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Residential and Hard-to-Reach SOP 2010

INTRODUCTION

The User Guide provides Project Sponsors participating in El Paso Electric’s Residential and
Hard-to-Reach Standard Offer Programs with guidelines on using the online data tracking
system. This guide walks you through the steps for filling out the application forms, entering
data for efficiency work completed, and invoice reporting.

Large Projects — incentive funds are reserved once for the entire year.

Small Projects — incentive funds are reserved multiple times in smaller increments up to $5,000
at a time.

This User Guide covers both types of programs.

When working with the online database forms, a few principles should be observed:

e Unless specifically directed to use the browser’s buttons, use the navigation buttons
provided on the forms.

® Avoid pressing a “submit” or “accept” button multiple times if your browser performance
slows. This could result in multiple submissions of the same form.

e Review the entire form before proceeding to ensure that all of the information required is
available. If your browser is inactive for more than 30 minutes, you will be automatically
logged off and may need to reenter data. To avoid this, try to save your information
regularly.

e [f you plan to enter data in multiple online database programs, work with only one
program at a time. Simultaneously opening multiple browsers can present problems since
information is temporarily stored on your computer about each session and could conflict
with data from the other program.

¢ Although not necessary to successfully complete each form, fields should not be left
blank. Enter “None” or “N/A” if the field does not apply.

The items in bold italics are selection items/buttons as they are displayed on the screen.

The online data tracking system used for the Standard Offer Energy Efficiency Programs is
EnerTrek®, developed specifically for the various Standard Offer Programs being implemented
by Texas electric utilities. For the sake of discussion purposes, the online data tracking system
will be referred to as simply EnerTrek.

EnerTrek® User Guide — Project Sponsor Page 3



Residential and Hard-to-Reach SOP 2010

To access EnerTrek®, go to El Paso Electric’s Standard Offer Program Home Page for the
appropriate program.

Residential and Small Commercial SOP - - http://www.epelectricefficiency.com/rsc.asp

Hard-to-Reach SOP - - http://www.epelectricefficiency.com/htr.asp

Figure 1: El Paso Electric’s Residential SOP Home Page

Residential and Small Commercial Standard Offer Program

Program Information

Program Overview

Hews and Updates The Rezidential and Small Commercial Standard Offer Program (RSC SOP, RSC) provides incentives to suppliers of
Do energy efficiency services for the instalation of qualifying project= targeting EPE's residential and =mall commercial
customerz. The primary objective of thiz pregram iz to achieve cost-effective reductions in peak =ummer demand and
ENETgY.

Thiz perfermance-based program provides payments for energy =avings generated by instaling energy efficiency
Powerad by Frontier Assoclates medzures in accordance wih the program manual, which iz available for downloaded via the left menu bar by clicking
on "Program Manual” or from our downloads page. EPE will enter inte Standard Offer Program Agreements for peak
demand and energy =avings with "Project Sponzors” who are typically energy efficiency =ervice firms such as air
conditiening contractors, insulation installers, lighting contractors or natienal energy service companies.

The ElPage Electric Rez-HTR Program Manual and Deemed Savings Helper tool have been updated with the new air
conditioning deemed savings values as of March 2008. Pleaze downlead these fies from the Downloads page.

EPE's RSC program summary:
Program Information Workshops: March 11 & 12, 2009 from %00 AM to 11:30 AN Mountain time.

Online application forms will be available on March 13, 2008.

Program Highlights
A few key features of this year's program are:

# Project Sponsors may inztall meazures for both residential and =mall commercial custemers under the zame
contract.

# Sponzers reserve and uss funds in emallincrements to increase program access to a wide variety of project

2pONSOrE.

Project applications will be accepted for az litle as 5250 in incentives

Project implementation period runs January through September 1, 2008.

Powered by Frontier Aszociates

» Click on the Application link on the left menu bar.

EnerTrek® User Guide — Project Sponsor Page 4



Residential and Hard-to-Reach SOP 2010

Figure 2: Program Links

» Select the 2010 program link.

» Or you can access the site directly by going to: http://epe.tx.ressop.com/Login/L.ogin.aspx

pplcation |

Administrator Forms

Program Information

Program Overview
Hews and Updates
Downloadz Tools
Application

Uz the fellowing links to access adminizstrater forms

2008 Programs

< La ]
ENER = 2008 Residential and Small Commercial
Powered by Frontler Assoclates

2008 Hard to Reach
2009 Programs

Powered by Frontier Azsociates
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Residential and Hard-to-Reach SOP 2010

APPLICATION

Figure 3: Login Screen — Register as a New User

» First, register as a new user by clicking on the link in the upper left of the page — First
time users, click here to Register.

El Paso Electric

El Paso Electric's Texas Standard Offer Programs

El Pasa Electric generates and distributes electricity through an intercennected system to approximately 320,000 custorers in the Rio
Grande Valley in West Texas and Southarn Mew Maxico, In Texas, EPE will offer incantives to enargy services contractors for projects
producing electricity dermand and energy savings.

Contractors rmay apply separately for projects targeting residential or small cornmercial (RSC), residential "Hard-to-Reach” (HTR), and
large cornrnercial and industrial (C&I) custarners. In order to receive incentives under these programs, contractars muost apply for and
receive a Standard Offer Prograrm Agreement under any of the following programs. Standard Offer Program Agreements are awarded on
a first-come, first-served basis in accordance with prograrn procedures described in the program rmanuals, EPE's online applications forms
will be available beginning on Decermber 12, 2006, and will begin accepting applications January 2, 2006 at 10:00 AM Mountain Tirme for
the Large C&I Standard Offer Pragram and January 15, 2006 at 1:30 PM Mountain Time for the Residential and Small Cormmercial
standard Offer Program.

