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Project Sponsor User Guide — 2010 Commercial Enerek®

Introduction

The User Guide provides Project Sponsors participatidgein Commercial Standard Offer
Program with guidelines on completing the Initial and FAgplications, Installation Reports

and Savings Reports. Specific screen shots and directioiggvan for the majority of form-

types that will be seen withBnerTrek®, the online database tracking system. Not all forms are
described here, although the methods described apply throughout.

When working with the online forms, a few principlessldobe observed:

For best results, use Microsoft Internet Exploreyas internet browser.

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

Avoid pressing a “submit” or “accept” button multiple tisné your browser performance
slows. This could result in multiple submissions of$hene form.

Review the entire form before proceeding to ensurealhat the information required is
available. If your browser is inactive for more than 36utes, you will be automatically
logged off and may need to reenter data. To avoid this) Sgve your information
regularly.

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

There are 4 stages in the application and reporting moleesal Application (1A), Final
Application (FA), Installation Report (IR), and SavingsgRrt (SR).

Although it would be a rare occurrence, if the Initial Apgtion is submitted more than
once, the lasbne submitted will be the only one accepted and assigme@stamp for
the order of submission.

Please download all equipment survey forms from the 20nerTrek® online
tracking system or from the AEP Commercial website. Th009 forms will not

work in the 2010 database system.

* The items inbold italicsare selection items/buttons as they are displaydteoacreen
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Phase One — Register as a New User

To access the Application Forms, go to AEP Commer&d® Slome Page,
http://www.aepefficiency.com/Comm/ARKANSAS/login.asp

Choose the appropriainerTrek® link.

You must first register as a user before you can logthe@alatabase system. Choose
First-time users click here

Figure 1: Commercial SOP Home Page

ARKANSAS SWEPCO 2010 Commercial sop 8:27:33 PM

Eirst time users click hers
Returning users enter Username and Password @
Uzername:

FPassword:

[ SubmitLogin
L a

Forgat Lsemame/ Pasdword 7

Please continue to check the www.aepefficiency.com website for updates on the submittal date and time.

If vou have questions about the use of this form, please click on the following link to send an email to Greg Perkins,
ARMANSAS SWEPCO s Standard Offer Program support professional @ click here.
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You must first register as a user before you can logth@alatabase system. Choose
First-time users click here

Enter a valid Tax ID # or Social Security #. This numi#irbe a key identifier in the

system for each Project Sponsor. If you do not havederal Tax ID number, please
input your Social Security #.

Figure 2: First-Time Users — Federal Tax ID

ARKANSAS SWEPCO 2010 Commercial SOP 8:35:10 PM
& Tax ID
Federal Tax 1D:
55N
| Submit
Valid format for TAX ID iz 123456789 or lesve out dath to

BirES- FarmBE
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Fill in the required fieldaind pres&ccept Sponsor Information.

Figure 3: Register as a New User — Sponsor Information

Sponsor Information
Federal Tax ID / S5N : 000-00-0000

Company Name

Parent Company

Parent Company's Federal
Tax ID Number

Contact First Name
Contact Last Name
Contact Title
Contact Address 1

Contact Address 2

T -
Contact City/State/2Zip
Contact Phone Number
Contact Fax Number
Contact Email Address
Work Type
[ Lighting Contractor
[ Lighting Distributor
[ClHVAC Contractor
[CIHvAC Distributor
[Clesco
DEngineering Company
[CIMEP Contractor
[ self Sponsor
| other
[ Accept Sponsor Information ] [ Undo l
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Fill in the required fieldaind pres#ccept User Information.

Be sure to make note of your username and password foe fisfierence. You will be
required to enter your username and password each timegaud the system.

The username and password must be at least 4 characters.
The username and password are not case-sensitive.

Multiple users using the same username and password niagdeel into the system at
the same timePlease keep in mind, on opening day if the Initial Application for aeptoj
is submitted more than once, the lase submitted will be the only one saved in the
system.

Figure 4: Register as a New User — User Information

User Information

Federal Tax ID / 55N : 000-00-0000

User First Name
User Last Name
Desired Username
Password
Fassword (again)
Contact Phone
Contact Email

Check here if vou would like to receive email updates

Accept User Information ] [ Undo ]

* all fields required
* Desired Username and Password must be at least 4 characters. The username and password are not case-sensitive
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Log in using the username and password that was enteredrinegistration form and
press enter or preSsibmit Login.

Figure 5: Login Screen

ARKANSAS SWEPCO 2010 Commercial S0P F:05:48 PM

Firgt time users chck here,

Returning users enter Username and Password :
Username:

Passward:

Submit Login

Forgot Usermame/Password 7

Please continue to check the www. aepefficiency.com website for updates on the submittal date and time.

