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General Instructions: 

To file a new case, click on the “briefcase” Filing icon on the left vertical ECF Menu: 
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On Filing Screen, click on File New Case:   

 

 

Program Area, Docket Type, & Relief Type:    
To file a new case, you must select a Program Area, Docket Type and Relief Type. 

These selections are interdependent.  The selection at each level narrows the choices at 
the next.   

You must select a Program Area before selecting a Docket Type and select a 
Docket Type before selecting a Relief type.   

 

For the Public Utility and Transportation Program Areas, there is an additional 
filter prior to selecting relief type.   

 

• For Public Utility, a Utility Type selection must be made prior to selecting 
Relief Type.    

• For the Transportation Program Area, a Regulated Entity Type selection is 
required prior selecting Relief Type.   
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Click the arrow next to the Program Area Field to open a drop-down list of choices: 

      

 

Program Area:  The Program Area choices reflect the organizational structure of 
the Commission: 

• Administrative, Judicial & Legal Services (AJLS) 
• Oil & Gas Conservation 
• Petroleum Storage Tank 
• Public Utility 
• Transportation 

 
 The Program Area chosen determines which Docket Types are available for 
selection.   

For example, if you choose Oil & Gas Conservation, the Docket Types available 
will be only those related to the Oil & Gas Conservation Program: 
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If you choose the Public Utility Program Area, the available Docket Type drop-
down list will include only those Docket Types related to the Public Utility Program:   
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Docket Type:  The Docket Types are described in more detail in Rule 165:5-5-1 in 
Chapter 5 of the Commission’s administrative rules.  Docket Types available for each 
Program Area are:   

Administrative, Judicial & Legal Services (AJLS) 

• General (GD) 

Oil & Gas Conservation 

• General (GD) 
• Conservation (CD) 
• Gas Gathering (GG) 
• Pollution (PD) 

Petroleum Storage Tank 

• General Docket (GD) 
• Petroleum Storage Tank (PSD) 

Public Utility 

• General (GD)  
• Consumer Services (CS) 
• Oklahoma Universal Service Fund (OSF) 
• Public Utility (PUD) 

Transportation 

• General (GD) 
• Transportation (TD) 

For the Public Utility and Transportation Program Areas, there is an additional 
selection required. 

For Public Utility cases, a Utility Type selection must be made prior to clicking 
Next and selecting Relief Type: 

 

https://oklahoma.gov/content/dam/ok/en/occ/documents/ajls/jls-courts/rules/2021/current-rules/chapter-5-rules-effective-2021-10-01.pdf
https://oklahoma.gov/content/dam/ok/en/occ/documents/ajls/jls-courts/rules/2021/current-rules/chapter-5-rules-effective-2021-10-01.pdf
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For the Transportation Program Area, a Regulated Entity Type selection is 
required prior to clicking Next and selecting a Relief Type. 
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Once Program Area and Docket Type have been chosen (and Utility or Regulated 
Entity Type selected, if applicable), click the Next button on the lower far-right side of 
the Filing screen: 

 

 

 

NOTE:  As noted on the screen, once the Next button is clicked, the Program Area and 
Docket selections cannot be changed.  If the selections need to be changed, click on the 
Filing icon in the left vertical ECF Menu to begin the filing process again.   

 

A pop-up screen will warn that previous selections will not be saved.  Click OK. 
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Relief Type:  On the next screen use the arrow next to the Relief Type field to 
open the drop-down list of relief types applicable to the previously selected Program 
Area and Docket Type.   

Select one, or more, relief types from the drop-down list.  Where the relief 
sought is not listed, choose Other.   

NOTE:  Where Commission rules limit relief requested to one type per application (e.g., 
Conservation and Pollution Docket), the Relief Type field will allow for one selection 
only.   

Use the text box below the Relief field to enter the relief requested exactly as it 
appears on the application. It can be copied & pasted from the case caption:  

         

 

Click Next (on the lower right side of the screen) to navigate to the next step – Parties:  
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Click Add Party to enter the name of the Applicant.  A pop-up box will open.   

Begin typing the name of the Applicant to determine if the Applicant is listed in 
the ECF System entity database and click Search:   

 

 

  If the name of the Applicant is in the results list, click on it and choose Applicant 
as the party type: 
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If the name of the Applicant and party type are correct, click Save: 

 

 

Once the Applicant has been saved as a party, that record can be Edited or 
Removed, using the buttons to the right of the record.  

To add another party, click Add Party to start the process again: 
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If the party is not in the search results, click Create a New Party: 

 

On the New Entity Information screen, select the new party’s Entity Type (i.e., 
individual or type of business entity):  

Individual 

Cooperative 

Corporation 

Irrevocable Trust 

Joint Venture 

Limited Liability Partnership  

Limited Liability Company 

Limited Partnership 

Partnership 

Professional Corporation 

Professional Limited Liability Company 

Revocable Trust 

Sole Proprietorship 

State Agency or Instrumentality 

 

 

 

Once the Entity Type is selected, click Next and fill in the Contact Information 
pop-up screens.  
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NOTE: Required fields are marked with an asterisk: 

 

 

If the physical address is the same as the mailing address, be sure to fill out all 
sections of the mailing address, including the zip code, before clicking on Copy mailing 
address. 