EnerTrek® User Guide — Project Sponsor Page 6



Residential and Hard-to-Reach SOP 2010

Figure 4: Registration

» Complete all fields in the registration form. The user name and password are case
sensitive.

» When the form is complete, click on Create Login.

El Paso Electric

Registration

Welcomne to El Paso Electric Eneray Efficiency Standard Offer Program Registration. If you are & new Customer, registration is your first step in
participating in this Pragram.

Ueser Name:

Pazsword:

Confirrn Password

Last Marme:

Email:

Confitrn Emnail:

First Marme: ‘
Phone Number: |

Create Login | Cancel

EnerTrek® User Guide — Project Sponsor Page 7
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Figure 5: Login

» After the user is registered, click on Return to Login Page.

» Login by filling in the user name and password and clicking on Login.

El Paso Electric

El Paso Electric's Texas Standard Offer Programs

El Paso Electric generates and distributes electricity through an interconnacted system to approximately 320,000 customners in the Rio
Grande Valley in West Texas and Southern New Mexico. In Texas, EPE will offer incentives to eneray services contractors for projects
praducing electricity demand and energy savings.

Contractors may apply separately for projects targeting residential or small | (RSC), residential "Hard h* (HTR), and
large commercial and industrial (GBI) custamers, In order to receive incentives under these programs, contractars must apply for and
veceive a Standard Offer Program Agreement under any of the following programs, Standard Gffer Pragram Agreements are awarded an
2 first-come, d basis in dance with program dures described in the program manuals. EPE's online applications farms
will Be available beginning on Decernber 13, 2006, and will begin accepting applications January 8, 2006 3t 10:00 AM Mountain Time for
the Large G&I Standard Offer Program and January 15, 2006 at 1:30 PM Mountain Time for the Residential and Small Comraercial
Standard Offer Program.

Figure 6: Activate Account

» First activate your account. An email with an activation code was sent to the email
address entered at registration. Copy and paste this activation code into the form and

click on Activate. Now click on Go to Login Screen. You’ll be returned to the login page

where you will enter your user name and password again.

El Paso Electric

Activation Page

Uzer Login name: |Userl |

Adivation cUde:‘ |

Adtivate | Go to Login Scree|

An sctiustion code has besn sant to your email. If you didn't recaive an sctivstion ermail, plasse contact the Program
Mansger to reset your account

EnerTrek® User Guide — Project Sponsor Page 8



Residential and Hard-to-Reach SOP 2010

Figure 7: Tax ID

» Once logged in, enter the project sponsor’s federal tax ID or social security number, then
click on Check Sponsor. 1f no duplicate is found, click on the button that appeared
stating Click here to create Sponsor Profile.

E| Paso Electric

Sponsar Mai

To find if Sponsor Information has been crested plesse enter your sponsor 3N/ company Tax ID in the box below and dick
*Check $ponsor ' Button,

@ Tax 1D Number O sponsor ssN |00-0000000 Check Spansar

EnerTrek® User Guide — Project Sponsor Page 9



Residential and Hard-to-Reach SOP 2010

Figure 8: Profile Update

Profile Upaste
Sponsor Company Profile
Check All that Apply: wamen ouned [ winority ouned [ oisabled versran Quned
Name of Remittance Company: [ ‘*
(Enter Hams ukd 2ppe o )

Project Spensor Name: [ «
Address 1: [ J«
Address 2: [ |

City / State / Zip: |+ [ & |

Tax ID Number: 00-0000000 * U TawIn | ssM
Parent Company:

\
Parent Company Tax 1D Number: @t Ossn
Company Phone 1: [ -
Company Phone 2: [
Company FAX: ]

Website: \ |

Company Email: [ 3

Save Sponsor Profile

» Complete the Profile Update form and click on the Save Sponsor Profile button at the
bottom of the form.

EnerTrek® User Guide — Project Sponsor Page 10



Residential and Hard-to-Reach SOP 2010

Figure 9: Sponsor Details

Gith

El Paso Electric

| Subcontractor Info Brofile Unsgle

Qualification Docurnents

o Profile Updated s

Sponsor Company Prafile

Chech All that Apply: [l women ouned [ Minarity owned [l pizabled veteran ownad
: 1
Name of Remittance Company: [Test Contracting Company 7
[Enler Name 2= L =naul] appear an canliacl)
Project Sponser Namer |John Dos e
1
Address 1: 111 Sesame Strect [
Address 2: | |
Gity / State / Zip: |LaLa Land PR P R RRRARRRRA &

Tax ID Number: 00-0000000 [* ' TawiD | ssN
Parent Company: \
Parent Company Tax ID Number: @7ane Osen

Contact Tite: |

Contact Person: ‘John Daoe |*

Company Phone 1: (555)555-6555 S
Company Phone 2: |
Company FAX: |

Website: |

» On the top menu, click on Sponsor Details to see the dropdown list of 3 more forms to be
filled out.

o Subcontractor Information
o Affiliate Information
o Qualifications

» All of the information under Sponsor Details will be used for all of the EPE Residential
and HTR programs so these sections only have to be filled out once.

EnerTrek® User Guide — Project Sponsor Page 11



Residential and Hard-to-Reach SOP 2010

Figure 10: Subcontractor Information

> Enter the subcontractor information and click on Add New Subcontractor.

» To add multiple subcontractors, come back to this form and fill it out for each
subcontractor that will work for you under any of the Large and Small, Residential and
Hard-to-Reach programs.

Subcontractor Update

J Subcontractor information Updated Successfully.

