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1.0 Important Information about this System

The Energy Commission system does not delete or remove comments once they have been
accepted, approved, and docketed by the system. Check your comment carefully before submitting to
the system.

1.1 Contact Information

Docket is available during business hours 8am-5pm, Monday — Friday, closed most Federal and
State Holidays. Email address: mailto:docket@energy.ca.gov.

2.0 Accessing the System

Go to the California Energy Commission (https://www.energy.ca.gov/) homepage.

1. Click on the PROCEEDING arrow for the drop-down menu.
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2. Click on “E-filing and E-Commenting” which will take you to the E-filing and E-Commenting
webpage.
3. Click on “Comment on a Proceeding” in the Popular Links box.
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3.0 E-Commenting

The e-commenting system allows the public to provide comments on all active proceedings.

1. Enter the Docket Number in the Select a Proceeding box. Click the magnifying glass icon.

Add Comment \ /

2. Click on the Select button for the Docket Number.

Select a Proceeding

+Docket®  Project Status [ ] County G

3. Click the Continue button.

Add Comment

4. Atthe Add Comment screen, Fields with red asterisks (*) are mandatory. If the comment is
for yourself, enter your full name. If filing on behalf of the Business or Entity Name, enter the
Business or Entity Name.

5. Add your email Address, Contact Address, Subject(s), Comment Title, and Comment Text.
You can type your comments into the Comment Text box, or you can attach them in a

document in DOC, DOCX, or searchable PDF formats. Attachment file should not exceed 10
Megabytes.
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Add Comment

6. For Mac users with iWork Software, you can create a PDF file for upload by:
- Select Print from the file menu.
- Clicking on Save as PDF ...from the PDF drop-down menu, and
- Clicking Save to save the PDF file on your computer.
Note: All PDF documents need to be in a searchable text format, Optical Character
Recognition (OCR format), or your document(s) will be rejected. See page 9 for making a
document PDF.

7. Active hyperlinks may present security risks and are not permitted in comments
submitted to the California Energy Commission's docketing system. Any document with
active hyperlink submitted to the docketing system will be rejected. Please see
guidance on removing hyperlinks on page 8.

8. After clicking the I’'m not a robot box and responding to CAPTCHA, (a challenge- response
test used by the system to ensure that the responses are generated by a human user and not
a computer), read the certification you are submitting comments or documents beforeclicking
on Agree & Submit Your Comment to the Docket Unit.
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9. Next you will see the acknowledgement screen shown below.
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10. You will also receive an email confirmation.

Dear ABC Company,
Your e-comment titled 'ABC Company Comments: Concerns about Energy Resources’ was successfully

submitted to Docket Number 14-AFC-01, and will be reviewed by the California Energy Commission before
it is published to the Docket.

Once the California Energy Commission reviews your comment, another e-mail will be sent to you notifying
you about the publishing status of your comment.

Thank you.

11.0Once the Docket Unit approves your comment, it will be published, and you will be notified via
email with a link to your docketed comment.
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12.Until a comment has been approved, it is not considered part of the record.

our 1 Comment(s) approved and published.

Dear ABC Company,

The following 1 Comment(s) that you submitted to the California Energy Commission (Docket Number 14~
AFC-01) were approved and published to the California Energy Commission website:

- Docket Number: 14-AFC-01
Project Title: eFiling Test Power Plant
TN Number: 229698
Title: A
Description:
Filer: System
Organization: ABC Company
Role: Public
Submission Date: 9/9/2019 1:28:11 PM
Docketed Date: 9/9/2019
Subject(s):
Submission Type: Comment
Page(s):

Thank you.
09/09/2019 13:30:27.653

13.The responsibility to ensure that a document has been filed timely rests with the person, party,
or entity that desires the document to be filed.

14.1f the Docket Unit staff rejects the comment, you will be notified via email. The email will
provide the reason for the rejection.

Dear John Q. Public,

The following Comment that you submitted to the California Energy Commission
(Docket Number 14-AFC-01) has been rejected;

Title: Bio Statistics
The reason for rejection is;
The document was not secarchable. Please make the document searchable and refile.

Please contact the Dockets Unit if vou have any questions.
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3.1 To REMOVE hyperlinks or links from your comment

Please follow these directions:

1. To remove the hyperlink from a WORD document:
a. Right-click the link and select “Remove Hyperlink”
b. You can remove all hyperlinks by pressing "Ctrl+A" to select ALL, and press
"Ctrl+Shift+F9"
2. Sanitize PDFs in Acrobat Pro
Learn how to remove sensitive and hidden information from your PDFs using Acrobat Pro.
PDF documents may contain hidden information that you may not want to share when
distributing or publishing them. This can include metadata, comments, hidden layers, and other
sensitive content. In Acrobat Pro, you can sanitize PDFs to ensure that all hidden and
potentially sensitive information is removed before sharing.
3. Redact visible content:
a. Select All tools > Redact a PDF.
b. From the left pane, select Sanitize document.
c. Inthe dialog box that opens, select Remove all.
d. Specify a filename and location to save the sanitized PDF.
e. Select Save.
4. Find and redact hidden content:
a. Select All tools > Redact a PDF.
b. From the left pane, select Sanitize document.
c. Inthe dialog box that opens, choose Selectively to remove.
d. In the Hidden Information panel, check the boxes next to items you want to remove.
e. Select Remove.
f. Save the file to permanently remove the selected content.

You can use other programs such as PDFQ or AvePDF.
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4.0 Creating a PDF

To save your work as a PDF in Microsoft Word, Google Docs, Apple Pages, or other word processors
involves pretty much the same steps:

¢ Open the document you want to save as a PDF.

e Click on the File tab.

e In Word, click Save As | PDF from the drop-down menu.

e In Google Docs, click File | Download | PDF.

e In Pages, it’s File | Export to | PDF.

e In the file name box, .pdf will automatically appear at the end of your file name.

NOTE: You can save a document as a PDF by clicking File | Print. An option for Print Preview will
appear.

e Under Printer, change it from your computer printer, such as Epson, Canon, or HP, to PDF.
e Click Print and it will save the file as a PDF on your computer.

4.1 Making a PDF Searchable
Using Adobe:

e Open Adobe Acrobat/Adobe Acrobat Pro on your computer.

e Click Open.

e Find and select the document you want to make searchable, then click Open.
e Head to Tools and select Recognize Text.

e Press PDF Output Style Searchable Image.

e Select OK.

NOTE: You can search the webl/internet for other options.

4.2 Checking to make sure a PDF is Searchable
e After opening the PDF, try searching for a word known to be in the document (preferably a
word that appears on several different pages) by clicking CTRL-F and entering the word in the
Find box. If text highlights, it is searchable.
e Open the PDF in Adobe Acrobat, then select the "Edit" menu > "Select All". This will select all
the text in the file. If nothing is selected, there is no text, and the file isn't searchable.
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