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General Instructions:

To file a new case, click on the “briefcase” Filing icon on the left vertical ECF Menu:

EC F Electronic
Case Filing
K 12
€
OKLAHOMA

8 Pat Franz
@ Oklahoma Attormey

2

Favorites

Main
9 Account Access
Filing

My Filings

L ¢ I

My Subscriptions

Search »

Jo

Electronic Case Filing User Manual Issued in accordance with OAC 165:5-1-11(a)-(d)
Effective March 21, 2022
Chapter Revision Date: N/A



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

On Filing Screen, click on File New Case:

v B+ B

i
|
&

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.

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

e 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:

|
Filing / File Case .
Filing / File Case

© ritiztion © recis @ nitation © reicis

Warning: Once completing this step you cannot go back and must start filj§ Warning: Once completing this step you cannot go back and must start fifl

Select Program Area - — Select Any —

AJLS
Docket Type
Select Docket Type 0il & Gas Conservation

Petroleumn Storage Tank

Public Utility

Transportation

Assistance with ECF is :1\.-a|\ah\c!|

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

e Administrative, Judicial & Legal Services (AJLS)
e QOil & Gas Conservation

e Petroleum Storage Tank

e Public Utility

e Transportation

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

For example, if you choose Qil & Gas Conservation, the Docket Types available
will be only those related to the Oil & Gas Conservation Program:
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Filing / File Case

o Initiation e Reliefs

Warning: Once completing this step you cannot go back an

0il & Gas Conservation v

- Seleci Any -

General Docket (GD)
Conservation Docket (CD)
Gas Gathering Docket (GG)

Pollution Docket (PD)

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:

Filing / File Case

o Initiation e Reliefs

Warning: Once completing this step you cannot go back and must start filing over.

Program Area

Public Utility -
Ninnbet Tuna
—Select Any —
General Docket (GD)
Consumer Services (CS)
+ from 8:00 4

Oklahoma Universal Service Fund (OSF)

Public Utility Docket (PUD)
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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)
e General (GD)
Oil & Gas Conservation

e General (GD)

e Conservation (CD)
e Gas Gathering (GG)
e Pollution (PD)

Petroleum Storage Tank

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

Public Utility

e General (GD)

e Consumer Services (CS)

e Oklahoma Universal Service Fund (OSF)
e Public Utility (PUD)

Transportation

e General (GD)
e 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:
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Filing / File Case AL T
Initiation Reliefs
o Initiation o Reliefs o o

Warning: Once completing this step you cannot go back o
Warning: Once completing this step you cannot go back g

Program Area * Public Utilit hd
Public Utility -
Docket Type *
Docket Type * Public Utility Docket (PUD) -
Public Utility Docket (PUD) -
- Select Any -
Utility Type * Electric
Select Utility Type -
Gas
Please select a Uility Type
Water

Telecommunications

Assistance with ECF is available from 8:00 Cotton Gin

For the Transportation Program Area, a Regulated Entity Type selection is
required prior to clicking Next and selecting a Relief Type.

Filing / File Case
Warning: Once completing this step you cannot go back a

. Program Area *
o Initiation o Reliefs ‘ .
Transportation -

Warning: Once completing this step you cannot go bac Docket Type *
Transportation Docket (TD) -
Program Area *
Transportation - ~ Select Any —
Excavator
Docket Type *
Transportation Docket (TD) -

Hazadardous Waste Transporter

IFTA Licensee

Select Regulated Entity Type M Interstate Motor Carrier

Please select a Regulated Entity Type Intrastate Household Goods Carrier
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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:

Filing / File Case

o Initiation

Warning: Once completing this step you cannot go back and must start filing over.

il & Gas Conservalion

Conservation Docket (CD) i

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

I

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.

ecf.dev.occ.agency.ok.local says

Are you sure you want to leave? Any unsaved changes will be lost.
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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:

Filing / File Case
Filing / File Case

° Initiation e Reliefs

Please select the type of relief(s) requested in the application:

° Initiation o Reliefs

Please select the type of relief(s) requested in the application:
Relief *

Rates - Adjustment -
] Modification of Minimum Performance Level

[ Pre-Approval Rellef sought as It appears an the application *
APPLICATION OF PUBLIC SERVICE
COMPANY OF OKLAHOMA, AN
OKLAHOMA CORPORATION, FOR
AN ADJUSTMENT IN ITS RATES AND
CHARGES AND THE ELECTRIC
SERVICE RULES, REGULATIONS AND
CONDITIONS OF SERVICE FOR