— Subcontractor Info

Click on Subcontractor Name to Edit

Subcontractor Name First Name Last Name Website
Sub1 test
Sub2 test
Sub3
Subcontractor Name: ISub1

Tax ID Number: ¢ TaxID @ ssn

Parent Company:

Address 1:

Address 2:

|
|
Parent Company Tax ID Number: | @ Tax 1 © ssN
|
|
|

City / State / Zip:

RS

Contact Title: l

Contact First Name: |test

Contact Last Name: I

Company Phone 1:

Company Phone 2:

Website:

|
l
Company FAX: l
|
Company Email: I

Add New I Update Remove |

To remove a subcontractor from your application, click on the subcontractor name in the list at
the top of the page, then click on the Remove button.

EnerTrek® User Guide — Project Sponsor Page 12
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Figure 11: Affiliated Firms

» Enter the information for the affiliated firms and click on the Add New Affiliated Firm.

» Repeat this process for multiple affiliated firms.

Affiliated Firms Update

— Affiliated Firms Info

Click on Affiliated Firm Name to Edit

Affiliated Firm Name:

Tax ID Number:

Parent Company:

Parent Company TaxID Number:
Address 1:

Address 2:

City / State / Zip:

Contact Title:
Contact First Name:
Contact Last Name:
Company Phone 1:
Company Phone 2:
Company FAX:
Website:

Company Email:

Add New | Update Remove

I ® Tax o C ssn

|

I @ Taxm O ssn

|

I

| /™ =ly]
I

|

J

J

To remove an affiliate firm from your application, click on the affiliate name in the list at the top
of the page, then click on the Remove button.

EnerTrek® User Guide — Project Sponsor
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Residential and Hard-to-Reach SOP

2010
Figure 12: Qualification Documents

» Enter the information about the sponsor’s and subcontractor’s qualifications. When all
fields are complete, click on the Accept Company Qualifications Documentation.

Qualification Documents Update

Complete all required information and use this form to ensure that all required information has been submitted either through the Internet or
through supplemental materials, as appropriate

OQualification

Complete all required information and use this form to ensure that all required information has been submitted either through the Internet or
through supplemental materials, as appropriate

Has project sponsor participated in any Texas utility standard offer program?

Cyes T o

If yes, please provide the following:

Utility name(s) and project completion date(s)
Contract amount(s)

Project contact(s)

Statement of technical and managerial capabilities and experience (500 word maximum): (required field)

Evidence that Project Sponsor and its Sub-Contractors possess all applicable licenses. Evidence includes 3 list of all applicable licenses,
issuing agencies and license numbers. (required field)

=

=

Reference

Descriptions and references (at least three) for

mparable projects, including information about the year the project was undertaken, the
services provided, and the estimated and actual performance of the energy-efficiency equipment. Provide a contact name, title, address and
phone number for each reference.
a. Reference 1: (required field)

=

b. Reference 2: (required field)

1]

c. Reference 3: (required field)

«

Disclosure of any legal judgments entered against Project Sponsor in the previous two years, as well as a current list of pending litigation filed
by or against Project Sponsor. (required field)

Accept Company Qualifications Documentation

EnerTrek® User Guide — Project Sponsor Page 14




Residential and Hard-to-Reach SOP 2010

» Once all sections under the Sponsor Details are complete, click on Home on the top menu
bar.

El Paso Electric,
-—

Hol Settings Sponsor Details Help 03/04/2009 User One | Sign Off

Qualification Documents Update
Qualification Documents Info

Complets all required information and use this form to ensure that all required information has besn submitted sither through the Internst
or through supplemental materials, as appropriate.

Qualifications
Please provide the folloving information and submit required hardeopy information within =
Statement of tachnical and managerizl capabilities and experience (500 word maximum)

ven days of Internet Application:

Descriptions =nd referencas (st least three) for comparable projects, including information sbout the yaar the project was undertaken,
the services provided, and the estimated and actual performance of the energy-efficiency equipment. Provide 2 contact name, title,
=ddress =nd phone number for each reference.

Reference 1:

Reference 2:

Reference 3:

EnerTrek® User Guide — Project Sponsor Page 15
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Figure 13: Home — List of SOP Programs

» To create an application for a specific program, click on Create Application for the

appropriate program.

El Paso Electric
# Home sSettings Sponsor Details Help

Available Programs for the Year 2000

Please fill out Sponsor Details on top menu first before creating an application
One sponsor can submit one application inte one program.

Click ©n Program Type to see Program Introduction and Manual.

Click ©n the Spanser Application Link te Create/Edit Apslication.

Program Type Sponsor Appligation

2003 El Pasc Electric's Residentizl - Small Projects

Create ApBiication
2005 El Paso Electric's Hard-to-Reach - Smazll Projects

Crest= Application

03/04/2009

Program Submission Date

11/

1/2008 10:00:00 AM
11/21/2008 10:00:00 AM

User One | Sign Of

EnerTrek® User Guide — Project Sponsor Page 16



Residential and Hard-to-Reach SOP 2010

Figure 14: Program Application Summary

» This page displays a summary of the application.

» On the right side of the screen is the Application Menu which indicates the various
sections of the application project description.

» When each section is complete, a check mark will appear in the box. The application
cannot be submitted until all sections are complete.

