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Introduction

The Regulatory Electronic Submission System (RESS) Visual How-To Guide provides
you with basic, step-by-step instructions and a visual walk-through on how to submit
documents electronically with the Ontario Energy Board.

However, before you submit your first document, you will need to prepare for online
filing by:

e obtaining a User ID and password
e enabling your Internet browser pop-ups

e converting documents into a searchable, unrestricted PDF/A format and, in some
cases, combining a number of PDF files into one consolidated PDF document

e naming your document using the Board’s file naming conventions.
Sample: <from Org>_<Document Type>_<Document Subtype>_ yyyymmdd.pdf

For more information on the file naming conventions, refer to the full "RESS Document
Guidelines” document available under e-Filing Services on the Board’s website.

User ID and Password

In order to submit documents using RESS, a User ID and password is required.
Complete the User ID request form found on the e-Filing Services page of the Board’s
website, then email this form to BoardSec@ontarioenergyboard.ca for processing.

This form may also be used to update records of your organization’s RESS e-filers (i.e.
changing the email address of an active regulatory contact). If you are informing the
Board of a User ID retirement, then send an email to the Board Secretary’s Office at
BoardSec@ontarioenergyboard.ca. In addition, self-service updates on existing profiles
are available through the main RESS log-in page under “Update Profiles.”

If you have forgotten your User ID or Password, email your request to
IThelp@ontarioenergyboard.ca for assistance.



http://www.ontarioenergyboard.ca/OEB/_Documents/e-Filing/RESS_Document_Guidelines_final.pdf
http://www.ontarioenergyboard.ca/OEB/_Documents/e-Filing/RESS_Document_Guidelines_final.pdf
http://www.ontarioenergyboard.ca/OEB/Industry/Regulatory+Proceedings/e-Filing+Services
http://www.ontarioenergyboard.ca/OEB/Industry/
http://www.ontarioenergyboard.ca/documents/tools/efiling/Registered_UserID%20and%20Password%20Request_Form.doc
mailto:boardsec@ontarioenergyboard.ca
mailto:boardsec@ontarioenergyboard.ca
mailto:IThelp@ontarioenergyboard.ca

Key OEB Contacts

For information on technical details about RESS, contact OEB IT Help:
Email - ithelp@ontarioenergyboard.ca

Telephone - Local: 416-481-1967 ext. 555 (within the Toronto local calling area)
or Toll free: 1-888-632-6273 ext. 555.

For Business Support, Contact the Board Secretary’s Office at:
BoardSec@ontarioenergyboard.ca

Getting Started

Ensure that your pop-up blocker is off on your Internet browser. If your pop-up
blocker is on, try this:

e On the Internet Explorer menu bar, click: (Tools->pop-up blocker ->turn off
pop-up blocker).

3 OEB Home | OEB - Microsoft Internet Explorer provided by Ontario |
File Edit “iew Fawvorites SEEEN Help

Y Mail and Mews rE ; T\ |
1 » " i) - aml
pat o I—LI L Pop-up Blocker Turn Off Pop-up Blocker

Address | @] hip: ffwww.osb,gn Manage Add-ons...
Synchranize. ..
Windows Update [

Pop-up Blocker Settings...

Windows Messenger
Diagnose Connection Problems...
Sun Java Cansole

Internet Options. ..

e or consult your IT department for this setting.

After obtaining a User ID and password, you will be ready to e-file with the Board.
The following pages are a visual walk-through of the submission process. Visit the
RESS portal for access to the site and remember to bookmark this page. You may
also access the RESS portal from the OEB home page by clicking on the e-Filing
Services button.



mailto:IThelp@ontarioenergyboard.ca
mailto:boardsec@ontarioenergyboard.ca
https://www.pes.ontarioenergyboard.ca/eservice/
http://www.ontarioenergyboard.ca/OEB/Industry/
http://www.ontarioenergyboard.ca/OEB/Industry/Regulatory+Proceedings/e-Filing+Services
http://www.ontarioenergyboard.ca/OEB/Industry/Regulatory+Proceedings/e-Filing+Services
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Once you are in e-Filing Services, click on the link for the Regulatory Electronic
Submission System (RESS).

