GETTING STARTED WITH THE RE-REGISTRATION

LOGIN
Click on ‘Pay phone Registration” under PUC Applications menu at left side of page.

» My Profile
w My Filings (** New **)
¥ All Applications
¥ PUCTX Website
¥ Company Applications
¥ Company Reports
¥ Company Contacts

» Annual Reports / Registrations

» Pay Phone Re-Registration @

The company you have been granted access to will appear. Click on the green arrow to the right
of the company name.

Make the appropriate changes to each section marked with an arrow — click submit in each
section you make changes to, including Affirmation.

Payphone Menu

Company Info
Certified DBAs

Mailing Info

Payphone Information
Upload Data
Affirmation

View All Sections

Print Report

CTvyr£000000
hilgt

Submit Report




Pay Phone Registration
user: fluckey

Company -PP160001
Year: 2016

Project: 44977

Refrech Data

“Refrosh Data” clears form and start
wer with most recent data frem our
database, (this can ot be undone)

Compasy Info
Certified DBAs
Madng Info
Payphane Information
Upload Data
AMfirmation

Wiew All Sections.
Frint Report

Submit Report

Pay Phone Registration
User: jluckey
Company:PP160001
vear: 2016

Praject: 44977

Refresh Data

“Rafrash Data® cloacs form and start
trver with most recent data fram our
database. (Phis can nok be undean)

Company Info
Certified DEAS
Madling Trfo
Payphone [nfomation
Upinad Dot
Alffwmation

View Al Sections
Print Report
Submt Report
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After clicking submit click
Submit Report

Upload Data (Pay phone numbers and county locations file — Excel or CSV files
only). See page 8 for details.

Puyphon Numbers and County Locations

Files Uploaded (max 1 files. Only xls,xlsx,csv file types allowed) Portal Help Page

No Fies Uploaded
5
Upload Files Here 2
Browsa. Click Browas to attach file
| Upload Fite_| ClckUsload i shr stachig I

MOTE: For changes to businéss entity, state of incorporation, identification numbers, or bisness o professonsl cerificates please conmvey information in the note feld i the Afirmation sscton belov, Thank you.
Click the "Submit" button to complete thig sectio

Tlick Submit after sttaching and

uplasding file

Affirmation — This section must be completed even if there are no changes
elsewhere.

E Save a recond After Editing the sections, you MUST select the Submit button to save record,

@ Show Help Toggle the help section ON or OFF.

Affimation
Commerts:
1 arme: Type yeur name here
4 Titie: [Type your title here.
Affim Date: 5/26/2016 7:53:05 AM
Status: EDIT
By submitting this report, 1 swear and affirm that all and rep herein are true and correct to the best of my knowledge.

Click the "Submit” button to complete this section.

5. Click “Submit Report’ to the left of the webpage under Pay phone menu.



6. Click ‘Check Data’ within the section

& Mo Errorsl Ready To Submit...

You must check your data before submitting you report. Afterwards the Submit button will be enabled togubmit the form.

1 [Click check pata=>- INCEIETNE TN

After clicking Check Data you should see 'No 2
Frrors Ready to Submit' Click submit

Your re-registration will not be complete until three (3) copies of the form that will be attached to an email sent to you
are received by the Central Records Filing Clerk. The mailing address is Public Utility Commission of Texas, Attn: Central
Records, P.O. Box 13326, Austin, TX 78711-3326

What Happens when I submit my data?

«  All the information, including any uploaded files is sent to our servers.
+ A copy of what you have entered is emailed to you in PDF format.

+ Any files you have uploaded are removed from our servers and removed from the
report.

« The Affirmation section is cleared.

After submission the report is left In a state that allows you to resubmit the data if needed. Any
files that your orginally submitted will need to be uploaded again and you will need to complete
the Affirmation section as well.

7. Click ‘Submit’ within the section — you will see a message at top of section ‘Registration Has
Been Submitted!” This only means that it was submitted electronically. You will receive an
email with the ‘official” form that you will print - 3 copies are still required to be printed and
filed with Central Records.

o i ion Has Been

You must check your data before submitting you report. Afterwards the Submit button will be enabled to submit the form.

Your re-registration will not be complete until three (3) copies of the form that will be attached to an email sent to you
are received by the Central Records Filing Clerk. The mailing address is Public Utility Commission of Texas, Attn: Central
Recards, P.O. Box 13326, Austin, TX 78711-3326

What Happens when I submit my data?
+  All the information, including any uplcaded files is sent to our servers.
» A copy of what you have entered is emailed to you in PDF format.

« Any fil2s you have uploaded are removed from our servers and removed from the
report.

« The Affirmation section is cleared.

After submisslon the report Is left In a state that allows you to resubmit the data If needed. Any
files that your originally submitted will nead to be uploaded again and you will need to complete
the Affirmaticn section as wall.

REGULAR AND OVERNIGHT BY U.S. POST OFFICE
PUBLIC UTILITY COMMISSION

ATTN: CENTRAL RECORDS

P.0. BOX 13326

AUSTIN TX 78711-3326

OVERNIGHT BY FEDERAL EXPRESS, UPS, ETC.
PUBLIC UTILITY COMMISSION

ATTN: CENTRAL RECORDS SUITE 8-100

1701 N CONGRESS AVENUE

AUSTIN TX 78701



PAY PHONE NUMBERS AND COUNTY LOCATIONS

If you do not upload the Pay phone numbers and county locations file in the section provided, you
must send 2 identical CDs containing the assigned 10 digit phone numbers and county locations
(UPLOAD OR SEND 2 CDS - if there are 5 OR LESS you may enter this in the ‘Comments’ section
of the form within the affirmation section). The only acceptable formats are .csv, .xlIs. and .xIsx. You

must format the data in the proper columns or the upload process will notify you that your file is not
formatted correctly.

The format for uploading the 10 digit PAY PHONE numbers and county locations is as follows:

EXAMPLE - Excel ? = a8 X

1 |555-555-5555 Travis
2 555-555-5556 Travis
3 555-555-5557 Travis

Sheet1 &

FIRST COLUMN (‘A’) IS THE 10 DIGIT PHONE NUMBER, THE SECOND COLUMN (‘B’) IS
THE COUNTY NAME.

No other data should be in this file except the 10 digit numbers and name of the county (no titles,

row headings or any spaces). Save the file as your Company ID/PUC Tracking number that

begins with PP and can be found at the top left of the page after vou login. Do not add
hing el e fi ; | ;



	FIRST COLUMN (‘A’) IS THE 10 DIGIT PHONE NUMBER, THE SECOND COLUMN (‘B’) IS THE COUNTY NAME.