El Paso Electric

h Home Settings Sponsor Details Help 03/04/2009 User One | Sign Of
Selected Program: 2009 El Paso Electric's Residential - Small Projects #Application Status: Initiated

Application

Program Application Summary

-
- P Application Menu
Summary PR
M Project Description
Sponsor Information
M Project Description
Sponsor Name: John Doe
Sponsor Company Name: Test Contracting Company B Measure Types
Parent Company Tax-ID: B May Method
Contact Person Name: John Doe

B Additional Questions

Contact Person Title:

Address 1: 111 Sesame Strest B Marketing Flan
Address 2:
M Subcontractor

City / State / Zip: Lalz Land/ TX/ 1111111111
Phone 1: (555)555-5555 M affiliated Firm
Phone 2: .

one M Qualification Docs
FAX
Email: =@=.com
Websita:

Women Owned?:
Minority Owned?:
Disabled Veteran Owned?:

Last Updated On: 3/4/2009 10:20:23 AM

Estimated Impact

L P P T

EnerTrek® User Guide — Project Sponsor Page 17



Residential and Hard-to-Reach SOP 2010

Figure 15: Project Description
» Click on Description in the right menu to access the Project Description form.

» Enter a description of the proposed project for this program, then click on Update Project
Description.

El Paso Electric

"ﬂ Home Settings Sponsor Details Help 03/04/2009 User One | Sign Off
Selected Program: 2009 El Paso Electric's Residential - Small Projects Application Status: Initiated
Application Click on the links below to fill
out the vario i f
Project Description application. When ion
is complete, a ch marik will
Project Description appear in the box.

Briefly describe the proposed project. including target customers, end-uses, and basic marketing approach.

Application Menu
oject Description

M Projd Description

B Measure Types

B mav method
Update Project Description

M Additional Questions
B Marketing Plan

M Subcontractor

M Affiliated Firm

M Qualification Docs

Application Info
Application Summary

EnerTrek® User Guide — Project Sponsor Page 18
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Figure 16: Measure Types

» Please check all measures you will install under this program, then click on Update
Project Description.

El Paso Electric

"ﬂ Home Settings Sponsor Detsils Help 03/04/2009 User One |
Selected Program: 2000 El Paso Elactric's Residential - Small Projacts application Status: Initiatad
Application on the links below to fill
out the various sections of the
Project Description application. When the section
is complete, a mark will
Measurs Types appear in the b

at measures
iz not

v

ill you install under this contract? (Please check all measures that vill be installed
lacted in your zpplication you will not be permitted to enter it on 2n invoice. Preject Spense
measures for which they have demonstrated adequats experience in the project application.)

= part of this proj2Uy,If = measurs
vill anly be allowed tovgatall

Application Menu

[ central 2ir Conditioning M Project Description

[ central Heat Pump Project Des
[Jrackzge unit - AC B vedRire Types
[ package Unit - Heat Pump

B maw Method
[JGround Source Heat Pump
|:| Ceiling Insulztion B additional Questions

O wall 1nsulation

B marketing Plan

[JFcer tnsulstion M Subcontractor

[Jenergy star windovs _
’ W Affiliated Firm
[T ouct Efficiency
fi M Qualification Docs
Oinfiltration
[Jwater Heater Measures (vater heater jacket, pipe wrap) Application Info
[Jwater Heater Replacament _
Application Summary
[ appliznce packsge (refrigarstor, dishwasher, washing machine, dryer)
[ solar water Heater

[Jehotoveltsic Energy System

Update Project Description

EnerTrek® User Guide — Project Sponsor Page 19
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Figure 17: M&V Method

» Indicate which type of savings values you will use for this project, then click on Update
Project Information.

El Paso Electric
# Home Settings Sponsor Details Help

03/04/2009
Selected Program: 2009 El Paso Electric's Residential - Small Projects

Application Status: Initiated
Application

User One | Sign Of

Click on the lin elow to fill
out the various sections of the
Project Description application. When the on
is complete, a ch mark will
MEV Method
State the method of MEV (Check all that apply.) * M&V plans must be submitted by email to the Program Administrator within 24 hours
of submitting the internst spplication
[Joeemad savings

Application Menu
[ simplified M & v

M Project Description
[ImMezsured Savings

M Froject Description
Update Project Description

Measure Types

Method

B Additional Questions

M Marketing Plan
M Subcontractor
M affiliated Firm
B Qualification Docs
Application Info

Application Summary

EnerTrek® User Guide — Project Sponsor Page 20
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Figure 18: Additional Questions

» Please answer the additional questions on this form. Click on Update Project
Description.

El Paso Electric

'hHDma Settings Sponsor Details Help 03/04/2009 User One |

Selected Program: 2009 El Paso Electric's Residential - Small Projects Application Status: Initiated

Application k on the links below to fill
out the various sections of the

Project Description application. When the section
is u:u:lmp!ata, a check mark will

Additional Questions appear in the box.

Will the project sponsor or 2 subcontractor be instzlling the measures selected above? If both the project sponsor and 2 subcontractor
vill be instzlling the measures selected zbove please check both boxes.

Application Menu
D Project Sponsor

O M Project Description
Subcontractor

Will the measures selected above be performed with employees of the project sponsor, or by & subcontracter? If the project sponsor M Project Description
proposes to utilize 2 subcontractor to instzll this measure, then the subcontractor must be identified, and the information provided
below should pertzin to the subcontracter, and not the project sponsor. Project sponsors who do not identify 2 subcontracter for this
measure as part of this application will not be zallowed to use subcontractors for this measure. For the measures selected please
describe the experience either the project sponsor or the subcontractor has in instzalling those measures listed zbove.

B Measure Types

W mav Method

‘onal Questions

B Marketing Plan

B Subcontractor

Hawe you [or your subcontractor) previcusly provided the selected measures as part of any Texas utility standard offer pregram? B Affiliated Firm
Oves Ono

If yes, please provide the following for the most recent three contracts @ Utility name, project completion date(
number of homes treated.

M Qualification Docs

) and approximate
Application Info

Application Summary

For each measure selected zbove please list 2ny zpplicable licenze cluding issuing =gencies and license numbers) or certifications
earned, e.g. HVAC license, HERS rater, etc., or third-party training provided to the technicizns performing this service. If none, please

provide a description of the trzining provided to each technician. For all, note whether each zpplies to the project sponsor or the
subcontractor.

