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Welcome to the Case & Document Management Services (CDMS) also 

known as eServices. 

 

This video tutorial will walk you thru the steps of filing a Docketed 

Document. Please make sure that you are signed into the CDMS 

eServices website first. In the top right corner of the website, you will 

notice a Login link, please click on this link now.

 

The screen that you will see next, is the Login screen that you need to 

put your username and password into. The username is the email that 

you used when you first signed up and the password is what you created 

during the signup process. 
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After putting in your username and password into the fields, click on the 

Log In button. 

 

After clicking the Log In button, you will then be directed to the Home 

Page of CDMS eServices website. You have 2 ways that you can submit 

your filing; One is within the orange banner at the top of the screen that 

says Submit a Filing, which is a link.  

 

The other is on the page itself underneath the orange banner which says 

Submit a Filing and looks like a button. You click on the words; Submit 

a Filing 
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You also have the option of mailing the documents or walking the 

documents in-person to the PUC location. 

The address for mailing and the PUC location is located on the website. 

 

 

After you have clicked on the Submit a Filing,  

 

you are then taken to a web page that looks like this: 

 

Using the arrows keys on the right of the web page, scroll down  

 

until you see Docketed Documents. There are 2 ways to get to the Filing 

a Docketed Documents page. The first way is if you select the Docketed 

Documents (the words).  

 

If you click on the word Docketed Documents, you will be taken to this 

web page: 
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This web page gives a brief explanation on the other filing methods.  

Depending on the type of document you might need to upload, a pdf template may be available in the 

link above for you to click on to download. 

If you still would like to file your Docketed Document online, please 

click on the “E-File” in orange. 
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When you click on the E-File link in orange, you will be taken to the 

Filing Docketed Documents page: 

 

 

The second way to get to the Filing a Docketed Documents page is to 

scroll down until you see Docketed Documents 

 

Go to the right-hand side of the page where you will see the word “E-

File” 

 

Please click on that link. 

After clicking on the E-File link, it will then take you to the Filing a 

Docketed Documents page: 

 

As you can see on this page, you have 3 options: 

The first one is Filing on Behalf of Oneself 

 

The second is Filing on Behalf of another entity. If you do select this 

option, you will need to provide the entity that you are filing on behalf 

for, your name, a valid email address and phone number. 
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As it states at the bottom of the page, if the entity that you would like to 

file on behalf of is not present in the list above (box below select entity), 

ensure that you have submitted an access request and have been granted 

access to file on behalf of the entity. 

 

The third is Filing on behalf of a Joint Entity. As it states on the web 

page, “If the Joint Entity you were looking for to file on behalf of was 

not present in the list, please select the following checkbox. A PUC Staff 

member will review this filing upon receipt. 

You will also need to input your name, valid email address and phone 

number. 

 

For this video, we are focusing on Filing on Behalf of Oneself. 

 

After making your selection, please click next  

You will then be taken to a screen that asks about confidentiality 
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On this page, the default is Non-Confidential. If you have a document 

that you need to file Confidentially; when you choose Confidential, you 

will be presented with the steps that you are required to take to file your 

document. That screen will look like this: 

 

For this video, we will be focusing on Non-Confidential filing. Please 

click the next button. 

 

The next screen looks like this and have the Filing Docketed 

Documents at the top middle of the screen.  
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It will ask you to select what Document Category you are filing. 

 

 

The name of the filer 

 

After selecting the Document Category, you will need to select the 

Document Type. 
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After making your selection, you will need to type in the Filer Name. 

The Filer Name is the name of the Entity that is submitting the Docketed 

Documents. 

 

if you are uploading any documents, there are certain limitations that 

you cannot exceed. The upload document requirements are stated within 

this webpage; the individual file size cannot exceed 20MB and you are 

only able to upload a maximum of 10 files at a time. Should you need 

to upload more than 10 files, please select the first 10 to upload and 

then select the next number of files to be uploaded and click the Upload 

button again. There are no limitations as to how many times you can 

upload documents within a day. 
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You will notice under the Upload Files button, there is a box that you 

can check if your file size is too large to upload. Once you check that 

box, there will be a pop window that says: “Request to Upload Large 

File”. You will need to provide a description as to why you need to 

upload a document that is larger than the specified limit. 

 

Once you type in your reason, you will be able to submit your request to 

PUC. 

 

After clicking Submit, the Request To Upload Large File Window will 

disappear and you will be taken back to the same screen. You can close 
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that screen out. PUC will then contact you regarding your request that 

you have submitted. 

For this video, we will be not be using large files. 

 

So the screen that you will be seeing to file a Docketed Document will 

look like this: 

 

 

You will need to choose the Document category and then select the 

Document type 
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Once you have selected your document type, you will then need to give 

the filer information (the entity name) and the documents that you are 

going to be uploading. 

 

Click on the upload button, and select the file(s) that you want to upload 

and then click Open 

   

After you click “Open”, a screen will pop-up showing you the progress 

of the file that you have selected: 

 

Once it has completed the upload process, the “Done” button will then 

be ready for you to click; please click on the “Done” button. 
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Once you click “Done”, your file that you uploaded will appear on the 

page underneath the “Upload” Button: 

 

Please click the “Next“ button.  

The next screen will ask you to “Search” for the Case or Docket 

Number  

 

After you have searched for your Case or Docket Number, you search 

results will appear. 
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There is a check box that is located next to the name, please select this 

box. 

Your screen should resemble this: 

 

 

Please click on the “Review” button. 

On the next screen, you will have the opportunity to give any special 

instructions to the PUC staff. If you do not have any special instructions 

for the PUC staff for your Docketed Document, please click submit. 

 



 

Page 15 of 15 
 

After clicking “Submit” you are then given an E-Filing Confirmation 

Page that displays all the information that you have filed, and your 

screen will look like this: 

 

You have successfully filed a Docketed Document. 

Thank you for your time. 

Mahalo Nui Loa 


