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Legal disclaimer 

The Public Utilities Commission of Ohio (PUCO) staff presents the information in this 

manual as a service to its stakeholders, including members of the general public 

(collectively the “readers”). Use of this manual does not constitute, in any manner, an 

attorney-client relationship between the PUCO and the readers. While the information in 

this manual may relate to requirements under Ohio law and administrative rule, it is not 

intended as legal advice or as a substitute for the particularized advice of your own 

counsel. People seeking specific legal advice or assistance should contact an attorney. 

The content of any Internet email sent to PUCO staff or any of its lawyers at the email 

address set forth in this manual will not create an attorney-client relationship and will not 

be treated as confidential.  

This publication is provided as is without warranty of any kind, either express or implied, 

including, but not limited to, the implied warranties of merchantability, fitness for a 

particular purpose, or noninfringement.  

This publication could include inaccuracies or typographical errors. Changes are 

periodically added to the information herein; these changes will be incorporated into new 

editions to this publication.  

Statements or expressions of opinion herein do not bind the five-person Commission.  

Revised: 10/20/2020 
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1. Getting started 

To access the PUCO Community, users must log in with their OH|ID credentials and 

click the PUCO Community tile. 

Steps 

1. Navigate to the PUCO Community page: www.puco.ohio.gov/puco-community 

2. Follow the log in instructions on the page and refer to the help resources on the right 

The PUCO Community is where you can file an application for a new competitive retail 

electric service (CRES) or competitive retail natural gas service (CRNGS) certificate or 

file an application to renew, change or abandon an existing certificate.  

Logging in to the PUCO Community 
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Important information 

Below is important information regarding filing competitive retail electric services (CRES) 

or competitive retail natural gas service (CRNGS) applications.  

1. DIS Case—A valid DIS case number is required to submit your application. If you are 

filing a renewal, material change or abandonment application for an existing 

certificate, please have your case number available. If you are filing an application on 

behalf of a provider that requires a new certificate, you can reserve a DIS case 

number in the PUCO Community in the submit application step. Visit Electronic filing 

FAQs for more information.  

2. Confidentiality—Please be advised that all of the applicant's contact information, 

including address and telephone number, will be made public and is not subject to 

confidential treatment. The applicant may file its financial statements, forecasted 

financial statements, credit rating, credit report, and financial arrangements 

confidentially. See 4901:1-24-08 and 4901:1-27-08 of the Ohio Administrative Code. 

Additionally, any other information pertaining to trade secrets contained within the 

application will be made public unless filed under seal with a motion for protective 

order, pursuant to Rule 4901-1-24 of the Ohio Administrative Code. Lastly, please 

ensure that all personal information and data such as social security numbers and 

bank accounts are not submitted or are properly redacted.  

Click for more information on filing documents confidentially. 

https://puco.ohio.gov/wps/portal/gov/puco/documents-and-rules/resources/e-filing-FAQs
https://puco.ohio.gov/wps/portal/gov/puco/documents-and-rules/resources/e-filing-FAQs
http://codes.ohio.gov/oac/4901%3A1-24-08
http://codes.ohio.gov/oac/4901%3A1-27-08
http://codes.ohio.gov/oac/4901-1-24
https://puco.ohio.gov/wps/portal/gov/puco/documents-and-rules/resources/confidential-filings
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Accessing the applications page 

Steps 

1. After logging in to the PUCO Community, click Applications in the top menu and 

select Manage applications. You can also access applications by clicking View ap-

plications in the application tile. In some browsers, Applications might be under 

More on the menu bar. 

Follow these steps for filing a competitive retail electric services (CRES) or competitive 

retail natural gas service (CRNGS) application. Once an application is submitted in the 

PUCO Community, the information will populate on future applications 

! 
Note: A valid DIS case number is required to submit your application. If you 

are filing a renewal, material change or abandonment application for an 

existing certificate, please have your case number available. If you are filing 

an application on behalf of a provider that requires a new certificate, you can 

reserve a DIS case number in the PUCO Community in the submit 

application step. Visit Electronic filing FAQs for more information.  

https://puco.ohio.gov/wps/portal/gov/puco/documents-and-rules/resources/e-filing-FAQs
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The applications shown on the applications page depend on the access and 

relationships you have with companies in the PUCO Community. In the top section, you 

will see open applications that have been started, but not yet submitted.  

 

In the bottom section, you will see submitted and closed applications, which could 

include applications that were approved with issued certificates, submitted and under 

review or require changes, or suspended applications.  

2. To start a new application, click New Application.  

To continue an application in progress, click Continue.  

To file an application to renew, abandon, or change a certificate, click Manage Record 

and select the application you want to file. Only the available applications will display. 

For example, renewal option will only appear if it is time to renew the certificate.  
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You can also access renew, material change and abandonment applications from the 

Certificates page.  

1. Click Certificates in the menu bar or click View Certificates in the certificates tile.  

3. The list of certificates available to you displays. Click the Certificate ID hyperlink.  

Accessing certificate actions 
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4. Click Certificate Actions.  

Only the available applications will display. For example, renewal option will only appear 

if it is time to renew the certificate.  

 

5. Select the available action or application you would like to file.  
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From the applications page, you can start a new application.  

1. Click the New Application button. 

2. New Applications 
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2. Find the company or provider account for which you are filing the CRES or CRNGS 

application. Any community user can select any company account within the system.  