EnerTrek® User Guide — Project Sponsor Page 21
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Figure 19: Marketing Plan

» Fill in sections of the marketing plan and click on Update Project Description.

El Paso Electric
"ﬂ Home Settings Sponsor Details Help
Selected Program: 2009 El Paso Electric's Residential - Small Projects

Application
Project Description

Marketing Plan
Targeted customers: (required field)

03/04/2009
Applicstion Status: Initiated

Previous successful projects utilizing similar marketing methods: (reguired field)

Update Project Description

User One | Sign Of

Click on the links below to fill
out the various sections of the
application. When the section
is complete, a check mark will
appear in the box.

Application Menu

B Project Description
M project Description
B Measure Types
W mav Method

Additional Questions

B Marketing Plan

W Subcontractor

B Affiliated Firm

M Qualification Docs
Application Info

Application Summary

EnerTrek® User Guide — Project Sponsor Page 22



Residential and Hard-to-Reach SOP 2010

Figure 20: Select Subcontractors

» Choose the subcontractors that will be working in this program for you or click on the
box stating you will not use subcontractors. After desired boxes are selected, click on
Update Subcontractor Selection.

El Paso Electric
'h Home Settings Sponsor Details Help 03/04/2009 User One | Sign Off
Selected Program: 2009 El Paso Electric's Residential - Small Projects Applicstion Status: Initiated
Application Click on the links below to fill
out the various sections of the
application. When the section
Select Subcontractor is complete, a check mark will

appear in the box.
Select Check box to Add Subcontractor to Program Application

SubContractor Mame|Select to Add Subcontractor|Contact First Name|Contact Last Name|Contact Phone|Contact Email

Subl

Application Menu

B Project Description
Subz O M Project Description
Sub3 O B Measure Types

W maw Method

D Check here if you vill not use Subcontractars

M Additional Questions

Update Subcontractor Selection B mMarketing Plan

B Subcontractor
M Affiliated Firm

M Qualification Docs

Application Info
Application Summary
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Figure 21: Select Affiliate Firms

» Choose the affiliate firms or click on the box stating you have no affiliates, and then click
on the Update Affiliate Firms Selection.

El Paso Electric

ﬂ Home Settings Sponsor Details Help 3/04/2009 User One | Sign Off
Selected Program: 2009 El Paso Electric's Residential - Small Projects Application Status: Initiated
Application k on the links below to fill

out the various sections of the
application. When the section

Select Affiliated Firms is complete, a k mark will
appear in the 5

Salact Chack box to Add Affiliatad Firm to Program Application
Application Menu

Affiliated Firm Name | Select To Add Affiliated Firm | Contact First Name | Contact Last Name | Contact Phone | Contact Email M Project Description

Firm1 O B Project Description
Firmz
O B Measure Types
Firm3 O
W mav Method
If you have NO Affiliated Firm, you must check the following box before submitting your application. B Additional Questions

B Marketing Plan

[ 1 have rezd and understand the PUCT-zpproved definition of =n =ffilizts firm [see the S0P Manusll. Applicant has no affiliztiiom

relstionships that would qualify under this definition.
Subcontractor

Update Affiliated Firms Selection

M Qualification Docs
Application Info

Application Summary
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Figure 22: Complete Qualification Docs

» If you haven’t completed the Qualification Docs, you will need to do it before your
application is complete.

» When all fields are complete, click on Accept Company Qualifications Documentation.

El Paso Electric

hHDma Settings Sponsor Details Help

03/04/2009 User One | Sign Of

Qualification Documents Update

Qualification Documents Info

Comelete zll required information and use this form te ensure that 2ll required infermation has been submitted either through the Internet
or through supplemental materials, 2= appropriate.

Qualifications

Please provide the following information and submit required hardeopy information within seven days of Internet Application:
Statement of technical and managerizl capabilities and experience (500 word maximum):
Test

Descriptions and references (at least three) for comparable projects, including information 2bout the year the project was undertaken,

the services provided, and the estimated and actuzl perfoarmance of the energy-efficiency equipment. Provide a contact name, title,
zddress and phone number for each reference.

Reference 1:

Test

[Please enter Mone' i there is no answer
i |

Reference 2:

Test

Reference 3:

Test
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Figure 23: Application Complete

» When all sections of the Application Menu indicate complete with a check mark, the
application is ready to be submitted on the designated submit date and time.

El Paso Electric

"'ﬁ Home Settings Sponsor Details Help 03/04/2009 User One | Sign Of
Selected Program: 2009 El Paso Electric's Residential - Small Projects Application Status: Initiated

Application on the links below to fill

Program Application Summary

Summary

¥ Project Description

Sponsor Information

¥ Project Description

Sponsor Name: Jochn Doe

Sponsor Company Name: Test Contrzcting Company Wi measure Types
Parent Company Tax-ID: ¥i Maw Method
Contact Person Name: John Doe

Contact Person Title: ¥ Additional Questions

Address 1: 111 Sesame Street ¥ marketing Plan
Address 2:

¥ Subcontractor
City [ State / Zip: Lalaland/TX/ 1111111111
Phone 1: (555)555-5553 ¥ Affiliated Firm
Phone 2: ¥ qQualification Docs
FAX
Email: a@a.com Application Info
Website:

Application Summary
Women Owned?:

Minority Owned?:
Disabled Veteran Owned?:

Last Updated On: 3/4/200% 10120123 AM

Estimated Impact

PP S
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Figure 24: Submission Day

» On the application submission date, login and click on the button that says Ready to Submit
for the program you’re submitting an application.