I you have questions about the use of this form, please click on the following link to send an email to Greg Perkins,
ARKANSAS SWEPCO's Standard Offer Program support professional : click here.
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Phase Two — Initial Application

In order to submit an Initial Application the Sponsor wéed to follow three steps:

Step 1: Fill out the Qualification Set by clicking on the “Qifigation” link on the top
menu on the Projects main page.

Step 2: Enter the Project Information by clicking “New Projebtitton on the blue bar.
Step 3: When the Project Information is complete, submitAbelication.

Figure 6: Main Menu

ARKANSAS SWEPCD 2010 Commercial SOP

Profile | Qualification | Users | Projects | Message | Downloads | Report

» Sponsor: Frontier Testing Company

* Llser P K

Frojects

- Maximum Sponsar Limit : $105,397.00
- Minimum Project Size (kW) : 1 kW
- Total incentive rezerved for this Sponsor ; £0.00

. Estimated |Estimated Estimated Final App.

There is no data awvailable

Please follow these steps to create new Application
1. Click on Qualification to complete the Qualification set

2. Click an New Project to fill in information about the project and measures you plan to install
3. Click on Submit to submit the application
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Step 1: Fill out the Qualification Set

From the Main Menu page sel€ualification from the top menu bar.

SelectNewto enter a new set of Qualifications.

Figure 7: Enter New Qualification Set

Profile | Qualification | Users | Projects | Message | Downloads | Report

* Sponsor: Frontier Testing Company
* Llser P K

Qualification

io o |RIET

There is no data available
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Choose a name for the Qualification Set and enteretipgired information into each
text box and choos&ccept Company Qualifications Documentatiavhen you are
finished.

You will receive a message indicating your Qualificat8®et has been entered
successfully.

Repeat this step for each set of Qualifications you wiikédo enter.
Figure 8: New Quialification Information

Qualification = New Qualification

Qualification Documentation

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.

Please provide the following information and submit required hardcopy
information within ten days of Internet Application:

Qualification Name

1. Statement of technical and managerial capabilities and experience (500 word maximum):

2. Evidence that Project Sponzor and its subcontractors poszess all applicable licenses. Evidence includes a list of all
applicable licenses, issuing agencies and license numbers.

3. Descriptions and references (at least three) for comparable 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.

3.a. Reference 1:

3.b. Reference 2:
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Step 2: Enter Project Information

ChooseProjectsfrom the top menu bar.
SelectNew Projectfrom the Main Menu page.

Figure 9: Main Menu

Profile | Qualification | Users | Projects | Message | Downloads | Report

* Sponsor: Frontier Testing Company

* l=ser P K

Projects

- Maximum Sponsor Limit : $105,397.00
- Minimum Project Size (kW) : 1 kw
- Total incentive reserved for this Sponsor : £0.00

_ Estimated |Estimated Estimated Final App.

There is no data available

Please follow these steps to create new Application
1. Click on Qualification to complete the Qualification set

2. Click on New Project to fill in information about the project and measures you plan to install
3. Click on Submit to submit the application
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Enter the Project Name and cho&seve

Figure 10: Project Name

Profile | Qualification | Users | Projects | Message | Downloads | Report

« Sponsor: Frontier Testing Company
* Lll=ser P K

Frojects = New Froject

Project Information

Project Name @ Project Al

Figure 11: Project Informatio

Profile | Qualification | Users | Projects | Message | Downloads | Report LOGOUT

e Sponsor: Frontier Testing Company f =
® lser : P K ®

Projects = Project Information

Project Al Contract # none

Project ID # 2 Application status Project Application, not submitted

Project Application Complete Submittal Date None

e Project Information [] Approved Date None

e Project Description [] Estimated Savings 0.00 kW 0 kwh

e Site Information [] Estimated incentive for this project $0.00

e Savings Calculation [] Approved incentive $0.00

& Estimated Schedule [] Message

& Qualification Set | =
- Quali

& Sponsor Contact |

- P K (555-555-5555)

Duplicate ” Delete ]

Project Info . Measures | Documents Spreadsheet_r. " Qualification .

Project Information Top |

Project Mame : Project Al
Comments ;

Project Type : () New Construction () Retrofit () Combination

Contact Person : PK =~
Project Description Top |

Provide a basic description of the project, including energy efficiency measures and the
activities that will be performed by the project sponsor

Each section of the Project Information form wiledeto be completed before the Initial
Application can be submitted. After entering the inforiorafor each section you can
either choose th8avebutton located to the right of each section or youusanthe
Update Project Informationbutton found at the end of the form.
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Once a section has been completed and saved to thaskta check will appear in the
check box beside the section title.

When all sections have been completed3tibmitbutton will become active if already
past the day and time the program opened for applicatlmmission.

0 At the beginning of each program year, the submit butidmet be active until
the set date and time the program is scheduled to open.

Project Information: This section includes the Project Name previously define
Project Type and a space for additional comments. Chdke radio button for the
appropriate Project Type - New Construction, Retrafi€ombination.