OEB e-FILING SERVICES

CASE FILINGS: {user ID & password required)

= Regulatory Electronic Submission System (RESS) - filings to the Board
Secretary Office.
Flease refer to the RESS e-Fling Guides hefore you file.

*Note: The file upload time to file documents to the OEB online is approximately 2
MB per minute (e.g., a file of up to 35MB may take 35 minutes or more to be
uploaded depending on your Internet connection speed.


https://www.pes.ontarioenergyboard.ca/eservice/
https://www.pes.ontarioenergyboard.ca/eservice/

Submitting Documents

Once you are on the main RESS portal page, enter your User ID and password and

click the Log On button.

T 018 ¢ filing Services - Microsoft Internet Explorer provided by Ontario Energy Board
Fis Eclt Yew Faeries  Took  Help

Qe - O WA G Pwe grreem @ (3-5 & -|JE

k&t

Ontario Energy Board T="" Welcome to the OEB e-filing Services

ma  Help

P o B’nwmmmu.mm

User D
- P ALL e pages of
Pasemor [Legom ] + ot does Save" vt do?

® \What does “Save & Bt bufion ga?

» e gy T bocst

= O borm 217, what i gl v serr omconge o6 Samvm 8 Ex or Sawe?

M . v et assnga?
E ool e s oy -
£ .:w;f._"wy/. i o

= What is OEEFs conined dor ey qunstions

EEEEEEEEEE
PIV aTAL

@] Aot datn TeeFrematber Apglet 2ot
Wstat EDE@DEB-SC

= For 214, ncrementsd Corts Incurred How oo | delete the datn inihis grid?

You will then see the following screen with your name on the Welcome bar at the top

of the page. This means that you are now logged into RESS.
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Click on “Submit an Application” or “Other Documents” on the left hand menu bar,

depending on the type of document you are submitting:

e “Submit an Application” is for a new application

e “Other Documents” is for supporting documents in an active proceeding
(i.e. an EB # has already been assigned)
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Filing an Application

The following screen will appear when you select ‘Submit an Application’.

Please enter the Applicant first, Required fields are indicated with an asterisk (*). Please include your pre-filed evidence if applicable,

1. Applicant
Applicant(™) hd

Board File Mo,

2. Submitter Contact Detalls

Subrmitker w 3

Enter the narne of the primary contack for this application if different from the submitter,

Confirmation Email
Address (*)

Primary Contact Mame averame@oeb.gov.on.ca

3. Application Defails

Energy Type(™) b
Application Type(™) b
Application Sub Typed™*) v
Document Type(*) v

Use this space to provide: (3) a clear and concise statement of the facts; (h) the grounds for the application; (o) the statutory provision under which it is made;
(d) the nature of the order or decision applied for,

* application
Description:

Add Attachment

Note: An asterisk (*) in RESS denotes a mandatory field.

Fill in the Primary Contact Details:

e Applicant — your organization’s name or the organization that you are filing
on behalf of — you may search for it by clicking on the drop-down arrow to
the right of the field

e Board File Number — enter the number (i.e. EB-2009-0001) that the Board
has already provided or leave it blank and a file number will be issued

e Primary Contact Name — this is the individual that the Board will
correspond with throughout the proceeding

e Confirm the email address

Enter the name of the primary contact for this application if different from the submitter,

Canfirmation Erail

Primary Contact Mame Address (*)

averame@osh.gov.on.ca




Fill in the Application Details:

e Click on the drop down arrow to the right of the fields and select the:
= Energy Type

= Application Type
= Application Sub-Type

3. Application Details

Energy Type(*) Electricity hd
Application Type (™) Rates “
Application Sub Type(™) Generation hd
Document Type(™®) Comments hd

e Add a brief synopsis in the Application Description open text field:

Use this space to provide details of the submitted documentation.

Documentation Description:

Note: What you add in the application description open text field is for internal use only
and does not become part of the public record on a Board file.

Attach Your Application Documents
PDF Documents

All documents submitted electronically should be in a searchable, unrestricted PDF/A
file format created using Adobe Acrobat 7.0 Professional version or higher.