El Paso Electric

"’ﬁHDma Settings Sponsor Details  Help

03/04/2009 User One | Sign Off
Available Programs for the Year 2000

Please fill out Sponsor Details on top menu first before creating an application
One =ponsar c2n submit one =pplication into one program.

Click ©n Pregram Type to see Program Introduction and Manual.
Click ©n the Sponsor Application Link to Create/Edit Application.

n Sponsor Program Submission

Program Type e Status Date
grocoj:ji Faso Electric's Residentizl - Small Edit Application  Initisted @3/4/2009 11/21/2008 10:00:00 AM Ready to Submit
g?oojchls Paso Electric's Hard-to-Reach - Small o, 4o jjicotion  Not Initiated Yet  11/21/2008 10:00:00 AM
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Figure 25: Submit an Application

Refresh your screen (F5) when the clock passed the designated submit time.
A 4-digit number will appear after refreshing after the designated submit time.

Enter the 4-digit number in the box below in the order it appears on the screen.

Sl

With the number entered correctly, click on the Submit Application button.

El Paso Electric

'hHDI’TIE Settings Sponsor Details Help 03/04/2009 User One | Sign Of

48 62

User One . Please enter this 4 digital number in order to submit your application

Application Submission

Submit Application |
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IMPLEMENTATION PROCESS

Figure 26: Beginning the Implementation Process

» On the Home Screen, click on Implement Application.
» This will take you to the Implementation Page.

El Paso Electric

-hHume Settings Sponsor Details Help 03/06/2009

User One | Sign Off

Available Programs for the Year 2009

Please fill out Sponsor Details on top menu first before creating an application
One sponsor can submit one application inte one program.

Click @n Program Type to se= Program Introduction 2nd Manual.

Click On the Sponsor Application Link to Create/Edit Application.

Program Type Sponsor Apolftation Status Program Submission Date
2009 El Pase Electric's Residential - Small Projects Implement Application  Approved @3/6/200% 3/13/2008 2:30:00 PM
2003 El Pasc Electric's Hard-to-Reach - Small Projects Create Application Mot Initizted Yet 3/13/2009 2:30:00 PM
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Figure 27: Implementation Page

» After clicking Implement Application from Figure 4, you will be automatically taken to
the Implementation page. Appearing horizontally along the grey bar near the top of the
screen are four options:

- Application — provides a summary of your submitted application.

- Contract Reservation — provides a summary of your reservation history and
indicates the remaining program funds available.

- Implementation - allows you to enter and review customer and installation data.

- Invoices — allows you to submit and review an invoice.
» Appearing vertically down the right side of the screen is the Implementation menu, which
includes three options:

- Review Work Schedule — the user enters projected installation dates in order for
CenterPoint to schedule a pre-inspection.

- Review Customer Info — customers can be added, edited and reviewed.

- Review Installation Info — installations can be added, edited and reviewed.

&

El Paso Electric

hHDmE Settings Sponsor Details Help 03/06/2009 User One | Sign Of

Selected Program: 2000 El Paso Electric's Residential - Small Projects Application Status: Approved g Implementation

- Review Work Schedule
Application Contract/Reservation Implementation Invoices

| - Review Customer Info
| - Review Installation Info

Review Customer Information | Review Template Information || Add/Edit Customer Information

All | Approved | Pending | Initiated

Review Single Family/Mobile Home Customers

Mo records exist in the selected list.
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Figure 28: Make a Reservation

Click on the Contract / Reservation tab.

Fill in the New Incentive Amount. This is the amount you wish to reserve.

Type the 4-digit number that appears in the image on the right.

Click on the Request New Incentive button.

The chart above will be updated with the new incentive amount. The status will be Open.

VVVVYY

El Paso Electric

# Home Seitings Sponsor Details  Help 03/06/2009
Selected Program: 2009 El Paso Electric's Residential - Small Projects Application Status: Approved

Application Contract/Reservation Implementation Invoices

Program Budget : 5145,575.00
; Total Funds Reserved :  $5,000.00 {approximate)
Program Funds Available : 5144 575.00 (approximate)

Contract / Reservation History

Contract Requested Date Incentive Reguested Incentive Approved Incentive Used Reservation Due Date Status

2/25/2009 1:18:18 AM $0.00 $0.00 $0.00 04/11/2009 Pending

New Reservation

Mew Incentive Amount: !5000

Flease input this 4-digit number: :0851 |KB 5 1

Request New Incentive
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Figure 29: Work Schedule

The Work Schedule allows El Paso Electric to know in advance when work will be performed at
a customer site so a pre-inspection can be scheduled and conducted.

» To enter Work Schedule information click Review Work Schedule from the right side
Implementation menu.

» Select the Add/Edit Work Schedule Detail tab and fill out all fields in the form. When
the form is complete click on the Save Work Schedule Information button at the bottom
of the page.

» Fill out a work schedule for each customer site.

Select the Review Work Schedule List tab to review all work schedules that have been entered.

Selected Program: 2009 El Paso Electric's Residential - Small Projects Application Status: Approved
Application Contract/Reservation Implementation Invoices

Review Waork Schedule List J AddfEdit Wark Schedule Detail |

Premise Number

Meter Murber:

Custormer First Marme:

Custorner Last Mare:

Phone 1: l:l "

Phone 2: [ ]

Ernil ]

Address: | |«

]

City / State / Zip: | |*;|T)<V|*f| |*
Heating Type: Gas M| >

Work Schedule Information

Contact Person Mame: | | #*
Contact Person Phone: | | #*
work Schedule Start Date: l:l
wark Schadule End Date: l:l

Time the craw will be onsite: | |

Sponsor Motes:

Add New Work Schedule Save Work Schedule Information Cancel the work
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Figure 30: Add / Edit Customer Information

» Select Review Customer Info from the Implementation menu on the right side of the

page.