Rates - Adjustment
[[] sale of Jurisdictional Facilities
[] Tariff - Change (Streamlined Approval)

[ other
Max 1500 characters
B —

Click Next (on the lower right side of the screen) to navigate to the next step — Parties:

Filing / File Case

° Initiation ° Reliefs e Parties
Search in the Results
+ Add Party
Party Name Party Type

No Parties Found..
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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:

Search for Party

publig Emai Phone Number Tax ID Create a New Party &

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

e = = = =

Search for Party

public Emai Phone Number Tax ID m Create a New Party &

Compary
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Party Name Party Type

of Oklahoma, Public Service Company Select Any

Applicant
1 Records Beneficiary
Complainant
Assistance with ECF is available from 8:00 a.m. to 4:30 p.m Intervenor

| Provider

If the name of the Applicant and party type are correct, click Save:

° Initiation ° Reliefs o Parties o Documents

Search in the Results

Actions

Party Name Party Type

of Oklahorna, Public Service Company Applicant - @© Cancel

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:

° Initiation ° Reliefs o Parties o Documents

Search in the Results

+ Add Party

Party Name Party Type Actions

of Oklahoma, Public Service Company Applicant

# Edit B Remove
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If the party is not in the search results, click Create a New Party:

Search for Party

Party Mot Found.

Search O 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

New Entity Information

@ wain

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:

New Entity Information

Contact Info

Address

Copry masting adcress

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.

New Entity Information
Phone Add Phone #

(405) 867-5309

Primary?

Email Add Email ‘

NewEntityTest@gmail.com

Primary? -
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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:

Mew Entity Information

@ ran @ conactnto @ otherinto

Attorney Bar Info Add Attomay Bar nfo

Other Info

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

e 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.

e Asdiscussed 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:

° Initiation ° Reliefs ° Parties o Documents

Parties

Please select the parties to file on behalf of

Parties *

of Oklahoma, Public Service Company

Please fill out the above required fields and then upload your main document and any supporting documents as attachments below.

+ Main Document

File Name Title Document Category Document Type Main Doc Actions

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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Upload Document

Warning: You must read and agree to below notices before uploading documents.

Caution: All documents filed with the Commission using ECF will be visible to the public on the OCC website. It is

your responsibility to redact confidential information from any electronically filed document

Unredacted documents containing confidential information must be filed in paper with the OCC Court Clerk's
Office. A Confidential Cover Page with a brief description of what is being filed must also be filed through ECF. See
165:5-1-5(h). For que re: filing confidential docum:
2352 or e-mail: courtclerk@

lease contact the Court Clerk's Office at 405-521-

Redaction Notice:

The responsibility for redacting personal data identifiers as required in 165:5-1-5(i), or as otherwise required by law,
rests solely with counsel and the parties. The OCC will not review documents for compliance with redaction
requirements, seal documents containing personal data identifiers, or redact documents

I acknowledge that | have read and agree to the Redaction Notice

No file uploaded yet Browse

Document Category *

Select Document Category » Document Type * -

Cancel

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:

BEFORE THE CORPORATION COMMISSION OF OKLAHOMA

APPLICATION OF PUBLIC SERVICE
COMPANY OF OKLAHOMA, AN
OKLAHOMA CORPORATION, FOR
AN ADJUSTMENT IN ITS RATES AND

)
)
)
)
CHARGES AND THE ELECTRIC ]
SERVICE RULES, REGULATIONS AND )
)
)
)

CAUSE NO. PUD 201700151

CONDITIONS OF SERVICE FOR
ELECTRIC SERVICE IN THE STATE MAY 12 2017
COURT CLERK'S OFFICE - OKC

OF OKLAHOMA
. CORPORATION COMMISSION
NOTICE OF INTENT OF OKLAHOMA

Pursuant to OAC 165:70-3-7 (“Rule™), Public Service Company of Oklahoma (“PSO™ or
“Company™) gives notice to the Oklahoma Corporation Commission (“Commission™) of PSO’s intent to
file an Application seeking to modify the rates and charges for PSO's Oklahoma jurisdiction customers as

well as amend PS(Ys Electric Service Rules, Regulations and Conditions of Service.
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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.

Upload Document

Warning: You must read and agree to below notices before uploading documents.

