521-2352 or e-mail; couriclerk@oce. ok ooy

If the system does not progress to the next screen, scroll back up and ensure
that all fields marked with an asterisk* are completed and that the Terms of Service box
is checked.

A pop-up confirmation will appear when the save is successful:

Request Successfully Submitted

Your account may have new permissions assigned.
Your account will now be refreshed to reflect these
changes

oo
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Click OK.

Use the Logout icon at the top right of the screen to log out.

P = Q@

Once the registration has been approved — typically within the same business day
-- you will receive an email from the Oklahoma Corporation Commission with the
subject line “OCC ECF Account Registration.”

M Gmail

OCC ECF Account Registration

Oklahoma Corporation Commission <NoReply.OKCourtClerk@public.govdelivery.com>
Reply-To: courtclerk@occ.ok.gov
To: dellastreetmasonfirm@gmail.com

Thank you for requesting access to the Oklahoma Corporation Commission’s ECF System.

Your requested access has been approved. Please log out and log back into your account to gain access.

If you have not already logged out of ECF, do so.
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Log back in using the same email and password:

Welcome to the Oklahoma Corporation Commission's Electronic Case
Filing (ECF) System

ECF is intended to streamline filing cases and documents with the Court Clerk's
Office and to provide a powerful case and document search tool.

For security purposes, all those wishing to access
the ECF System must register with a valid electronic
mail address and create an ECF account. To search
only, register for an ECF User Account. To file
cases and documents, register for the appropriate
ECF Filer Account.

Rules for electronic filing and service of documents
via the ECF system are in Chapter 5 of the
Commission's Rules of Practice, 165:5-1-11 et seq.
See the ECF User Manual for additional information
and instructions.

Assistance with ECF is available from 8:00 a.m. to
4:30 p.m. Monday - Friday, except for legal
holidays. Please call 405-521-2352 or e-mail:
courtclerk@occ.ok.gov.

Username

dellastreetmasonfirm@gmail.com

Password

el

) Remember My Login

Forgot your password?
Don't have an account? Click here to register.

When logged back into an approved ECF Filer Account, the Filing and My Filings
icons will appear in the left vertical ECF menu bar:

ECF &erie =R

Advan rch

- S

Searchin the Results

K 12
T
OKLAHOMA

Case

Favorites
General ~
n Case Number
Main
Order Numbe
O Account A
i ring Date Filed
B myFilings
Enter adater o)
A My Subscriptions
Q  search »

Assistance with ECF is available from 8:00 a.m. to 4:30 p.m. Monday - Friday, except for legal holidays. Please call 405-521-2352 or email: courtclerk(ic

Search using filters to see results

I¢

5]

loce.ok.gav
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If the request of an ECF Filer Account is NOT approved, you will receive an email
from the Corporation Commission with the subject line “OCC ECF Account Registration.”

The reason will be stated at the end of the second line of the message:

M Gmail

OCC ECF Account Registration

Oklahoma Corporation Commission <NoReply. OKCourtClerk@public.govdelive m>
Reply-To: NoReply.OKCourtClerk@public.govdelivery.com
To: dellastreetmasonfirm+2@gmail.com

Thank you for requesting access to the Oklahoma Corporation Commissiol CF System.

Your requested access has been rejected for the following reason(s): Example reason for rejection.

You can log into ECF to make the necessary corrections and resubmit your request.

Although the initial request for an ECF Filer Account has been rejected, by getting
to this point in the registration process you will have access to use your username
(email address) and password to log back in (if you have logged out).

Welcome to the Oklahoma Corporation Commission's Electronic Case
Filing (ECF) System

ECF is intended to streamline filing cases and documents with the Court Clerk's
Office and to provide a powerful case and document search tool.

