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Welcome to DelaFile, the Delaware Public 
Service Commission’s automated electronic 
filing and information system.    

E-Filing 
Reports Filing 
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Reports (Non-Docketed Filings) 
Log In 
Enter report/non-docketed filing type 
Attach documents and set security level 
Submit filing (There is no filing fee for reports) 
 If report/filing is associated with a docket, file items as subsequent filing in 

the docket. 
 If report/filing is not associated with a docket, file items as a report   
Categories include Financial, Operations, and Other 

 
  

E-FILING – REPORT FILINGS OVERVIEW 
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E-FILING REPORT FILING 

  
 The registered 

external user will enter 
email-Id, password 
and click Login button 
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E-FILING REPORT FILING 

  
 Click Menu 
 Click E-Filing 
 Click Report Filing 
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E-FILING REPORT FILING 

  
 The user will select the utility type and associated company  
 The user will select Report Filing Type  
 System will auto-populate the date (current date) 
 User must enter description comments in the “Report Filing Description” 

text box 
 Field will allow the user to enter 500 characters 
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E-FILING REPORT FILING DETAILS  

  
 Complete all fields 
 Click the “Continue” 

button  
 System will navigate 

user to the Attach 
Document screen 
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REPORT FILING ATTACH DOCUMENT 

 

 
 

 
 
 

 
 

 
 
 
 
 
 
 

 
 

 
 At least 1 document 

must be attached 
 Click the “Attach” button 

in “Document Details” 
screen will navigate the 
user to the “Attach 
Documents” screen 
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REPORT FILING ATTACH DOCUMENT 

 
 System will auto-populate the current date 
 “Description of Document” – Enter a maximum of 300 characters 
  Select the security classification for the document 
 Click the Save button 
 

 
 Select appropriate 

document type from 
dropdown 

 Click the “Browse” 
button 

 Select the correct 
document from your pc 
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REPORT FILING ATTACH DOCUMENT  

  
 Clicking the “Save” button 

will navigate the user to 
the following “Document 
Details” screen 

 Attached documents will 
displayed in a grid 

 User may check the 
delete box and then click 
the DELETE button at the 
bottom of the screen to 
delete the attached 
document 
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REPORT FILING ATTACH DOCUMENT  

 
 
 Click the VIEW link to view 

the attached document 
 Click “Done With Attach” 

button when all documents 
have been attached  

 System will navigate the 
user to “Report Filing 
Summary” screen 
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REPORT FILING SUMMARY 

  Report Filing 
Summary includes all 
filing details 

 Click the “Submit” 
button  

 Report will be 
automatically routed 
to the appropriate 
PSC staff 
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 REPORT FILING SUCCESSFUL SCREEN 

 
 
 System will generate a 

successful submission 
confirmation message 

 System automatically 
assigns a number to the 
filing 

 Click “Download Your PDF 
Form” link to save/print 
confirmation details 

 Click  “OK” to navigate 
back to the home page 

 System automatically 
sends an email 
confirmation message to 
the filer 
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 REPORT FILING - EMAIL NOTIFICATION 
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Thank You 
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