PDF documents should be created directly from the software that created the document
(e.g., Word to PDF or Excel to PDF). Scanning of documents to create a PDF is
discouraged because of size limitations of RESS and email.

If you have to scan a document, select the OCR function on the document in order to
make it a searchable PDF.

For further guidance on creating PDF files, refer to the PDF File Creation Instructions
section of this guide.

Click the Add Attachment button




Document Type(™*) ‘ hd

Use this space to provide: () a clear and concise staternent of the facts; () the grounds for e application; (c) the statutory provision under which it is made;
(d) the nature of the order or decision applied for,

* spplication
Description

Add Attachment

=

&] Done
iJ start Em-CEEEGCXTO 2 OEB e-fil s.. | 8 Mehdi- Test rm for ..

 Internst

/3 submit an Application. ..

for the following screen (allowing you to upload files into RESS):

2 Add your document here - Microsoft Internet Explorer,

B
File Edt View Faworites Took  Help >
esack - |ﬂ @ ;j /.7\‘ search sjt_(Favontes '€‘} [7\- :\1 ] ~ _J ﬁ
Address \@ http: 199,243, 127,197/FileUploadiAddattachment .aspx v\ Go | Links

}%ﬁ Ontario Energy Board

== Commission de I'énergie de I'Ontario

Upload your documents here

Click on the "Add File" button to select a file from your computer, and then on the "Upload” button. To add a second or third file repeat the same steps after the selected fle
has fimshed uploading. An error message will be displayed if vou try to upload a file with the same name twice.

Please try to limit the length of the file names selected for upload to no more than 70 characters

Use the Add File Button on the right to find the files you want to attach:
e Attach PDF, DOC or XLS documents only.

e Combine all PDF documents into one PDF document using the PDF-Combine

feature and submit it. This is dependent on document size. Refer to “RESS
Document Guidelines.”

¢ Do not leave the system unattended (while the attach document is in
progress) for more than 2 hours as it gets timed-out after that.

-10 -



Click the Upload button after attaching the document. The document link will appear
under Supporting Documentation. To attach more than one document, simply click
on the Add File button and repeat the above process.

23 Add your, document here - Microsoft Internet Explorer

Fie Edt View Favorites Tools  Help

Qs - © |ﬂ @ :j /,_‘l Search ‘f‘\'(Favurites & -dg @ - )3

acidress | €] Hitpff199.243.127 197 FleUploadfAddattachment asp

}%{ Ontario Energy Board

=== Commission de I'énergie de I'Ontario

Upload your documents here

Click on the "Add File" button to select a file from your computer, and then on the "Upload” button. To add a second or third file repeat the same steps after the selected file
has finished uploading. An error message will be displayed if you try to uplead a file with the same name twice.

Please try to limit the length of the file names selected for upload to no more than 70 characters.

Uploading 1 file, (calculating)

Currently uploading: PDF 20100521-1.pdF, file 1 of 1
Zpeed: (calculating)

About (calculating) rermaining,

\ 0%

Note: You will notice a green line at the bottom of the screen that denotes the time

required for the submission. The time required depends on various factors such as
the Internet speed and traffic and the file size.

-11 -



Verify that your documents are correctly attached at the bottom of the screen:

3 Add your document here - Microsoft Internet Explorer E‘Elg‘
Fie Edt View Favorites Tools Help "

@Bazk - |ﬂ @ .l\, /7~‘Sear[h ‘iﬁ:.(Favurltes ) - _7 Iz Y

Address \ﬁj hkbpff199. 243,127,157 FileUpload/Addattachment . asp v‘ Go

Links:

}&4 Ontario Energy Board

== Commission de I'énergie de I'Ontario

Upload vour documents here

Click on the "Add File" button to select a file from your computer, and then on the "Upload” button. To add a second or third file repeat the same steps after the selected fle
has finished uploading. An error message will be displayed if you try to uplead a file with the same name twice.

Please try to limit the length of the file names selected for upload to no more than 70 characters.

Thank you, your e-filing has been submitted through RE3S. The reference number is 8492, Print this confirmation for your records and send a copy of this along with the 2 hard copies of your submission to
the Board Secretary by the next business day.

