New Jersey Broadband Equity, Access, and Deployment
and (NJ BEAD)

BPU e-Filing System Walkthrough

The BPU e-Filing System (Infoshare) will be used for submitting all required
documents for the NJ BEAD Application

The following document provides step by step instructions on how to
register, navigate this portal, and upload required materials

(Last updated 04/24/2025)



Step 1: To begin, visit https://my.state.nj.us/.

Step 2: To create an account, click on the “Sign Up” box located at the
bottom right.
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Log In to myNewJersey

Login ID: If you need to register for
Unemployment Benefits please
goto

myunemployment.nj.gov.

Password: Unemployment services are

only accessed through that

site.
Otherwise, register for
= myNewd.Jersey services here:
Forgot your login ID?
Forgot your password?
Need help?

Follow the instructions to complete the fields below. Make sure to take
note of your Login ID and email to provide them to the BPU IT Helpdesk
to begin the account activation process. (See next step)
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Step 3: Once you've created your account, you will need to contact BPU
IT Helpdesk at BPUITHELPDESK@bpu.nj.gov and provide the following:

e your myNewdJersey Login ID

e your first name

e your last name

e your company name (If applicable)
e your email address

Typically, within two business days, you will receive an email containing
an authorization code.

Step 4: Once you have your authorization code, you should log into your
account at https://my.state.nj.us/ using the myNewdJersey Login ID and
password that you chose.
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Log In to myNewJersey

Login ID: If you need to register for
Unemployment Benefits
D123 please go to
myunemployment.nj.gov.
Password: Unemployment services are
'I only accessed through that
....... bt

Otherwise, register for
myNewJersey services here:

Forgot your login 1D?
Forgot your password? Sign Up
Need help? - ;
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Step 5: Click “auth code”. Note: This step will not be necessary each
time, nor will you have to pass through this page/screen once you are
registered.
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Step 6: After clicking, you will be directed to this screen. Please enter the
authorization code you were given in an email by BPU IT Helpdesk (from
Step 3). Click Finished. Again, you will only see this screen initially while
setting up your portal ID.

€ C @ % mynjgov/edituser/AcceptAuthCode Q n) 3

887 OFFICIAL SITE OF THE STATE OF NEW JERSEY remor Phil Murphy - Lt. Gow r Tahesha Way

NJ.gov - Services - Agencies - FAQs

myN J

Enter Your myNewJersey Authorization Information

1. If you've been given an authorization code, type or "paste’ it into the box below (otherwise, click *Cancel”).

2. Click the "Finished” button.

3. Your code will be verified and your profile will be updated with your new role.

4, If the update is successful, the myNewdersey portal will end your current session and, after a few seconds, will return your

browser ta the login page.
“ I 5_Please log back in and verify that your myNewJersey desktop includes the content for your new role

\ Enter your autharization code:

Criires I oo
"

You will automatically be logged out after you click “Finished.”




Step 7: Please log back into https://my.state.nj.us/. You will then see the
screen below. Click on “BPU External Access” under “Applications.
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Note: After you've entered your user authorization code, you should
expect to get another email regarding your BPU external website
Username and Password within 30 minutes. If you do not receive this
information within a few hours, please contact ithelpdesk@bpu.nj.gc.

Step 8: Follow the instructions listed in the email and you will be able to
login on the following screen.
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Welcome to the New Jersey Board of Public Utilities BPU External Access Portal
External Access Application.

This system is intended for document management and User Login
transference between the NJ-BPU and authorized users.

Customer Assistance / Cable TV userName [ ]

» Online case management Password
o Online responses to BPU inquires or
complaints Verify Code 0P4BL
Transfer and view documents transferred T -
between BPU and utility company
» Case management displaying current, pending
and past transactions with BPU

Login

Pipeline Safety

+ Upload reports and other required documents

© NJ Board of Public Utities. All Rights Reserved
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Step 9: After logging into the BPU External Access Portal, you will see
this “Welcome” screen. On the left, click on “Document w/o Docket

Upload”.
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Documents Search

Docket Case - Public Access
and Comment

My Subscribed Docket
BPU Holiday List
Setting

My Profile

Change Password
Portal Help
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New Chrome available

Comment and Subscription Guide Help Sign out °

BoarbafEablicltilities—

BPU External Access Portal

Welcome

to the New Jersey Board of Public Utilities' external access portal.

This system is for use by authorized users to electronically submit documents, reports, etc.
to the BPU and to respond to formal inquiries/complaints from the Board.