. - Login
For security purposes, all those wishing to access _

the ECF System must register with a valid electronic Username
mail address and create an ECF account. To search
only, register for an ECF User Account. To file

dellastreetmasonfirm@gmail.com

cases and documents, register for the appropriate Password
ECF Filer Account. | [ e |
Rules for electronic filing and service of documents [J Remember My Login

via the ECF system are in Chapter 5 of the
Commission's Rules of Practice, 165:5-1-11 et seq. Cancel
See the ECF User Manual for additional information oot your pasewerd?

and instructions. Don't have an account? Click here to register.

Assistance with ECF is available from 8:00 a.m. to
4:30 p.m. Monday - Friday, except for legal
holidays. Please call 405-521-2352 or e-mail:
courtclerk@occ.ok.gov.
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Click Account Access in the left vertical menu bar:

ECFiry, R o oo [t 2 B

K van arch
3¢

Searchiin the Results

Case -

Favorites i
Main
Order Numbes
O Account Access
3 arch using filters resul
A My Subscriptions Search using filters to see results
5 Date Filed -

Q, search >

Enter a date range

o

or e-mail; courtcle:

istance with ECF is available from 8:00 a.m. 1o 4:30 p.m. Monday - Friday, except for legal holidays. Please call 405

Scroll through the account screen to change/add any information.
Be sure that the Terms-of-Use box is checked.

Click Save at the bottom of the screen.

Your Current Account Type is Oklahoma Attorney. Status: Rejected - [Test]

Welcome to th Corp (= igsion (OCL) ic Case Filing (ECF) System.

To apply 1o be a registered ECF Filer or ECF User, please request the aceount that best suits your needs.
Hote: The ECF Filer accounts include the view and search functionality of the ECF User account.

(O General Public: ECF User account for searching and vewing documents. filed in cases. and ndsmaking procsedings a: the Oklahoma Corparation Commission ("Commissicer]

Oklahoma Attormey: ECF Filer account for filing Socuments in Commission cages.

O Out of State Attorney Admitied Pro Hac Vice: ECF Fier account for fling documents in Commission cases - kmited 10 23545 in which the registrant has besn admitted 10 practice in Okdshama pro hac vice

() Self-Representation ("pro se”): £6 Filer accoun for filng documents in Commission cases — Imited 10 cases in which 3 NO-IR0Mmey FgIsaNt is representing fim or herselt

o) Company Representative: CCF Fil

requests whera the Adminisrators deteny

1 agree Lo the terms of use below,

utilize the ECF System Liger Manual: and | understand

n behalf of mys pplication or Complainl: it is my

reaperai nge i1 aar
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Request Successfully Submitted

Your account may have new permissions assigned
Your account will now be refreshed 1o reflect these

changes
|

M Gmail

OCC ECF Account Registration

Oklahoma Corporation Commission <NoReply. OKCourtClerk@public.govdelivery.com>
Reply-To: NoReply.OKCourtClerk@public.govdelivery.com
To: dellastreetmasonfirm+4@gmail.com

Thank you for requesting access to the Oklahoma Corporation Commission’s ECF System.

Your requested access has been approved. Please log out and log back into your account to gain access.

NOTE: If you have questions about the reason for a rejection or need assistance
submitting additional information, please contact the Court Clerk’s Office at 405-521-
2352 or email: courtclerk@occ.ok.gov.
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Log out using the icon at the top right of the screen:

Use your username and password to log back in.

The Filing and My Filings icons will show in the left vertical ECF menu:

= @ it = <« Qo 3 Advanced Search S B
‘d% Advanced Search
R

OKLAHOMA - B
& Della Streat
it ney Searc

hin the Results

er Numbe
cco

Filing Search using filters to see results
s Date Filed -

e
]
B MyFilings
a
Q

My Subscriptions

Assistance with ECF is available from 8:00 2.m. 10 4:30 p.m. Monday - Friday, except for legal holidays. Please call 405 521-2352 or e-mail: courtclerk@occ.ok.g

NOTE: In ECF an email address can only be associated with one ECF account. If you
have registered for one type of ECF Filer Account, but wish to register for a different
type of ECF Filer Account, you will need to register for that account with a different
email address, or contact the Court Clerk’s office to change the account type assigned to
your email address.
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