Caution: All documents filed with the Commission using ECF will be visible to the public on the OCC
website. It is your responsibility to redact confidential information from any electronically filed
document

Unredacted documents containing confidential information must be filed in paper with the OCC Court
Clerk's Office. A Confidential Cover Page with a brief description of what is being filed must also be
filed through ECF. See 165:5-1-5(h). For questions re: filing confidential documents, please contact the
Court Clerk's Office at 405-521-2352 or e-mail: courtclerk@occ.ok.gov.

Redaction Notice:

The responsibility for redacting personal data identifiers as required in 165:5-1-5(i), or as otherwise
required by law, rests solely with counsel and the parties. The OCC will not review documents for
compliance with redaction requirements, seal documents containing personal data identifiers, or
redact documents.

| acknowledge that | have read and agree to the Redaction Notice.

Notice of Intent to File Rate Case.pdf Browse
Document Category * Document Type *
Initiating Documents * Notice of Intent to File an Application for Gen... «

Title
Notice of Intent]

Cancel Upload

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

e Initiation ° Reliefz e Partieg 0 Documents e Eview e

Parties

Please select the parties 1o file on behall of

Please fill out the above required fields and then upload your main document and any supporting decuments as attachments below.

Notice of Intent Hotice of Intent dent to File an

ate Case pdi o fior General Rate

In this example the attachment is a proposed confidentiality agreement:
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ATTACHMENT “A”
BEFORE THE CORPORATION COMMISSION OF OKLAHOMA

APPLICATION OF PUBLIC SERVICE )
COMPANY OF OKLAHOMA, AN )
OKLAHOMA CORPORATION, FOR ) CAUSE NO. PUD 201700151
AN ADJUSTMENT IN ITS RATES AND )
CHARGES AND THE ELECTRIC )
SERVICE RULES, REGULATIONS AND )
CONDITIONS OF SERVICE FOR )
ELECTRIC SERVICE IN THE STATE )
OF OKLAHOMA )

CONFIDENTIALITY AGREEMENT

THIS AGREEMENT is entered into by and between Public Service Company of
Oklahoma (“PS0O") and (“Requesting Party™).

WHEREAS, Requesting Party has been granted an intervention in Cause PUD
201 ; and

WHEREAS, PSO agrees that the Requesting Party may review certain information as a
part of this case, subject to this confidentiality agreement;

NOW, THEREFORE, THE UNDERSIGNED Parties hereby agree as follows:

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.

Redaction Notice:

The responsibility for redacting personal data identifiers as required in 165:5-1-5(i), or as otherwise
required by law, rests solely with counsel and the parties. The OCC will not review documents for
compliance with redaction requirements, seal documents containing personal data identifiers, or
redact documents.

| acknowledge that | have read and agree to the Redaction Notice.

Notice of Intent to File Rate Case_Attachment A.pdf Browse

Miscellanecus - General =  Agreement (e.g. Settlement Agreement) -

Confidentiality Agreement

Cancel Upload
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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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@ initiation @ retets @ rorties & tocuments & roview [«
n Clicking Submit commizs this transaction You will have no lther opperiunity 1 modify thes submission
Filing on behalf of the fallowing Filing by
2 of Oklaboma, Public Service Compary = Frang, Pot Lynine
Fees

s FILING FEE- PUD DOCKET: £100.00

Documents

ment Typs Submizsion Dae
TE450IACA T Ratice of infent 1o (ke ate Case pdt ictice of Intent 10 Tile an Apalcstion for General Bate Crange Fe 23, 2072
NEASEEMTTS00-Hatica of Sasant to ke Riass e AEschment & s Agiesment [ Setemenn Agiesmnt] Fa 2, 2092

RS Pay & Submit

After clicking Pay & Submit, a confirmation pop-up will appear.

To proceed to the payment portal, click Yes:

Confirm Submission

Are you sure you want to submit this filing? You will
not have a chance to modify this once submitted.

You will be redirected to the payment portal to pay
invoice before filing is submitted.

Cancel
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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.)

e TR T T

Transaction Detall

Transaction Summary

(e Swtanigten Lt P Sy Anzos

Need Help?

Paymeni

Payment Type

Creditebit Card

Cuslpmer mirrabon

Page 20 of 27



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

Fill in the payment information and click Next:

[I=C0 L= LN L

Transaction Detail

Ky Degariptian Unit Price Guantity Amount
0054 FILIG FEE- PUD DOCKET $100.00 F100.00
Payment
Paymant Typa >
Credit/Debit Card
Customer Information o
==
Addrece Fhone Mumber
Diadla Strea SOEEET 530
Country Emall Addrecc
Uriled States Sgdiasineatmasontirmdo
Payment Information
Craxit Card Mumber * ‘ Cratit Card Typa
|- T o s
Expiration Manth * Expiration Yaa:

CET—

Hama on Cradt Cand
|MQSCI"F”"'" [ ]
Cancsl
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Review the transaction:

I L L T

Transaction Summary

Transaction Detail

Ky Dacaripion unit Prine Gusnidy Amaunt
TOTAL F103.00

Need Help?