Step 10: You will see the following screen. Click “Search Docket #.”
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Home

Document w/o Docket Upload

Docket Case - Uploaded
Documents Search

Docket Case - Public Access
and Comment

My Subscribed Docket
BPU Holiday List
Setting

My Profile

Change Password
Portal Help
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Comment and Subscription Guide

Help  Signout
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Docket Case - Document Upload

|—|— 0 Records - 0 - 0 Displayed |

Posted Date | Docket# | Document# | Document Title | Author

- Records/Page —|—| E

‘caption | Opened  Viewed by BPU |FolderName ‘SublolderName Event Status |cnﬂﬂdenllal?‘

No record found
Upload Document{s) w/o Docket #

Docs Pending Transmittal Search Docket #



Step 11: Input the docket # “T025020078" in the relevant text box on the

left. Click “Search.”
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Docket Case - Document Upload >> Docs Pending Transmittal >> Docket Search

Home

Document wio Docket Upload
CASE INFORMATION SECTION
Docket Case - Uploaded

Documents Search — —_—
Docket # T025020078 | OAL Case # |

Docket Case - Public Access

My Subscribed Docket

BPU Holiday List

Setting

My Profile

Change Password

Portal Help

Step 12: Click the radio button in the leftmost column as indicated
below. Make sure you see the correct Docket number “T025020078"
the third column. Then click “Upload Document(s) w/ Docket #.”
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Home Docket Case - Document Upload >> Docs Pending Transmittal >> Docket Search Result

Document wio Docket Upload SEARCH CRITERIA: Docket #: TO25020075 |

Docket Case - Uploaded
Documents Search

] :| 1 Records - 1 - 1 Displayed | 30~ | RecordsiPage [D
Docket Gase - Public Acsess

and Comment

My Subscribed Docket 4 - Posted Date | ) Docket # ‘ ) Case Caption | - Case Utility Type | - Case Type " . Case Suffix _ Company's Name (w/DBA) H ) Open Date |
BPU Holiday List ® 0224120250232 TO25020078-  IN THE MATTER OF THE PUBLISHING OF  TELECOMMUNICATIONS OTHER - 02/24/2025

ver P ANOTICE OF FUNDING AVAILABILITY
Setting FOR THE BROADBAND EQUITY, ACCESS

AND DEPLOYMENT GRANT PROGRAM

My Profile
Change Password m Upload Document(s) w/ Docket i Upload Document(s) w/o Docket #
Portal Help

®
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Step 13: Click on “Folder Category (Req.)” and then in the dropdown

menu, click “PUBLIC".
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Document wio Docket Upload  Docket# T025020078-
Docket Gase - Uploaded Folder Category (Req.) PUBLIC v Folder Name (Req.) [ | Subfolder Name (Req.) | YEAR - 2025 v
Documents Search { I
Docket Case - Public Access File Name File Size Progress Status
and Comment
My Subscribed Docket
BPU Holiday List
Setting
My Profile
Change Password
Portal Help
Total: 0 0B of 0B
v
[ “Folder Name (Req.)” dropdown b d sel
.
Step 14: Click on the “Folder Name (Req.)” dropdown button and select
either “APPLICATIONS.”
.
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Docket Case - Uploaded Folder Category (Req.) PUBLIC v | Folder Name (Req.) [ | Subfolder Name (Req.) YEAR - 2025 v |
Documents Search T ar
Docket Case - Public Access File Name File Size Status
and Comment
My Subscribed Docket BRIEFS
BPU Holiday List COMMENTS
Setting COMPLAINTS
My Profile CONFIDENTIAL - BPU UPLOAD
Change Password CORRESPONDENCE
Portal Help COURT DOCUMENTS
DISCOVERIES
EXHIBITS
INITIAL DECISIONS
JOINT PROPOSALS / STIPULATIONS
MOTIONS
NOTICES Total: 0 0B of 0B
OAL
- - - ORDERS
PETITIONS
REPORTS
RULES
TARIFFS.




Step 15: Click on “Subfolder name” and choose “YEAR-2025" as year of

filing.
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Home

Document wio Docket Upload ~ Docket #: TO25020078-

Docket Case - Uploaded
Documents Search

Docket Case - Public Access File Name
and Comment

Folder Category {Req.) [PUBLIC v|

Comment and Subscription Guide

Docket Case - Document Upload >> Docs Pending Transmittal >> Upload Documents

[APPLICATIONS | Subfolder Name (Req.) 0

Progress Status

My Subscribed Docket
BPU Holiday List
Setting

My Profile

Change Password
Portal Help

Step 16: Click on “Add New Files.”