 

If you are already authorized in the PUCO Community to act on behalf of the company, 

click the circle next to Select authorized account and select the company from the 

drop down list. Click Continue.  
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3. If the company does not appear in the authorized account section, click the circle 

next to Search for an existing account and search using the company’s name or 

address. If you do not see the company, try entering additional search terms for the 

company name or address. Click the circle next to the company to select it, then click 

Continue. If you still do not see the company, go to the next step. 
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4. If you are filing on behalf of a new CRES or CRNGS provider not yet certified by the 

PUCO or you do not see the company in the search results, click submit a request to 

have the company added. Complete all fields and click Continue. You will go back to 

the Manage Applications page.  

! PUCO staff will review the information and contact you once the account is 

added.  
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The application description provides information about the application and provider types. 

Click Continue.  

To search for a different account, click Go Back. Click Cancel to cancel the application 

and return to the Manage Applications screen. 

5. Choose the type of application you want to submit. All of the available new application 

types will display. Click the down arrow in the Application Type and select the 

application.  
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For material change applications, select which sections require changes or reasons for 

the material change application.  

1. Select the exhibits to change from the Changes Available column. Click the arrow 

pointing toward the right to move the selection to the Change Selected column.  

2. To remove the selection, select the exhibit and click the arrow pointing left. 

3. Repeat as needed for all exhibits that need changed.  

4. Click Continue and complete application. 

3. Material Change Applications 
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The application description provides information about the application and provider types. 

Click Continue.  

The application type will determine which information is required. Use the progress bar 

at the top of the application to navigate between sections of the application. Not every 

application type will have all of the sections shown.  

1. Enter the requested information in the form. 

4. Complete the application 

2. Provide information, documents, descriptions or files.  

Many exhibits provide options for supplying information, such as uploading a file; 

providing a weblink/URL to a document; entering text to explain or describe company 

information; or checking a box to file to indicate you will file the documents 

confidentially.  
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3. Additional information about the requirements is available by clicking the hyperlinked 

text, such as “does not have such a credit rating” in the example below.  A new tab or 

window will open with the additional information.  

4. Once the section is complete, click Save & Next to move to the next section.  

To Save the application, click Save. To exit without saving changes, click Cancel 

Changes. 
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The applicant must provide all the DBAs, or names under which they will do business, in 

the state of Ohio and also in North America.  

1. Click Manage DBAs to provide alternate names under which the company is doing 

business.  

Manage DBAs  

If the company has DBAs associated to their account in PUCO Community, the DBAs 

will be listed. If all of the DBAs are listed, go to step 5.  

2. To add a new DBA, click Add New DBA.  
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3. Enter the information in the New DBA Information form. Required fields are marked 

with an asterisk (*). Click Save Information.  
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4. To submit documentation for the new DBA, click Upload Files to select a file from 

your computer to upload, drag a file to the “Or drop files” button, or provide a direct link 

to the documentation. Click Save Document to continue.  

The example below shows both an uploaded document and a link; however, only one 

form of documentation is required. 
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5.  Select the DBA(s) and click Confirm DBA. Click Edit next to the DBA to make 

changes to the DBA information.  
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Manage regulatory and consumer complaints 

contacts 
Provide contact persons for regulatory matters and for consumer complaints 

investigations.  

1. Click Select to see the contacts currently associated with the company.  
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3. Enter the information into the form and click Save. All fields are required. 

 

2. If the person is not listed, click Add New Regulatory Contact or Add New 

Investigation Contact. 
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Companies must identify the current or proposed service area and class of customer.  

Identify service areas 

1. Click a service area in the available list to highlight it and click the right arrow to add 

to the selected list. To remove a selection, click the service area then click the left 

arrow.  

2. Perform the same steps for class of customer selection.  
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1. Click Manage Contacts to see a list of contacts associated with the company.  

Companies must provide all contacts who should be listed as an officer, director or 

partner. 

Manage contacts for principal officers, directors, 

partners 

2. Check the box next to the contacts who are an officer, director or partner of the 

company.  

If a person is not listed, click Create New Contact, complete the form (not shown), and 

click Save. The contact will appear in the list. Check the box next to the new contact.  

Once all boxes are checked to identify the contacts, click Confirm Contacts. 
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Please carefully review all the information on the submit page.  

1. The submit page provides a summary of the files attached and files designated to be 

filed confidentially. If you are filing documents confidentially, follow the instructions on the 

linked page and check the box under the list of documents to be filed confidentially.  

5. Submit the application 
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2. To preview the information entered in the form, click  the PDF Preview button.  

3. To upload the signed, notarized affidavit, click Upload Files or drag the file to “Or drop 

files”. There is a link to download the affidavit template for the application type.  
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4. Review the e-signature language and check the box. Click Submit Application.  

5. If any information in the application is missing, a notice will display with the section 

and which information is needed. Use the progress bar at the top of the screen to 

navigate to the sections and complete the information. The notice will stay visible until 

you click the X to close it.  

Once all information is complete, click Submit Application.  
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6. DIS Case number for renewal, material change or abandonment applications 

For an application to renew, change or abandon, use the DIS case number for the 

existing certification case. Click Yes, I have a valid DIS case #, enter the case number 

and click Validate DIS Case #. 

The DIS Case # must follow the format displayed in the box. You may need to use 

leading zeros to ensure there are four digits in the second part of the case number. 

If the DIS case number is not correct for the application and/or service provider type, you 

will receive an error message. Enter a valid DIS case number and click Validate DIS 

Case #.  
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Once the DIS case number is verified, click Submit Application.  

7. DIS case number for new application 

For an application for a new certificate, click I need to reserve a DIS case # and then 

click Create New DIS Case #. The system will reserve a case number with the correct 

industry and purpose code based on the information entered in the application.  
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Once the DIS case number is reserved, click Submit Application.  

8. The application was successfully submitted. The application will now be listed on the 

Applications page in the Submitted and Closed section.  

 

[End] 


