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Filer Homepage

CLICK 
BEGIN.

https://interchange.puc.texas.gov/filer



1) Enter the docket 
number in the Control 
Number field if your 
item belongs to an 
existing docket.

2) Select “New control 
number” for items that 
require a new docket. 1)

2)

or



Fill in your contact info 
(name/address/email/phone number)

and click Next. 

You may also check a box at the bottom to 
save your info for use in future electronic 

submissions. 



*The steps are the same for 
both an existing filing and a 

brand new filing. 

(WHICH 
WILL 

AUTOPOPULATE 
IF IT IS AN 

EXISTING FILING 
PARTY),

*MAXIMUM OF 255 
CHARACTERS IN 

THE FILING 
DESCRIPTION FIELD.



YOU WILL UPLOAD THE FILE BY 
CLICKING ADD FILES AND SELECTING 
THE DOCUMENT FROM YOUR UPLOAD 

SCREEN AND PRESSING OPEN. 

*MAXIMUM 
OF 255 FILES 

CAN BE 
ATTACHED 

WITH A TOTAL 
OF 300 MB.

ONCE UPLOADED, YOU 
SHOULD SEE A PREVIEW OF 
THE FILE NAME ATTACHED. IF 
THIS LOOKS CORRECT, 
CONTINUE TO THE NEXT 
SCREEN. 



The following “Almost Done” screen will 
prompt you to review all the information 
and make last minute changes as needed. 
You may then proceed to complete the 

reCAPTCHA and submit. 



IMPORTANT

By submitting your item through 
the interchange you have 
completed the 1st step of filing 
you with the PUC! 

The 2nd (AND FINAL) step is to 
notify Central Records.  The 
suggested and/or preferred 
method is detailed in the 
following slides. 



NOTIFYING CENTRAL RECORDS: 
THE 2ND STEP TO ANY PUC FILING SUBMISSION

Locate the “PUC Filing Submission Confirmation” email in your inbox. 
You may have to check your spam/junk folders. The email should be 
titled as seen here and should contain the basic information you 
provided in the electronic submission.

Forward this email to CentralRecords@puc.texas.gov along with a 
PDF copy of the document(s) you filed. This attachment will serve as 
the item for Central Records to print and stamp received. 

This is also the time to list any questions or concerns you may have 
regarding filing. 

See example on next slide.

NOTE: THE 8 DIGIT ALPHA-NUMERIC 
TRACKING NUMBER WILL BE 
DIFFERENT FOR EACH SUBMISSION.

mailto:CentralRecords@puc.texas.gov


FORWARD EXAMPLE: 

Congratulations! Once you have forwarded this email to CR, you have completed your part in filing with the 
PUC. If you completed this process during our business hours (Monday - Friday, 9a.m. to 5p.m.), you will receive a 
response by the end of the business day. If not, your item will be processed on the following business day. 



If you experience any problems please reach out to one of 
the following:
(no issue is too small)

• FILING QUESTIONS – CONTACT CENTRAL RECORDS AT 512-936-7180 OR 
CentralRecords@puc.texas.gov

• TECHNICAL PROBLEMS– CONTACT THE PUC HELP DESK AT 512-936-7100
OR HelpDesk@puc.texas.gov

THANK YOU!
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