Click on the Add/Edit Customer Information tab.

Fill out all of the information in the form.

*Note: If you don’t know the premise number, then when you fill in the address

information click on Lookup. This will fill in the premise number for that address.

» Once all of the information is filled out, click Save to save the customer information.

» Now click on Send Approval Request. This will check the database to see if the customer
you are trying to add is already in it. If it is not in the database, then the customer is
automatically approved. If it is in the database, the customer will be pending until
approved by the project manager.

YV VYV

orme  Settinc nzor Detai Help [ETEN [
Selected Pragram: 2009 El Paso Electric's Residential - Small Projects Application Status: Approved
Application Contract/Reservation Implementation Invoices

Review Customer Information | Rewiew Ternplate Information || Add/Edit Customer Information
Customers Info

Status: Initiated Installations
@single Family [tac) air conditioning

G i i i
roup O mutti Family [CI¢oH) water Heater Measures

OMobile Home D(FI) Flaor Insulation

Premise Numbaer [Txonz000008 [ Oty tnfiltration
Meter Number: | | D(F‘H) Package Heat Purmnp
Customer First Name: | | * D(WI) all Insulation
Customer Last Name: | | #*
Address: [6131 WESTSIDE DR | *
]

L W
ity / State / Zips [EL Pas0 | = 7 [Tise] # 4 [ro932 |

* Lookup

County: [ELPaso |
Heating Type: Gas |k

Sponsor Notes:

Add New | Save | Send Approval Request Remove
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Figure 31: Adding a Multi-Family Customer

» When adding a Multi-Family customer select the Multi-Family Group ID and three
additional fields will appear - Template Name, Work Units, and Incentive Estimated.

» Along with all other required information, enter a Template Name, the number of Work
Units, and the estimated incentive. Then click Save.

> You will be able to enter installations for this Multi-Family customer site using the Multi-
Family Block Installations feature. This feature allows you to enter multiple installations
for a block of customers at one time.

Selected Program: 2009 El Paso Electric's Residential - Small Projects Application Status: Approved Implementation

Application Contract/Reservation Implementation Invoices - Review Work Schedule
- Review Customer Info
Review Customer Information | Review Template Information J 2dd/Edit Custormer Information - Review Installation Info

Customers Info

Status: Initiated Installations

O single Family O (AC) Air Conditioning

W
Group: @ multi Family O (DH) Water Heater Measures

) Mobile Home I ¢F1) Ficor Insulation

I (1M Infiltration

Premise Number |=-= Lookup |

[J(eH) Package Heat Fump
| Lockup | O ¢wr) wall nsulation

Meter Number:

Template Name:

Work Units:

Incentive Estimated:

Phone 1:

Phone 2:

Email:

Address: | |=-=

County: | | *

Heating Type: Gas |

Sponsor Motes:
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Figure 32: Review Customers

» All Single Family and Mobile Home customers entered for the project sponsor will be listed
on the Review Customer Information tab.

» Customers may be sorted based on All, Approved, Pending or Initiated Status.

El Paso Electric

% Home Seftings Sponsor Details Help 03/09/2009 User One | Sign Off
Salacted Program: 2000 El Paso Electric's Residential - Small Projects Application Status: Approved

Application Contract/Reservation Imglementation Invoices

| Review Custamer Infrmation | Review Template Information | Add/Edit Customer Information

All | Approved | Pending | Initiated

Review Single Family/Mobile Home Customers

I I N T Y A T

1 John Doe Initisted 630 5 SANTA FE ST LAMP ELPASO  (555)555-5555
1

» All Multi-Family customers entered for the project sponsor will be listed on the Review
Template Information page.

El Paso Electric

# Home Seftings  Sponsor Details Help 03/09/2009 User One | Sign Off
Selected Program: 2009 El Paso Electric's Residential - Small Projects Apglication Status: Approved
Application Contract/Reservation Implementation Invoicas - ule
- Ry Customer Info
Review Customer Information | Review Template Information | Add/Edit Customner Information - Review Installation Info

Review Template Information

Template1 Initiated 5336 WESTSIDE DR EL PASO 555)555-5555
1
No records exist in the selected list.
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Figure 33: Add Single Family or Mobile Home Installation

» To add an installation for a Single Family or Mobile Home customer select Review
Installation Info from the right side Implementation menu.

i

El Paso Electric

Selected Program: 2009 El Pase Electric's Residential - Small Projects Application Status: Approved
Application Contract/Reservation Implementation Invoices
Review Installation Information |"Add Installation Information | Add Multi-Farmily Block Installations

Add Installation

ner Hame City  County Zip Installation

1 [John Doe 530 5 SAMTA FE 5T |EL PASO|EL PASO|?9901 SF Gas

Ajr Canditianing
Floor Inzulation
Infiltration

Enter the measure that has been installed:

» To the right of the customer name, use the pull-down menu to select the type of measure to

be installed, then press the Add button.

» Fill out all of the required information on the form. If you need clarification regarding

installation standards or in determining how deemed savings are calculated, please refer first

to the deemed savings appendices in your program manual.

» Once all required information has been filled out click the Save New Installation button.

Avoid pressing the button twice if response time is slow.

» If this particular customer has more than one installation, repeat this process for each
measure by going back to the Review Installation Page.
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Figure 34: Add Multi-Family Installations
» To add installations for a Multi-Family customer site select Review Installation Info from
the right side Implementation menu and then select Add Multi-Family Block Installations.
» Select the template by clicking the radio button next to the template name.

» Check the measures that will be installed at this customer site and then press Create blocks of
Multi-Family Installations.