Payment

Paymant Typa o

Credit/Debit Card
customsr Information of

Addnace Fhone Humber

Country Emall Addrecc
Payment Information o
Exit

Cradit Card Hame cn Cradit Cand

Cancs! Submit Payment

Review & Confirm

Please wait

Your payment is being processed

Please do not close your tab or window, and please do not use your browser's
Back button.
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0 oo

Case Namne

Filing By

Docket Text

B«

B it e ance

Notice will be electronically maded 1o

& Fuanz, Put Lynee - FainciaF anssbgema oom

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:
Case Number: PUD2022-000022 Program Area: Public Utility Status: Active
Filing Date: Feb 23, 2022 Docket Type: Public Utility Docket
Location: OKC Case Name: of Oklahoma, Public Service Company (Applicant)
Details Service List

Docket Eve
Utility Type: Electric

Relief(s): Rates - Adjustment

Relief sought as it appears on the application:

APPLICATION OF PUBLIC SERVICE COMPANY OF OKLAHOMA, AN OKLAHOMA CORPORATION, FOR AN ADJUSTMENT IN ITS RATES AND CHARGES AND THE ELECTRIC SERVICE RULES, REGULATIONS AND
STATE OF OKLAHOMA
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Service List:

Case Number: PUD2022-000022 Program Area: Public Utility Status: Active
Filing Date: Feb 23, 2022 Docket Type: Public Utility Docket
Location: OKC Case Name: of Oklahoma, Public Service Company (Applicant)
Details Service List Docket Events

Attorney(s) or Pro Se Parties Represented Parties

Franz, Pat Lynne of Oklahoma, Public Service Company

occ

Docket

_ —— mm'l diabinnicss
r T

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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Confirm Print

This will print all proceedings for this case regardless
of filtering. Are you sure you want to print all docket
itemns for this case? This may take several seconds.

. ou AMOM
S ot Dochet List As of Feb 23, 2022 &:41 PM

Applicant: of Dklahoma, Pubbc Sarvice Case Number: PUDZ022-000022

Company
Davision: Public Uity

Ruliaf{s): FRates - Adjusiment

Complete Relief APPLICATION OF PUBLIC SERVICE COMPANY OF OKLAHONA, AN ORLAHOMA,
Sought: CORPORATION, FORAN ADJUSTMENT IN ITS RATES ANDCHARGES AND THE
ELECTRICSEFVICE RULES, REGULATIONS ANDCOND TIONS OF SERVICE FOR
ELECTRIC SERVICE IN THE STATE OF ORLAHOMA

Attorneys Represented Parties

Ranz, Pat Lyrne of Dkiahoma, Public Service Compony
L

|

I

FatriciaRanz 565 Gmasl com
Proceedings
| Feb 23, 2022 Dhocsamant Notce of Irsent o Fée an dgplicabon for Geneal Rate Cheoge fied

on behadt of of Oklahoma Public Semice Company. Document Titk.
Mot of Inel

1=} Feb 20, 200 Documen AguaTant (o.g Setement Ageement) fied on benaif of of
(hlabor=a, Public Service Compary Documest T Confidertaley
et

& Fely 23 300 Financasl BNVORCE 031 78400 ADDED WITH FEES FILING FEE- PUD DOCRET
$100.00 FEE

-9 FR2L20T  Financal RECOIFT FIIGH100 APPLIED

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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Confirm Download

This will download a zip file of all case Documents.
Please enable pop-ups in browser settings.

Cancel Yes, Download

Home Share View
=L ( Cut = T
2 02 ¢+ X =)
= W..| Copy path -
Pin to Quick Co Paste Move Co Delete Renam
I - [#] Paste shortcut . mpv‘,’ .
- Clipboard Organize
q
&~ v & 3 Thi.. » Downl... v D L Search
MName
s Quick access
~ Today (1)
OneDrive

8 pub2022-000022

Any scheduled events in the case will be listed under the Events tab:

Date Type

No data to display
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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:

L File New Case ]
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