[Fm\sh Upload Process / Close Wmduw]

TUPLOAD RESULT: Complete The selected file was added successfully, Thank you. To upload encther file for the same incident click the ADD FILE agan and then the TPLOAD button.

o File Last Uploaded:
PDF 20100521-2.pdf
List of Uploaded Files

| PDF 20100521-2.pdf

&] Done

4 Internet
=

Note: Click Finish Upload Process/Close Window to submit your documents.

You will then receive the following e-mail confirming your RESS submission:

Thank you for using the Ontario Energy Board’s online self-service for
submitting supporting documentation.

Your electronic submission to the Ontario Energy Board has been received.
Please consider this email and the e-filing reference number XXXX as your
confirmation of receipt.

Please send two paper copies of your submission to the attention of the
Board Secretary by the next business day.

Sincerely,
The Ontario Energy Board

Before you click OK, please print this confirmation and attach it with the two hard

copies that you submit to the Board. After you click on OK, you will be returned to
your original screen.

-12 -



Submitting a file other than an Application

To submit a file to the OEB other than an Application, click on ‘Submit Other
Documents’ from the left hand menu of your screen.

Ontario Energy Boardes "2 Submit Supporting Docs

November 25, 2009

Search e Please enter the Applicant first. Required fields are indicated with an asterisk (‘).
) 1. Applicant
Q\ * Spplicart * Board File No.
B
FAQ
2. Submitter Contact Details
Submit RRR Filing . o ’
Confirmation smail address * Are you submitting documentstion as & 7
SOP Application | Intervenor
SOP: View Work-In- * Document Type Organization Represented (i.e. Intervenor)
Progress Application Interrogatories to Intervenor v
My Cases Crganization Directed To (Cther than Applicant)
Case Documents
Use this space to provide details of the submitted documentation
13 “pany’s
Documentation Description
ns
ny's Consumer
esprans
dion
5. Supporting Decumentation
B T O I 1 Click the ‘Add Attachment” button at the bottom of this page to add an attachment.
Mo Records

Submit Other Documents

Add Attachment Save Cancel




The following screen will appear:

2 Submit Other Documents - icrosoft Internet Explorer; g =4 | §
Iy
)

File Edt View Favarites Tools  Help

Gﬁatk - Q Iﬂ IEL‘ _;\, /7‘: Search ‘j"\}.’Favurltes & -dm W - 5

Address | ] http:[199.243.127.197)FieUpload/SubmitOther Docs. aspxUID=razameBPWD=1 230eh v B e ks

applicant(*)

Board File No. (*)

2. Submitter Contact Cetails

Primary Contact Name

2. Application Detalls

Are you submitting documentation as 3 __ (%)

Organization Represented (.. Intervenor)

Crganization Directed To (Other than Applicant or OEB)
Document Type(*)

Use this space to provide details of the submitted documentation,

Documentation Description:

~

Confirmation Email
Address (*)

< 2[5 i

Add Attachrent

Fill in the Primary Contact Details:

Applicant or OEB —organization name of the case applicant (you may
search for it) by clicking on the icon to the right of the field. If this is a
Board-initiated file, then select Ontario Energy Board

Board File Number — enter the file number (i.e. EB-2009-0001) that the
Board has already provided or leave it blank if you do not know it

Confirm the email address of the Submitter (in order to receive the
confirmation email from RESS with the four-digit reference number)

Document Type (select this from the drop-down list — i.e. Submission)

Identify your role when submitting the documentation (select from drop
down list — i.e. Applicant)

Organization Represented (i.e. Intervenor) — select the organization that is
involved in the proceeding

Organization Directed to (Other than Applicant) — Note: this only applies
to Interrogatories (IRs)

-14 -



e Enter details about what you are submitting in the Documentation
Description Field.

e Follow the instructions for uploading a document to RESS beginning on
page 9 of this guide.

When Not to Submit through RESS

Confidential Documents

Confidential material is not to be submitted via online RESS submission unless directed
by the Board. The Board requires a hard copy of the confidential material in a sealed
envelope marked as “Confidential”. Please refer to the Board’s Practice Direction on
Confidential Filings found on the OEB website.

Exceptions to the RESS Submission
Email should only be used in the following situations to submit documents:

Note:

the web portal RESS is not available

Intervention Request Letter if the intervenor does not have a RESS User ID and
password

Observor Letter

Letters of Comment

General Letters to the Board Secretary (non-case specific)

In addition to a RESS submission, interrogatories and Interrogatory responses

require service by email to all intervenors.

Email attachments follow the same standards as documents submitted through RESS.

-15-


http://www.ontarioenergyboard.ca/OEB/_Documents/Regulatory/Practice%20Direction%20-%20Confidential%20Filings_20111013.pdf
http://www.ontarioenergyboard.ca/OEB/_Documents/Regulatory/Practice%20Direction%20-%20Confidential%20Filings_20111013.pdf
http://www.ontarioenergyboard.ca/OEB/_Documents/e-Filing/RESS_Document_Guidelines_final.pdf

Using RESS Effectively

Creating a PDF file from Multiple PDF Files

The Board requires PDF/A files in a searchable, unrestricted format. The software
required for this is Adobe Acrobat Professional version 7 or higher.

Open Acrobat Version 7 (or higher) Professional then follow this procedure:
1. From the menu bar select File\Create PDE\From Multiple Files

‘= Adobe Acrobat Brofession:l

= |

Edit ‘iew Document Comments

Tools Advanced  Window Help

E!I‘

Up ™ ﬂ Send for Review - B Secure - ZSign o |§_§ Forms -

Save as Certified Document. ..,

Revert:

Reduce File Size,

&z']‘ Send For Review. .,

L4

Form Data

»

Document Properties., .,

CirHD

Print Setup,

Erint...

NN

=] Print with Comments Summary. ..

4

PrintMe Internet Printing. ..

Shift+CtrH-P
el
ChrlT

Shift+CerH-2

9 History

2 G\, \ZEIW07-TOR pdf
3C\,. \P93A07-TOR . pdf
4 L A\HydronOne_app_EY.pdf
54, 154353 - Work Order . pdf

L4

1\oebfs01\Harmel. . \HydroOne_Exh_D.pdf

Exit.

Chrl+Q

£ Open.. Ctte0 |- 99 createpoF = L comment e
[ create PoE | [ From ... Chrl+h
a Qrganizer L4 From Multiple Files. .. |
',.') Ernail. . @ From Scanner...

Close Celay | P From web Page... Shift+Chrl+0
[Hi S ks A7 From Clipboard Image

Save 5., Shift+CtrH-S

elp -

The next screen will ask you to Browse for the multiple files

Note: If your files are scattered in various different places (Directories) then you may
be required to create one directory and save all your files there, or alternatively hold
down the Control key to make your file selections.

-16 -



Ereate o al iplepEiments

add Files

Arrange Files

Preview PDF Files

Q Please add the Ffiles that you want to combine.
Arrange them in the order in which wou want them to appear in the new POF.

Files to Combine

[Jinclude all open POF documents

Include recently combined files: | <Mone

5

| ok

] [ Cancel

]

Once you have located the correct directory, select all (by clicking the ‘Ctrl’ + ‘A’ key) or

as many of the files (by pressing down the ‘Ctrl' key and selecting the various file

names) that need to be converted into one single PDF file.

-17 -



& FGD_FExA_ 20070430

File Edit ‘iew Favorites Tools  Help

|\J Bacl -\;;J L’ﬁ: j_j Search ll._ Folders v

Address |IE:| Y\ Oebfs01Homelmichelcal {Profile\Deskiop\EGD_Ex &_20070430

v|Go

Marne -
File and Folder Tasks AW 81141 TOC corrected 2007.,., |
- = a1-2-1.pdf
=) Make a new Folder 1
J = a1-3-1.pdf

