Missouri Public Service Commission
EFIS — Add Company Contacts

Users designated as Official Representatives for companies may add individuals as contacts for
companies. All contacts must have an EFIS user ID.

To add a contact to a company contact list:

1. Logonto EFIS.
2. From the ‘Welcome’ screen, click the ‘Registration’ menu option.
3. Select the ‘Contact Information’ link.
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On the ‘Contact Information’ screen, complete the following steps:

4. Select the ‘Utility Type’ of the company from the drop-down list.
5. Select the ‘Company Name’ from the drop-down list.
6. Select the user’'s ‘Area of Responsibility’ (a/k/a contact type) from the drop-down list.
7. Click the ‘Add’ button to continue to the ‘Contact Information — Add Contact’ screen.
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Missouri Public Service Commission
EFIS — Add Company Contacts

On the ‘Contact Information — Add Contact’ screen, under ‘Personal Information’, complete the following
steps:

8. Inthe ‘First Name'’ field, input the contact’s first name of the user being added.
9. Inthe ‘Last Name'’ field, input the contact’s last name of the user being added.

The name keyed in must exactly match the user’s registered name in EFIS. (Example: If the
name was registered as Thomas and Tom is keyed in instead, a message saying, “no registered
EFIS user found.” will be displayed.)

10. Click the ‘Confirm Contact’ button.
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11. Alist containing the contact’s user ID will be generated.
12. Select the radio button next to the left of contact’s User ID.

If more than one name appears, select the appropriate user. If no names appear, please verify
that the contact is registered and/or check the spelling.

13. Click the ‘Confirm Contact’ button to confirm the selection and open the selected user’s contact
information.
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Missouri Public Service Commission
EFIS — Add Company Contacts

14. Click the ‘Submit’ button to finalize the entry and return to the Contract Information Screen.

If the contact information displayed is incorrect and needs to be updated, finish adding the
contact and then update the information after being returned to the Contact Information Screen.
For help editing contacts, refer to ‘the ‘Edit Company Contact Information’ instructions.
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15. The newly added contact will be included in the list of contacts displayed.
16. To add another contact, repeat the steps above.
17. After all contacts have been added, click the ‘Exit’ button to exit the screen.
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For additional assistance, please contact the Data Center at 573-751-7496 (local to Jefferson City, MO)

or datacenter@psc.mo.gov.
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