GROSS REVENUE AND ANNUAL REPORT E-FILING INSTRUCTIONS
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Regulated utilities’ annual reports to the Maine Public Utilities Commission for the year ending December 31, 2011 MUST be filed electronically, using our “e-file” system.  We will no longer require a paper copy. You must report annual revenues by April 2, 2012.    Completed reports are also due on that date but you may request a one-month extension to file the completed report by emailing Lucretia.smith@maine.gov. 
The annual report form and list of short names can be found online at http://www.maine.gov/mpuc/online/forms/AnnualReportForms.html 


To File Gross Annual Revenues (This must be done by April 2, 2012): 

· Use the drop down menu to select your company’s short name. Once you have selected the short name, the form titled “New Record Fields” will be filled in with your Company’s information.  

· Change the year to 2011.  

· The “Annual Revenue” field is a required field. If your company did not generate revenue in the State of Maine, enter 0. The notification letter emailed to you or available on the web site indicates the page, line and column in your annual report to the MPUC where you can find these figures.  DO NOT INCLUDE COMMAS OR DECIMALS IN THIS FIELD.

· Update the regulatory contact and billing contact information as necessary.

· Complete the mandatory field “Name of Person Completing” 

· Click on "Add Record". The next page will state: “Record added successfully.  You may now upload documents.”  There will also be a notice that “there are no documents linked to this folder.” 
If you are ready to upload your annual report and have not exited from the previous screen:

· Scroll to the "Upload New Documents to Folder" section at the bottom of the page.
· Click the browse button to access the directory on your computer system where you have saved the completed annual report to the MPUC, and select it. 
· Once you have selected the file(s), click "Upload Documents" and this will file your report electronically with the Commission.  If successful, you will receive a message at the top of the page – “Upload Results:  1 files uploaded successfully, 0 failed.”

If you have previously uploaded your revenues but have not uploaded your completed annual report form:
· Log-in as described at the top of page 1

· Select the SEARCH tab above the form (White lettering on Blue Background)- the "Easy Web Standard Search" form will appear.
· Enter either your company’s name or select your short-name from the drop-down listing. 
· The "Easy Web Search Results" page should appear. Select the folder in the “View” column for the 2011 record you want to access.
· When the record appears, scroll down to the bottom of the page to the section titled "Upload New Documents to Folder."
· Click the “Browse” button to access the directory on your computer where you have saved the completed annual report to the MPUC, and select it.

· Once you have selected the file(s), click "Upload Documents" and this will file your report electronically with the Commission.  If successful, you will receive a message at the top of the page – “Upload Results:  1 files uploaded successfully, 0 failed.”

To access the e-file page to file gross annual revenues and your annual reports, go to �HYPERLINK http://mpuc.informe.org/filereport ��http://mpuc.informe.org/filereport� 


The Login name is annrpt and the password is 176*671 – You will receive a message “Login Successful.  Please select a cabinet to continue.”  Select “Annual Reports” from the drop down listing of cabinets. 
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