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Management 

System (DMS) 
USER MANUAL
The Public Service Commission’s DMS is a file database that houses all dockets and filings 
that are made before the PSC.  The DMS can be accessed by visiting: https://
dms.psc.sc.gov/. The following manual is designed to simplify your navigation of the 
system. 

https://dms.psc.sc.gov/Web


Table of Contents 

Frequent DMS Features…………………………………………………………………………………………Page 1 

DMS Homepage…………………………………………………………………………………………………….Page 2 

Docket Search……………………………………………………………………………………………………….Page 3 

Docket Detail………………………………………………………………………………………………………..Page 5 

NDI Search…………………………………………………………………………………………………………….Page 9 

Agendas…………………………………………………………………………………………………………………Page 10 

EFile……………………………………………………………………………………………………………………….Page 12 

My DMS…………………………………………………………………………………………………………………Page 18 

Matters………………………………………………………………………………………………………………….Page 19 

Orders……………………………………………………………………………………………………………………Page 20 

Order Index……………………………………………………………………………………………………………Page 22 

Meetings/Hearings………………………………………………………………………………………………..Page 25 

Email Subscriptions………………………………………………………………………………………………..Page 26 

Others……………………………………………………………………………………………………………………Page 28 



Quick List of Frequent DMS Features 

The following list of items contains features that appear frequently on the DMS website.  Each 
feature functions the same on each page. 

 

  

Search by date: 
The search by date feature allows 
users to select a date range from 
a variety of options through a 
drop down box  

Search Filter: 
The search filter feature allows 
users to filter the current page’s 
information using keywords 

Search Docket or NDI: 
The search docket or NDI feature 
is available on all pages.  You 
must know the docket or NDI 
number to use this feature. 

Show Rows: 
The “show rows” feature allows 
users to show 10, 25, or All rows 
of information on one page.   

Sort: 
These arrows allow users to sort 
by column. 

Top: 
The “top” feature allows users to 
click the button to return to the 
top of the page. 

First 250: 
This box reminds users that only 
the first 250 records will be 
shown.  If a search returns more 
than 250 records, users may need 
to narrow their search. 
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DMS Homepage 

The DMS homepage features the PSC’s Upcoming Hearings and DMS News, where the latest 
changes to items regarding Commission scheduling will be displayed.  You can also search for 
dockets on this page.  Please note, the ability to sort, filter, and search by Docket Number is 
available on all pages. 
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Docket Search 

The docket search page allows a user to search for a docket through a number of avenues.  The 
graphic below explains the different search options available.  You can use one or all of these 
options to find the item you’re looking for. 

Clicking the link to a Full Text Search will take you to the following page.  Follow the Custom 
Search Tips to get the most out of your researching efforts. 
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Docket Search results contain interactive links in the Party of Record information that upon 
clicking will execute a search associated with that particular party, showing results with the 
associated dockets where that entity is a party. 
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Docket Detail 

Clicking the link to a docket will take you to the Docket’s detail, inlcuding: Service Lists, Email 
Lists, Docket Cards, Labels, Applicant Information, Intervenor Information, Representative 
Information, Matters, Orders, Timeline, Scheduled Hearings, and Public Comments.  The 
following screenshots explain each of these items in detail. 
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NDI Search 

Non-Docketed Items (NDI) are matters that do not require an official docket number, typically, 
Allowable Ex Parte Briefing requests are assigned an NDI number.  The NDI search functions 
the same as the Docket Search page discussed on page 3 of this guide. 

9



Agendas 

The Agendas page displays the Commission’s scheduled Business Meetings dates and times, as 
well as a link to the available Agendas for those dates.  Clicking the link under “Detail” will open 
a pop up box that will display the available Agendas for that particular date’s meeting.  This 
page also allows you to search for archived Commission Agendas from past meetings.   
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EFile 

The EFile link will take you to the PSC’s EFiling System.  There is a link available on this page 
to download EFiling Instructions.  These instructions are also located on pages 10-12 of this 
manual for your convenience.  If you do not have an Efiling Account, you can create one, but 
please note that you must be an attorney admitted to practice in South Carolina in order to 
register for EFiling. 
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1. Create New Account – E-Filing Registration Form:  Fill in the required information and click
Register.
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2. Forgot Password – enter email address and click “Retrieve Password”.  Once you have
clicked retrieve password, an email will be sent to the address on file directing you to a link
to change your password.
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DIRECTIONS FOR E-FILING  

 THE PUBLIC SERVICE COMMISSION OF SOUTH CAROLINA 

1. In order to e-file you must register and create your login and password.  After you
have e-filed a document, an e-mail will be sent to you stating that the Commission 
has received your filing. Please see attached document for submitting an e-filing.