‘ TETELET FTUgTETT £ CENTET POt ST CATgE FTujet FRFTENCT SiEtaE T APPTOveEd mplementation

Application Contract/Reservation Implementation Invoices - Review Work Schedule
- Review Customer Info

Review Installation Information | Add Installation Information | Add Multi-Family Elock Installations |_

—Template Selection

Template Information Approved Installations

& Name: Test Template

Address: 16026 CRAIGHURST DR I” Air Conditioning
City: HOUSTON _

County: Harris I Appliance Package
2 17058 I” CFL Measures
Heating Type: Gas

[ Ceiling Insulation

I” Water Heater Measures

[ Energy Star Windows

Create blocks of Multi-Family Installations
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Figure 35: Add Multi-Family Customers
> Enter the customer information for each customer that will receive installations at the Multi-
Family site.

» Once all required information has been entered for the customer press Save.

» To enter another customer press Add New Customer.

Application Contract/Reservation Implementation Invoices - Review Work Schedule

- Review Customer Info
- Review Installation Info

Custemer |

—Template Details

Template Name: Test Template Account No: 1008901017631618155100
Address: 16026 CRAIGHURST DR City/Zip: HOUSTAON / 77059
County: Harris Heating Type: Gas

—Customer Details

Unit #: I
First Name:l Lazt Hame:
Phone #: I Email:

waﬂ Add New Customer | Back to Installation |
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Figure 36: Review and Edit Installations

» To review, edit, or delete your installations select Review Installation Info from the right
side Implementation menu and then select the Review Installation Information tab. All

added installations will appear on this page.

Selected Pragram: 2009 El Paso Electric's Rasidential - Small Projects

Application Contract/Reservation

| Review Installation Information’ | Add Installation Infarmation | Add Multi-Farnily Black Installations

Review fEdit Installations

Cust #  Customer Name

Implementation

Application Status: Approved

Invoices

Inst # Installation Type

Edit|2 a3 6392 WESTESIDE DR |EL PASO |TH 72932 |SF &l Floor Insulation Delete
Edit|2 a s 6333 WESTSIDE DR [EL PASO [TH 79932 |SF 4 Floor Insulation Delete
Edit[2 a s 6333 WESTSIDE DR [EL PASO [TH 759932 [SF El Floor Insulation Delete
Edit|z a s 6333 WESTSIDE DR [EL PASO [TX 73932 |SF H Floor Insulation Delete
Edit|2 a3 6392 WESTESIDE DR |EL PASO |TH 72932 |EF 1 Air Conditioning Delete

» 1If changes need to be made for a particular installation, click the Edit link beside the

eview Install

measure. Make the necessary changes and then press Update Installation.

€1 Pasa Electric

Selected Program: 2000 El Paso Electric's Residential - small Projects

Application Contract/Reservation

Add Installation

Customer Name: 6333 WESTSIDE DR
Customer County: EL PASO

Heating Type: &

Custamer Inatallation Repart Farm - Floar Insulation

Type of Site:

Haating Type

Total Square Faotage of Floor Insulation:

as

Tmplementation Tnwaices

Please add any additional

Motes:

Savings And Incentive
Savings - kW

sauings - kurh:
Incentive:

Application Status: Appraved

eview Installation Info

Data Input

S

]

0,266
34.57
$0.00

Save New Installation | [ Update Installation
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INVOICE PROCESS
Figure 37: Invoice Menu

» To process an invoice choose the Invoices link from the top menu.

El Paso Electric

# Home 0371
Selected Program: 2009 El Paso Electric's Residential - Small Projects Application Status: Approved
Application Contract/Reservation Implementation Inuoices

Invoice Reporting

Eligible Customer List

There are no submitted invoices.

» To process and submit an invoice, press Eligible Customer List.
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Figure 38: Submit Invoice

» All customers with installations entered in the EnerTrek database will display in the Eligible

Customers List.

> To submit an invoice, enter the Invoice Number and select each customer to be included on

the invoice, then click Submit

Invoice.

Application Contract/Reservation Implementation Invoices
—Eligible Customers List
Invoice Humber: [1-09] Submit Invoice
Checkto  Customer Install . Request  Reguest Request
Submit Customer Address Group & Installation Type KW KWh Incentive
I- 1326 John Doe 3232 DIXIE DR SF 2566 AC: Air Conditioning 0.54 L,176.00 443,74
2387 AP Appliance Package 0.14  1,087.00 £133.40
W
296 |PH: Water Heater 0.0t 140.00 £16.45
Mezzures
r 1527 Frank 16026 CRAIGHURST 00 15363 |acy Air Conditioning 040 786.00 £313.36
Small DR
2570 CFi CFL Meazsures 0.2z 1,385.30 5137.25
VAP i
ag7y Ml Energy Star 198 3,143.35 £810.74
Windows
Total: 320 7,677.75 £1,356.08

Reservation Used:
Available:

$0.00
$20,000.00
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Figure 39: Review Invoice

» To review submitted invoices choose the Invoices link at the top of the menu. A list of all
submitted invoices will display.

» The status of the invoice will appear under the Status column.

Application Contract/Reservation Implementation Invoices

r— Invoice Reporting

Eligible Customer List

lnvoice“ th stat Submitted Submitted Submittad Submitted Adjusted Adjusted  Adjustad Paid Paid

# " =tus KW KWh Incentive Date KW KWh  Incentive Incentive Date

3;09 March Submitted 3.28 7.677.73 $1,836.58 1302§DSD§M 0.00 Q.00 $0.00 30.00 None
Total: 3.28 1.677.75 $1,856.98 0.00 0.00 £0.00 50.00

» To review an invoice in greater detail, click the Invoice Number and a detailed summary of
the invoice will appear.
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