@ Publish this Folder to the
Wweb

@ Wiews previous versions

= 41-3-1_Appendix &.pdf

= a1-3-1_sppendix B.pdf

= a1-4-1.pdf

= 142 pdf

= a1-5-1_attachment.pdf

= a1-5-2.pdf

= A1-7-1.pdf
ﬁjm-?ﬁ_corrected 20070430, pdf
= a1-7-3.pdf

= At-8-1.pdf
t_n1-8-2_corrected 20070328, pdf
lj__--:.¢'t2—1—1.|3dlt

= hz-2-1.pdf

= az-2-1_Appendix &.pdf

<

Other Places

Details

Size
&7 KB
645 KB
12 KB
J3EE
J3EKB
33EKE
12 KB
22 KB
51 KR
414 KB
1,902 KB
12 KB
-
15 KB
21 KRB
113 KB
177 KB

Type

Adobe Acrobat 7.0,
Adobe Acrobat 7.0 ...
Adobe Acrobat 7.0,
Adobe Acrobat 7.0,
Adobe Acrobat 7.0,
Adobe Acrobat 7.0,
Adobe Acrobat 7.0,
Adobe Acrobat 7.0,
Adobe Acrobat 7.0,
Adobe Acrobat 7.0,
Adobe Acrobat 7.0,
Adobe Acrobat 7.0,
Adobe Acrobat 7.0,
Adobe Acrobat 7.0,
Adobe Acrobat 7.0,
Adobe Acrobat 7.0,
Adobe Acrobat 7.0,

Date Modified
18/03/2005 10:19 AM
18/03/2005 11:50 AM
17/03/2005 12:23 PM
16/03/2005 :44 FM
16/03/2005 5:44 FM
16/03/2005 &:44 PM
17/03/2005 7:58 PM
16/03/2005 5:57 FM
17/03/2005 3:48 PM
0Z/03/2005 9:40 PM
07/03/2005 6:11 PM
17/03/2005 4:02 PM
17/0302005 Z:21 FM
17/03/2005 12:07 FM
08/03/2005 4:55 PM
03/03/2005 4:57 FM
03/03/2005 4:59 PM

| [

When you have completed selecting the files that need to combine, click on the Add

button.

You will see all the selected files in a window, and can actually move the files either up
or down in the arrangement by selecting Move Down or Move Up.

-18 -




78 Adobe Acrobat Professional

Create PDF from Multiple Documents |§| R Z sigr

Q Plzase add the files that vou want to combine,
Arrange them in the order in which you wank them ko appear in the new POF,

Open

Look ir: | |9 EGD_Ew A_20070430

>

— Add Files

Browse, ..

i A1-1-1_TOC_ correcked 20070430, pdf

— Arrange Files

: Recent
| Remove
Maowe Lp @
Deszktop
Maye Cown

— Preview PDF Files

My Documents
Preview.., %

&

ky Cornputer
michelca on D

£

My Metwark File name: |".f3«2-2-1_.t’-‘-.ppendi:< A pdf" "a1-11_TOC_comen % | [ Add J
Places

Files of type: |.~'—‘«II Supported Formats [*.pdf,”. dwa.” brp, " fe.”. V| [ Cancel J

When you are satisfied with the necessary files, and their sequence, click on OK, and
Adobe will begin combining the files.

Progress

Azsembling Docurment 11 of 15

CCITITTITTITTIITIITTITITTIIT

A1-7-1,pdf: 50%:

Upon completion, do the following:

1. From the menu bar, Select File\Save As
2. Save the file with the correct naming convention then place it in a directory.
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i2 Adobe Acrobat Professional

File Edit View Document Comments Tools Advanced Window Help

&[] O3 wnia |- @hen -
u EGD_Ex A_20070430. pdf
o o o g 3
Fage - - 2
= A1-1-1_TOC_corrected 20070430, pdf 2 & - e
Bat2tps b == e
(5] A1-3-1.pdf

=] A1-3-1_Appendix A pdf
5] A1-3-1_Appendix B. pdf
=] A1 pdf
={=] A1-4-2 pdf
% DRIVERS OF DEFICIENCY
=] &15-1_Attachment. pdf
EHE] A1-5-2.pdf
I} STATUS REPORT OF

I% Layers\l} Signatures \i Bookmarks

L]
E % ACTIONS REQUIRED AS A RESULT OF THE
E =H[Y RP-2003-0203 SETTLEMENT PROPOSAL (Exhit Efcen
= 0 Page _ =yl

|E| Mo, i

=Y Awvaiting the final report of the Natural Gas Fon ;
=0y RP-2004-0213. G 4 e '.5;;...._:..,,....,.“..,,. it
Lo G e SR L e e, et
< I > .:‘I:Il (SRR TR T TE PV ES T :‘;ﬁ.‘h’ i

i N = I ld d[=ofew [ b pl| O REETEET

Open the saved combined PDF document. If you click on Bookmark, you will notice the
individual files used in the creation of the consolidated PDF File listed as ‘BookMarks’.
Clicking on any one file will take you to that content location within the combined PDF
file.