 Use the right scroll bar in the New Entity pop-up screen to scroll down to fill in 
telephone and email address information. 

NOTE:  If you cannot see the scroll bar, use your browser settings to zoom out to show 
more of the screen. 
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When the Phone and Email fields are completed, click Next.    

If the page does not advance, scroll back up to see if any required information 
has been omitted.  

 After the page advances, fill in any applicable Identification Numbers or other 
Program Area-specific information for the new entity and click Save:   

 

 

 Once the New Entity is saved, select Party Type (Applicant)and click Save, then 
click Next:  

 

 

The next step is Document Uploading.   

All documents filed/uploaded into ECF must be in Portable Document Format 
(PDF).   



Electronic Case Filing User Manual | Filing a New Case & Paying Filing Fee 

 

Page 14 of 27 
 

  The size limit is twenty-five megabytes (25 MB) per document.    

• If the Application has attachments, those can be uploaded as a part of the 
application document OR as separate documents related to the main document.    
  

• One benefit of filing attachments separately is the ability to navigate quickly to 
the attachments from the Case Docket in ECF.    

  
• In addition, when attachments are filed as separate, but related, documents, 

each attachment can also be up to 25 MB in size.  
  

•  As discussed below, the system will prompt you through this process for filing 
attachments as separate documents. 
 

 Use the drop-down list of parties to the case to indicate filing on behalf of the 
Applicant:   
 

 

 

 Click on the Main Document button to upload the application or other initiating 
document.   

A pop-up warning regarding redaction requirements will appear.  Click the 
redaction rule acknowledgement:   
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Click the Browse button to select a document to upload.   

Use the drop-down boxes to elect the Document Category and Document Type. 

With the exception of cases filed on the Oklahoma Universal Services Fund (OSF) 
Docket, when filing a new case, at least one “Initiating Document” must be filed.   

In this example, the relief requested is a Rate Adjustment. Therefore, the 
Initiating Document is a Notice of Intent to File an Application for General Rate Change: 
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Type the Title of the document as it appears on the document and click Upload.   

NOTE:  If you cannot see the Upload button, adjust the zoom in your browser down to 
show more of the pop-up box on your screen.   

 

To file the attachment as a separate document, click Attachment:  

 

 In this example the attachment is a proposed confidentiality agreement: 
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 As with the Main Document, click Browse to select the PDF file to upload. 

 Check the Redaction Notice box. 

 Use the Document Category and Document Type drop-down lists to choose the 
appropriate Category and type. 

For the example attachment, the Document Category is Miscellaneous – General.  
The Document Type is Agreement.   
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Type the title of the attachment as it appears on the document.  

Do not include “Attachment” or “Exhibit” in the document title unless either of 
those words appears in the title of the attachment, e.g., an attachment titled “Exhibit 
A.” 

For the example attachment, the document title is “Confidentiality Agreement.” 

 Click Upload. 

 The attachment will be listed under the Main Document. 
 

 

 

 If there are additional attachments, click the Attachment button.  If not, click 
Next.   

The next page allows for a final review prior to submitting the Initiating 
Document for filing.   

If everything is correct, click Pay & Submit.   

Otherwise, click Back (next to Pay & Submit) to correct any information prior to 
submission:  
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 After clicking Pay & Submit, a confirmation pop-up will appear.   

 To proceed to the payment portal, click Yes:   
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 Fill in the Customer Information for the credit card holder and click Next. 

NOTE: You must fill in the email address field in order to receive a receipt from the 
credit card processing company that includes the amount of the 3% service fee.  (The 
receipt that appears in ECF will only include the filing fee amount.) 
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 Fill in the payment information and click Next: 
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 Review the transaction: 
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 Once the payment process is complete, click on the case number or the View 
Case link at the top right of the Receipt screen to view information located in four (4) 
separate tabs. 

  

Details: 
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Service List: 

 

 

Docket: 

 

 

 Click the Document link next to any document to open and review and/or 
download.  

 Click Print Docket List to print a chronological list of all filings and events in the 
case.  

 A pop-up confirmation window will appear.  Click Yes, Print: 
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 To download a zip file of all documents filed in the case, make sure that pop-ups 
are enabled in browser settings and click Download Documents. 

 A pop-up confirmation window will open.   Click Yes, Download.   
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 Any scheduled events in the case will be listed under the Events tab:   
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 To view this, or any other cases you have filed at a later time, click the My Filings 
icon in the left vertical ECF Menu:   

 

 


	Program Area, Docket Type, & Relief Type:

