Form 1 - Electric Utility Annual Report

Electronic Submission Software - Installation Manual

Note: This also applies to Form 1-F and Form 3-Q - Comprehensive Quarterly Financial and
Operating Report

The FERC Form 1 Submission Software (FOSS) is downloaded from the FERC Forms Server via the
Internet. The downloaded file is an installation file. It is used to install the application on your
workstation. Once the software is installed at your site, the installation file is no longer needed and can
be deleted.

Once the software is installed it will appear in your workstation "Start Menu" under a Program Group
called "FERC". You would start the software by clicking on "Start/All Programs/FERC/ Form 1
Submission".
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#% FERC Form 1 Submission

Once installed, the FOSS software will check with the FERC Forms Server via Internet to determine if
there are any updates to the software. This check happens every time you start the software. If
updates are available, they will be downloaded to your workstation and installed automatically. This
keeps everyone's copy of the software in synchronization — and repairs problems you may find and
report to the FERC.

Downloading and Installing the Form 1 Submission Software

Click the Form 1 Submission Software link &3 to open the webpage hosting all the Forms installation
files. Then, click to the Form 1 link button on the left menu to open the Form 1 page.
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FERC Online Home

Download FERC Forms

Security and Privacy Statement

Title 18, U.S.C. 1001 makes it a crime for any person knowingly and willingly to make to any Agency or Department of
the United States any false, fictitious or fraudulent statements as to any matter within its jurisdiction.

FERC Online does not require the submission of personally identifiable Information (Pll) (e.g. social security numbers,
birthdates, and phone numbers), and FERC will not be responsible for any PIl submitted to FERC Online, including any
accidental or inadvertent submissions of PlI.

= Please select one of the form links from the left menu to download -

The following screen will appear. Click “Form1Submissionlinstall.exe” link button to start downloading
the file.



Download FERC Form 1

Submission Software: ‘lFormlSubmissionInstaII.exe | Instruction
SHA-256 Checksum:
bc f3 Pe 4d de 83 4c 46 8c 9b 50 21 56 4a d2 98 a5 55 83 92 6 2d 33 eb cl 69 50 85 86 e9 ab 6@

Viewer: FormilViewerlnstall.exe Instruction
SHA-256 Checksum:
41 63 5d c¢d fb 5f e3 6b ec B¢ e5 9b 2d d1 57 7d ad c6 d5 a6 69 a5 7e c8 f3 cf 21 1f e4 a2 ac 8a

Go back

You may choose "Run” or “Save” the file. You may choose "Run" and installation will begin. If you
choose "Save", the downloaded installation file can be used to make multiple installations. In this
instance, remember where you tell the software to save the file. After download, locate the file with
Windows Explorer, place your cursor on the file name, and double-click. This will start the installation
process. If you install the F2SS on multiple workstations, you can copy the installation file to your
network and invoke it from there.

On executing the installation file, the system will prompt you for your computer local administrator
credential. If you don’t have one, please get help from your IT Admin.

Step-by-step installation screenshots:

- %
Forml1Submiszion - InstallShield Wizard | = 2 |
Preparing Setup
Please wait while the Installshield Wizard prepares the setup. \

Form15ubmission Setup is preparing the InstallShield Wizard, which will guide you through the
rest of the setup process. Please wait.
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_
Form1Submission - InstallShield Wizard -

Welcome to the InstallShield Wizard for
Form1Submission

The InstallShield Wizard will install Form 15ubmission on
your computer. To continue, dick Mext,

< Back hlext = |[ Cancel

The setup program will want to place the application in the FERC\Form1Submission folder on your C:
drive. If the folder does not exist, it will create it for you. Please do not change the folder name or
location since it is easier for us to help you if you have a default installation. Just click "Next".



Form1Submission - InstallShield Wizard

1

Choose Destination Location

Select folder where setup will install files,

. Install Form 1Submission to:
C:\FERC\Form 15ubmission

-

Change...

< Back ]r\Next} ][ Cancel

-
Form15ubmission - InstallShield Wizard

:

Ready to Install the Program
The wizard is ready to begin installation.

Click Install to begin the installation.

exit the wizard.

If you want to review or change any of your installation settings, dick Back. Click Cancel to

< Back ][-\Insmll ] [ Cancel
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Form15ubmission - InstallShield Wizard

Setup Status

The InstallShield Wizard is installing Form 15ubmission

|
1
Installshiets
Cancel
Eventually, the installation will finish and you will get the following notification:
F '1
Forml1Submizzion - InstallShield Wizard
InstallShield Wizard Complete
The Installshield Wizard has successfully installed
Form1Submission. Click Finish to exit the wizard.
b "
< Back t Finish I Cancel




Initial Operation and Setup of the Form 1 Software

At this point, installation is complete. You now need to set your communications options (if any) and
obtain the initial download of your Form 1 database information. However, if you have a Form 1
Database from previous years saved on your network drive, you should use that

database. When you first start the software (click on the Windows Start = All Programs - locate
Program Group "FERC", then click on "FERC Form 1 Submission"), you will get the following "Splash
Screen". Notice that the Version Number of the software is in the upper left-hand corner of the screen.
This number changes every time updates and changes are downloaded to your workstation.

Downloading Your Initial Form 1 Database

If you are running the software for the first time, the data download screen will appear (see below). This
function allows you to download a database of the company or companies for which you file Form 1
information. If you filed Form 1 in the previous year using this software, you should have a copy of your
Form 1 Database on your network. This version should be used instead of attempting to download a
new database. If you have an existing database, you can skip down to the heading: "Using a Database
from a Previous Year.



Before you proceed, you should click on the "Internet Setup Options" button and set any of the options
that apply to your Internet connection. These options, if any, can be obtained from your Network/IT
Support Personnel. These options may also be set within the data entry software by clicking on the
"Options" pull-down menu at the top of the screen, and clicking on "Internet Communications Setup".

The next step is to determine a location for your database. The box titled "Destination for Data or
Location of Existing Data" shows a proposed default location for your Form 1 Database. It is highly
recommended that you choose a directory on your Network for the Form 1 Database. First of all,
storing the database on your network permits multiple users of the Software to work at the same time.
(If you desire having multiple users inputting data, the database must be on a shared network drive
accessible by all users). Secondly, you will be protected from losing your work should your workstation
have a malfunction. Most network data is backed up every evening. If you chose not to use a network
drive for your database, and ensure that it is backed up frequently, you are at risk of losing all your
work should something happen to the database because of hardware malfunction. Please consider the
ramifications of this happening, and take appropriate action to protect your data.

Once the Database location has been chosen, you click on the "Retrieve Company Listing" button. The
software will obtain a list of companies available for download from the FERC Forms Server. If you
cannot get the list, refer to Troubleshooting. You will need to contact FERC for a password to download
a company database. This is to prevent users from accidentally downloading a new database copy
instead of using the database from previous filing periods.

Select your company name in the "List of Available Companies" box by clicking on it once. Then, click
on the "Begin Download" button. The software will notify you when the download is complete. If you file
for more than one company, you may now select a different company for download, and click the
"Begin Download Button" again. Continue in this manner until all companies you file for are
downloaded. Once database download is complete, you may click on "Finished".



Form 1 Data Download
List of Available Respondents:
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Destination for Data or Lo :ation of Existing Data:
I - el

Internet Source site of data:
| eforms1 ferc.gov

Internet
Setup

Using a Database from a Previous Year

Normally, the software will "remember" where your database was located in prior years. If you are
doing a "fresh" software install, you may see the "Form 1 Data Download" screen. If you do, delete the
data in "Destination for Data or Location of Existing Data:" and insert the path to your database on your
network. Then, hit the tab key to exit the field, and click on "Done". You can click on the button to the
right with the three dots and you can navigate to the database location.

Here is a picture of the screen that will appear if you click on the "Internet Setup Options" button.
Unless you are sure of what to place in these boxes, just leave them blank. If the software cannot
communicate with the FERC Forms Server for updates, you might contact your network support
personnel to determine what values belong in these boxes, if any.



i3 Internet Access Setup Options |E|
These are options that may need to be configured if your Internet access is
restricted. Blank these out if they are not needed at your site.

Proxy Settings (if using a Proxy Server) Authentication (required by your proxy)
Host (Mame/lP Address): Port: Authentication Username/D:  Authentication Passwaord:

FTP Settings (only use if problems occur with standard settings)
[ Force to non-Passive FTP only  Force Mon-passive via Port:

Note the FERC FTP Server expects only anonymous FTFP logons. However, some
company FTP Proxy servers may need to make use of these settings.

Remote Host Setting: Remaote Port: User Mame/D: Passwaord:

| o

FERC Address (not recommended to change): |efurrns1.feru:.gu-.r

Close

Here is a picture of the Page Selector Screen on the Data Entry page of FOSS. To select your
company, click on "Company Selected". You will see a new window that contains the companies or
company (if you just file for one) and a pull-down menu for the particular year you wish to work with.
Once you have selected the company, you can double-click on any "Reference Page No:" to open that
schedule. Although it clutters the screen, you can have more than one schedule page open at one
time.




- Page Selector E'@
Company Selected: | |2EJ1B |D4
Enter Page#:

Title of Schedule |Reference Page No. | -

o Identification & Aftestation | o001 J

List of Schedules 002-004
General Infarmation 101
Cantrol Over Respandent 102
Carparations Caontrolled by Respondent 103
Officers 104
Directors 105
Infarmation on Formula Rates - Rate Schedule or Tariffs, Procee: 106
Information an Formula Rates - eLibrary Filings 106a
Infarmation on Formula Rates - Formula Rate Variances 1060
Important Changes Curing the Quarerear 108-1049
Comp Balance Sheet (Assets & Other Debits 110-111) 110-111
Comp Balance Sheet (Liabilities & Other Credits 112-113) 112-113
Statement of Income (114-117) 114-117a -
Select Close

Here is an example of the screen you will see when you click on "Company Selected" (see above).
Notice the "pull-down" menu for the Year. You can go back and review or correct prior year data and
even resubmit a prior-year Form 1 if you make corrections.



+ Page Selector (= |[=|[==]

Company Selected: | ‘2018 |

-

Enter Page#: @8 Quick Picker e l=][=]

Title of Schedule Respondent Mame: Year:
p|Identification & Attes i‘ | 2012 ~]
List of Schedules |

General Information | Quarter
Control Over Respa| | a4 -
Corporations Contr |
Officers
Directors
Information on Form
Information on Form
Information on Form |,
Important Changes | j
Comp Balance She
Comp Balance She

Staternent of Incom
DK Cancel

Here is an example of the "Options" pull-down menu. Following paragraphs will describe the elements
in this menu.

Options |
Set Form 1 DB Location
Internet Cormmunication Setup
Data Entry Status

Admin Options 2

Set Form 1 DB Location

This is used to specify a new location for the database. An example would be, you have installed the
database on your C:\F1DATA folder and you want to move the database to a network drive. First, you
would create the network folder. Then, you would select all the contents of the C:\F1DATA folder (go to
the folder, use Ctrl-A to select all). Copy the entire contents to the new network folder. Then, you would
start the FOSS, select "Options/Set Form 1 DB Location" and select the new drive and folder on the
network. Once that is done, you can erase the C:\F1DATA folder on your workstation

Internet Communications Setup



This element allows you to enter the Internet Communications Options screen. This is the same screen
you can call up in the Form 1 Data Download screen. You should ask your network support personnel
if any of these options apply to your network.

The following is a list of all the files that comprise the Form 1 database. There are more than 250 of
them. Essentially, there is a table in the database for each Form 1 schedule page. This is the
directory/folder that should be placed on your network for data security purposes. You should ask your
network support personnel to assist you in setting up a security scheme so that only members of your
work group can access these files. Otherwise, someone might think it is fun to delete some of the files
and see what happens. This can cause you a lot of wasted time and extra work.

E01_3.dbf

Zf1106b_2009.CDX
_324_elc_expns.dbf
1397 isorto_stl.CDX
_400_sys_peak.CDX Zf1_400_sys_pesk.dbf
_allowances_nox.dbf Zf1_cmpine_hedge.CDX
_email FPT 1 freeze.CDX
pins.cdx _rg_tm_srv_rev.CDX _s0_checks.cdx =1_s0_checks.dbf
Z1f1_50_checksfpt 50_filing_log.dbf _s0_FILING_LOG FPT _security.dbf Iocker.dbf forml.DBC
=} Forml.det [ form1.DCX T Tabinfo.cdx ) Tabinfo.dbf temp87.DBF temp87.FPT = TMPPRIVIDS.DBF
ETTABLES.DBF E TTABLESFPT

