TUFFS Interim User Guide
l. Logging In

1. Open your Internet Explorer version 6 or higher web browser and point it to the following address:
https://delapsl.cpuc.ca.gov/IMLSLogin

2. Log in to the CPUC Application Site with your assigned Username and personal Password:

3. Under “Your Applications”, select the “TUFFS Telecom & User Fees Filing System —INTERIM” link.

4. You will be required to log in again to access the TUFFS system. Enter the same Username and
Password that you used on the previous log-in screen.


https://delaps1.cpuc.ca.gov/IMLSLogin

Il. Creating, Submitting, and Printing a New Surcharge Transmittal Form

4

1. Once you have logged on to TUFFS, click the “Create New Surcharge Form” button under the “Open’
section.

2. At the “Total Intrastate Billing” screen, verify that your Utility Identification Number and Name are
correct (the information shown below is for demonstration purposes only), and then select the
appropriate Billing Period from the drop-down list. Enter the “Total Intrastate Billings Subject To
Surcharge ($)” in the appropriate field and clickk the “Calculate Surcharges” button as shown:

3. The lower part of the screen will now reflect the below image. The fees due for each Subsidy Program
will be automatically calculated for you. Note: If needed, it is still possible to update the “Total
Intrastate Billings Subject To Surcharge ($)” field by entering a new amount in the same field and
clicking the “Calculate Surcharges” button again.



4. If needed, you may now enter any Adjustment Amount or Penalty/Interest Amount if needed in the
appropriate fields under the “Service Provider Subsidy Programs” section. Entering a (+) positive
number will add to what you owe. Entering a (-) negative number will subtract from what you owe.
Once you have entered the appropriate amount(s), click the “Submit” button. Note: You may log out at
this point prior to submitting your Transmittal Form if you wish to come back to it later.

5. You will receive confirmation that your Surcharges have been Submitted and the new “Total Funding
Amount(s)” will be displayed in the far-right column. If you are satisfied with the amounts shown, you
may proceed by clicking the “Print” button. If you want to make any changes, simply edit the
information in the fields, and then click the “Submit” button again.

6. Please read all Printing Instructions shown before pressing the “Print” button again.



7. After you click the “Print” button, you will see the following Message. Click “OK” to continue.

8. Your Transmittal Form is now ready to print. Print out one copy per Subsidy Program to send in with
each payment. When done printing, use Internet Explorer’s “Back” button to return to TUFFS and log
out.



Ill. Editing an Open Surcharge Transmittal Form

1. If you have created a Transmittal Form, but have not yet submitted it, you may go back and make
changes to it if necessary. Navigate back to the TUFFS Home Screen (the “Intrastate billings subject to
CPUC program surcharges” screen) and click the “Edit” icon for any Transmittal Forms under the
“Open” section.

2. You will be taken to the “Total Intrastate Billing” screen for that Billing Period where you can make
any necessary changes [to the Total Intrastate Billing, Adjustment, or Penalty/Interest Amount(s)] and
then Submit and Print the form as presented in the last section.



1V. Re-Printing an Already Submitted Surcharge Transmittal Form

1. For purposes such as record keeping, you may reprint an already submitted Surcharge Transmittal
Form. Navigate back to the TUFFS Home Screen (the “Intrastate billings subject to CPUC program
surcharges” screen) and click any of the “Reprint” icons shown under the “Submitted” section.

2. You will be shown the printing instructions again. Click the “Print” button to continue, & then click
“OK” at the Message.

3. Another copy of the Surcharge Transmittal Form for the selected Billing Period will now be shown.
Print as many copies as is needed.



How to Edit Your CPUC Application Account Profile

1. Log in to your account.

2. Click on the “Account” tab at the top right corner of the page.

3. Update your Account Information as needed.



4. When finished, click the “Apply Changes” button.

5. You will receive confirmation of your changes.



How to Update Your CPUC Application Account Password

1. Log in to your account.

2. Click on the “Account” tab at the top right corner of the page.

3. Click on the “Change Password” tab.



4. Enter your current (old) password, followed by your New Password (twice).

5. When done entering information, click the “Submit” button.

6. You will receive confirmation of your changes.