Total: 0

- S BN )
Help  Signout

YEAR - 2025 v |

YEAR - 2013

YEAR - 2014
YEAR - 2015
YEAR - 2016
YEAR - 2017
YEAR - 2018
YEAR - 2019
YEAR - 2020
YEAR - 2021
YEAR - 2022
YEAR - 2023

YEAR - 2024
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Document wia Docket Upload Docket # T025020078-
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Documents Search
Docket Case - Public Access File Name Progress Status
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My Subscribed Docket
BPU Holiday List
Setting
My Profile
Change Password
Portal Help
Total: 0 08 of 0B
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Step 17: Add all your required documents from your local storage. To
see the list of documents to be submitted, please visit the NJ BEAD
Applicant Resources page. Note: this list will be updated for each

application phase. You do not have to add your documents at once.
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Home
Document w/o Docket Upload

Docket Case - Uploaded
Documents Search

Docket Case - Public Access
and Comment

My Subscribed Docket
BPU Holiday List
Setting

My Profile

Change Password
Portal Help

Docket Case - Document Upload >> Docs Pending Transmittal >> Upload Documents
Docket # TO25020078-

Folder Category (Req.) PUBLIC v| Folder Name (Req.) ‘APPL\GA‘HONS v | Subfolder Name (Req.) YEAR - 2025 v
File Name File Size Progress Status
[ApplicantName]_[ProjectName]_[DocumentName].docx 19.43K Pending x
Total: 1 0B of 19.43K

Step 18: Click “Upload Files.”

Welcome!
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Home

Document w/o Docket Upload

Docket Case - Uploaded
Doguments Search

Docket Case - Public Access
and Comment

My Subscribed Docket
BPU Holiday List
Setting

My Profile

Change Password
Portal Help
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Comment and Subscription Guide elp Sign out
Docket Case - Document Upload >> Docs Pending Transmittal >> Upload Documents
Docket #: TO25020078-
Folder Category (Req.) PUBLIC v | Folder Name (Req) [ APPLICATIONS ~ | Subfolder Name (Req.) YEAR - 2025 v
File Name File Size Progress Status
[ApplicantName]_[ProjectName]_[DocumentName].docx 19.43K Pending x
Total: 1 08 of 19.43K
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You should receive the following message:

portal035.nj.gov says

Success! 1 file(s) uploaded.

Step 19: You will then see the following screen, where you must ensure
that you click the check marks next to the relevant documents and next
to “Confidential.”

4
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Docket Case - Document Upload > Docs Pending Transmittal > Upload Documents

Jpload Folder Category (Req | Folder Name (Rec.} View Image / Doc

~ [Applcantiame)_|Propsciame]_|DocumentName] Do
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Folaer Gatagory 3 Folder name = Apply To Checked

You can then select “Save.”
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Step 20: Once you have uploaded all your necessary documents, you will
see the following “Docs Pending Transmittal” page.
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Tip: The description of document is Required. Please enter description then send to BPU.

© W Board of Publc Unites. All Rpnts Reserves
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Click on “Change Title/Detail”.
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Tip: The description of document is Required. Please enter description then send to BPU.
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A new window will pop up where you can edit the captions and check the
uploaded document information for any errors. You can use the
following terminology in your captions:

[Applicant Name]'s [Document Name] for [Project Name]
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You should also check to ensure you have selected “Yes” under
“Confidential?”
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Docket Case - Document Upload >> Docs Pending Transmittal
2 Records — 1-2 Displayed |[30_w | RecordsPage

r
Docket# | ! Document Title ¢ Name Subfolder Name.
[) 023100776 MJBIDE [ApplicantName ons YEAR - 2025

120075 [ApplicaniName] J_[Projes ons YEAR - 2025

] [ 1 [Projes L ]

Caption [keq )

[APPLICANTNAME]'s [DOCUMENTNAME] for [PROJECTNAME]

(04222025 Author
(PUBLIC | Fobler Mame (Fea.) APPLICATIONS ~
Sublolder Name [YEAR-2025 ~ | Confidential? [vES v

= =

Tip: The description of document is Required. Please enter description then send to BPU.
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Step 21: Click “Save”. That window will automatically close and take you
back to the previous window.

Step 22: To finish, select the relevant document(s), and click “Send
Document(s) to BPU.”
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corts - 1-2 Displayed || w | RecordsPage

caption 0 eta older Nam; ol Posted Date
[APPLICANTNAMET:: Changs TilsiDatzil APBLICATIONS VEAR 2075 042212026 1015 P YES
[DOCUMENTNAME] fo
[PROJECTNAME]

== rT————

Tip: The description of document is

lease enter description then send to BPU

The next screen will show you which documents were uploaded and their
status in the BPU Case Management System. The screen will indicate
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that your documents are pending review. It may take up to a day or two
for Case Management to process your documents.

You will also receive an email confirming receipt of the document(s).

As a reminder, you can repeat this process as many times as needed to
upload all the documents required for the NJ BEAD application.
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