_106a_2009.dbf
324 _elc_expns.CDX
_338_dep_depl.dbf

231 ten_stdycst.CDX
331 transiso.dbf
399_mth_peak CDX
)_TRANS_AFF.DBF
_email. CDX

| 231 trn_stdycst.dbf
_338_dep_depl.CDX
_399_mth_peak.dbf
_allowances_nox.CDX
_email DBF

rg_tm_srv_rev.dbf

400a_iso_peak.dbf
cmpinc_hedge_a.CDX

locker.cdx

Also, be sure that this folder is backed up by Network Operations every evening. If something happens
to the database, you will lose all your work that was done since the last backup. If it has never been
backed up, then, you start all over. Not a pleasant thought.

Once you are finished with Form 1 for a particular reporting year, you should either leave the database
on the network, or ask that it be backed up with the assurance that you can get it back for the next
year. So, to put it another way, please do not delete or lose the database.

If You Have Problems, Please Read Carefully

You may experience problems downloading your initial database or obtaining the automatic updates
mention at the beginning of this document. Either of these problems can usually be traced to your
Firewall which protects your network from outside interference. The software will work OK at most
companies. However, if you have a problem with these two issues, your only recourse is to plead with
your IT folks to loosen things up a little or make some accommodation.

If you have errors in the software where it quits, gives you some kind of system error, or otherwise acts
in an abnormal manner, you can report these problems to FERC and we will try to resolve them. (See



below for reporting procedures) If there are bugs in the software, we will fix them, and distribute
updates to your software automatically. If you can't receive automatic updates, you will probably have
to download and install the software each time there is an update.

Below is an example of the F1SS Folder where the software is installed on a typical workstation:

(C:) » FERC » FormlSubmission » -
Share with = Mew folder

md | specupdate , trnpdown || SKFWO008. TMP
=) curSRVFILES.dbf =] F1_EMTR.DEF m F1AICO
= FLCALCS.CDX = FICALCS.DBF = FICHECK.DEF
= flexpdate.dbf == FIFLDREF.CDX == FIFLDREF.DEF
= flfonts.dbf | |FIFRONT.CNT yflfru:u nt.exe

3 I@FIFRCINT.HLP = FIFTTEL.DBF = FIHDTEL.DBF
= FIHDTBL.FPT = FLIINSTCT.COX = FIINSTCT.DBF
= FLIINSTCT.FPT = FILOCKER.CDX =] FILOCKER.DEF
=] FIPAGES.CDX =] FIPAGES.DEF =] FIPICKER.CDX

3 == F1PICKER.DEF == F1SUBVER.DBF =] F1SUPP.CDX
=] F1SUPP.DBF == F1SUPPFILES.CDX =] FISUPPFILES.DEF
== FISUPPFILES.FPT =] F15YS.DEF == FISYS.FPT
3 F1SYSUTL.EXE ¥ FLUPDATEEXE ¥ fluvp8.exe
= FIYRCOPY.CDX = FIYRCOPY.DBF = FIYRCOPY.FPT
=] F1450A.DBF == F1450A.FPT @ FERC FORM x.ico
|&| foss.log « |[FOXFOMNT.FOM | |FOXTOOLS.FLL
= relinfo.dbf = relinfo.fpt 3 strifoss.exe
=5 sysusr.dbf == sysusr.FPT = ukfoxusr.dbf
== ukfoxusr.FPT || WININET.DLL

Notice the file named foss.log. When you send us an email regarding any errors or problems, we must
have the foss.log attached to the email. Also, be sure to put the word Form1 in the Subject of the email.
If you forget to attach the foss.log file, we will send you a reply mail asking for it. So, it just saves time
to send it along in the first place. Of course, your IT people are welcome to review the log file and help
diagnose any problems you might have.

Please indicate the following information with your troubleshooting request:

e Form: Form1

e Respondent Name

e Reporting Period

e Page number / Title of Schedule

e Line No.

e Column

e Details of the issue with screenshots
e Attach the Foss.log file



Send emails with software problems, Internet problems, or suggestions for improvements to the
application to FERC Online Support. Be sure to attach the Foss.log to your email if you are reporting
an error. If you feel you have a serious problem, call the FERC Online toll-free number at 1-866-208-
3676.



mailto:ferconlinesupport@ferc.gov?subject=Form1