When submitting into RESS, follow the guidelines in submitting associated files such as
the cover letter and table of contents.

Unrestricting the PDF Document
Ensure your PDF document is unrestricted. Follow these steps to do this.

1. With the PDF document open, choose Document > Secure > Show Security
Settings for this Document.
(Adobe 9 — choose Advanced>Security>Show Security Properties...)
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2. Under Document Restrictions Summary, ensure the following is allowed:

printing, document assembly, content copying or extraction, content extraction for
accessibility, and commenting. Select the appropriate security method to do this.
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Document Properties

Description | ecurity | Fants | Inikial View | Custom | Advanced
Dacurent Security

The document's Security Method restricks what can be done to the document, To remove securiby
restrickions, set the Security Method bo Mo Security,

Security Method: | Password Security w [ Zhange Settings. .. ]

Zan be Opened by:  Acrobat 5.0 and later [ Show Details, ]

Al contents of the document are encrypted and search engines cannaok access the document's metadata,

Document Restrictions Surmmmary

Printing:  Allowed
hanging the Document; Mot Allowed
Document Assembly: Mok Allowed
Content Copying:  Mak Allowed

Content Copying For Accessibilicy:  Allowed
Page Extraction: Mot Allowed

Commenting:  Allowed

Filling af Farm fields:  Allawed

Signing:  Allowed

Creation of Template Pages: Mot Allowed

(] 4 l [ Zancel

Setting Search Preferences to the PDF Document

The search preferences should be set to display the Advanced Search window as the
default for the Search PDF window. Follow these steps to do this:

1. From the menu bar, Choose Edit\Preferences.

2. From the Categories list on the left, choose Search, then check off ‘Always use
advanced search options’.

3. Select OK.
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Categories: search

3D P [l1anaore Asian character width
Accessibility [Zl1gnore Diacritics and Accents
Batch Processing
Catalog

Color Management
Commenting
Convert From PO Range of words for Proxinity searches: [300
Convert To FDF
Forms

Full Screen

[] wrays Uss advanced search options

Maximum number of documents returned in Results: 100

Fast Find
General Fast Find makes future searches Faster by storing information about Adabe PDF files that you use often.
Identity

Inkernational [Z]Enable Fast find
Inkernst

Javaseript Masimum Cache Size: |20 MB
Measuring
Multimedia Furge Cache Contents

Fage Display
Reading
Reviewing
search
Security
Spelling
Startup
Touchlp
Trust Manager
Units & Guides
Updates

Web Canture b/

Conversion of Document with Multiple Worksheets into PDF Format

When an opened file with multiple worksheets (e.g., Excel file) is converted into PDF
format, each worksheet within the original file must be individually converted into a PDF
file and named appropriately, with different names for each PDF file. Ensure the print
area of each worksheet is correctly specified prior to converting it into a PDF file.
Worksheets converted into PDF files should then be combined to become several
bookmarks of a larger PDF file.

When right clicking on a PDF file name, the properties of the PDF file under the General
tab must have the appropriate document name. If there is a different title under the PDF
tab of properties, this title will be adopted for public viewing instead of the title specified
under the General Tab. Ensure they are the same document title. The fields within Tabs
of Description and Summary of document properties should be left blank.

-23-



	Introduction
	User ID and Password
	Key OEB Contacts
	Getting Started
	Submitting Documents
	Filing an Application
	Attach Your Application Documents
	PDF Documents
	When Not to Submit through RESS
	Confidential Documents
	Exceptions to the RESS Submission

	Using RESS Effectively
	Creating a PDF file from Multiple PDF Files
	Unrestricting the PDF Document
	Setting Search Preferences to the PDF Document
	Conversion of Document with Multiple Worksheets into PDF Format