2. All electronic filings must be in a PDF format.

3. When a document is e-filed with the Commission, the signature of the attorney filing
the document must be shown as an “s/” followed by the attorney’s name typed in the 
signature line of the document. 

4. Upon submission of the e-filing, an e-mail message will be sent to the filer confirming
receipt of the filing. 

5. Once the e-filed document is reviewed by Commission staff, a second email will be
sent to the filer indicating whether the filing has been accepted or rejected for processing. 

6. The filed date will be the date of the electronic submission to the Commission, unless
otherwise provided by Commission order, etc. 

7. All confidential filings must be mailed or hand delivered to the Commission.  No
confidential filings should be sent electronically to the Commission. 

8. Maps must be mailed or hand delivered to the Commission.  If the map is in a PDF
format, the map may be e-filed with the Commission. 
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Updated E-Filing Process 

STEP 1: Choose Filing Type 

STEP 2: Fill in required fields and click “File Now” 
Please note: Files larger than 10 MB will need to be split into smaller documents.
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STEP 3:  Review information and click “Confirm” 
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My DMS 
My DMS is a system that allows users to accept Orders and other matters served 
electronically (Eservice).  If you are not a registered My DMS user, click “Register” and 
follow the directions to sign up.  If you forgot your password, click the “Forgot 
Password?” link and follow the directions given on page 9 of this manual. 

Clicking “Register” will take you to the following screen.  Fill in the required fields and click 
“Register”.  Once you have completed the registration process, the Commission will activate 
your account.  You will receive an email notification from My DMS once your account has 
been activated. 
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Matters 

The Matters link will take you directly to a page that lists all the Matters added to the DMS for that 
particular day.  From this page you can search Matters by date and then filter your search by type of 
Matter (example:  Directive, Order, Request, etc.).  The Search by date tool functions the same as 
previously discussed on page 5 of this manual. 
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Orders 
The Orders page will automatically display the Commission’s most recently issued Orders. 
You can search for an order by Order Number (if known) or by date.  You can filter your 
search by type of Order, such as an order granting a certificate. 
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View an Order’s detail by clicking on the link in the “Order#” column.  The pop up box will 
display the associated Docket Number(s), the attachments available, and eService 
Notifications detailing who has confirmed acceptance of the Order.  Click “Close” or the “X” 
at the top right hand corner to close the pop up. 
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Order Index 
The Order Index System is a complete database of all Orders issued by the Commission.  The 
System allows users to search by Keyword or by Case Name.  When searching by Case 
Name, the System also allows you to filter by Industry.  Follow the complete instructions on 
how to use the system, available on the Order Index’s homepage.  "Keywords" in the Order 
Index System are manually determined as important, specific to an Order. To search all 
Orders regarding a specific topic, use the Google Search function, discussed on page 3 of this 
Manual.
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Meetings/Hearings 
Clicking the Meetings/Hearings link will take you to the Commission’s Calendar of scheduled 
events.  The Calendar has many features, including a search, sort, and filter option.  The 
screenshot below details these features. 
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Email Subscriptions 
Email Subscriptions allows a user to sign up to start receiving email subscriptions and the 
ability to manage your subscriptions, as detailed below. 

Once you sign up for Email Subscriptions you will receive the following confirmation: 
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Click “Manage” to manage your newly subscribed subscriptions or enter email address from 
the Email Subscriptions homepage and click “Manage” to manage an existing subscription.  
This page allows you to sign up for the DMS’s Daily Activity Report, Specific Case 
Notifications, and Specific Industry Notifications. 
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Others 
The Others tab provides a drop down box that links to the Commission’s ETariff System and 
Website. 
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