Project Description: Provide a description of the project, including energigieficy
measures and the activities that will be performed by thjegirsponsor. If you are
providing a hardcopy of the project description, click “yesnotify the program
administrator.

Site Information: You will need to identify each customer site youmatéo install
measures and input the associated estimated peak demaneyydsanings.

Project Savings Calculation: Define the type of saving assumptions you’ll use for the
project by checking the appropriate boxes. Additionally gy enter the assumptions
and/or formulas used to calculate the estimated emerdjpeak demand savings.

Estimated Schedule: Enter the Project Estimated Start Date and Conopi®ate.
When you click in either the Start Date or Complefitate box, a calendar will appear.
Choose the appropriated dates. The text box can be ufethtry describe the project
schedule.

Application Agreement: Click on “Yes” to acknowledge you will be sending a
hardcopy of the signed and notarized Application Agreeénfdhagreements can be
printed though the “Project Printable Table” in the Repedtion of the system.

Hint — There may be less chance you'll forget to complete a forouifirst fill out all
sections except the Site Information, then come back to thefSimation which
contains all the specific Customer and Measure Information.
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ChooseSite Informationor theMeasuregab.

Figure 12: Site Information
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Click on theNew Customebutton.

If you know the ESI ID (premise) number, enter ithe aippropriate field and click on
the Lookup button. If an exact match if found, the address, zityand county will be
imported automatically into those fields.

Enter the customer’s site information and click onUlipelatebutton.

Figure 13: Add New Customer
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Click on theNew Measurebutton.

Figure 14: Add New Measure
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Figure 15: Add New Measure (cont.)

Enter the Proposed Measure type that will be installéde host customer site.
If the measure is lighting, check the lighting measme

In the Initial Application (I1A), you have the option ofanually inputting the estimated
kW and kWh savings attributed to the measure being installgoduomay upload one of
the approved equipment survey spreadsheets provided under ¢aelSrets tab.

In the Final Application (FA), Installation Report {I&nd the Savings Report (SR), you
mustupload one of the equipment surveys provided. For any measuecluded in the
EnergyQuickCalc.xls spreadsheet, please upload the Otlasukés Survey form.

If you are inputting the data manually in the 1A, inputiitidhen choos8ave
Otherwise, select thgpload spreadsheddutton (see Figure 22).

AEP SWEPCO Arkansas -17 -



The customer and measure that was just added will appter tiable along with the
associated peak demand and energy savings and the calculatgd/@amount.

If the lighting cap or the load factor cap has beareeded the adjusted incentive amount
will be displayed in red below the table of measures.

To add a new customer, choose Nev Customebutton and repeat the data entry steps.

To edit an existing customer or measure chd&abt#View Customer and Measure
beside the appropriate customer.
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Step 3: Submit Initial Application

In order to submit the Project Application on program opguliay, the application must
be complete.

The Submit button will be inactive until the submissimmet has passed.

When all the boxes have a check mark and show eatibrsas complete, thBubmit
button will become active and the application canuierstted at program opening.

The user will be prompted to enter a four digit numberdento submit their Project
application.

Figure 16: Ready to Submit Initial Application

Figure 17: Application Submitted, Under Review
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Phase Three — Final Application

When your Initial Application has been approved by the progrdministrator the Status
column will display “IA, approved”.

In order to submit the Final Application you will need togamee the Final Application
form.

ChooseEdit/Submit/Delete beside the appropriate project for which you wish to peepar
the Final Application form.

Figure 18: Initial Application Approved

Figure 19: Prepare and Submit Final Application

Press thérepare Final Applicationbutton.
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Figure 20: Prepare Final Application

The Status column will change to “FA, not submitted” deshe Project for which you
have prepare the Final Application.

Choose thé&dit/Submit/Deletebutton beside this Project.

Figure 21: Main Menu

Information entered in the Initial Application will lpeilled into the Final Application
form. Changes can be made to the forms by clickingplpeopriate section links.

Site Information: In the IA stage, the kW and kWh savingsnases can be manually
input into the database or equipment survey forms canlbadga. In the FA, IR and SR
stages, the kW and kWh savings must be uploaded into tiegrsysing one of the
equipment inventory spreadsheets. These spreadsheetasdo®imentation of the
measures installed.
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If you did not upload a spreadsheet in the IA and electethtwally input savings
estimates, you will need to upload one of the approved equtpupdoad spreadsheets
provided before submitting the FA.

Click on the Spreadsheets tab and download a copy of theeg§@ifiment survey forms.

After the equipment spreadsheet is filled out, it canfgleaded to the online tracking
system.

Figure 22: Upload Equipment Survey Spreadsheets

Upload an equipment survey spreadsheet by going to thecProgin page, click on the
Site Information link, next click okdit/View Customer and Measures

AEP SWEPCO Arkansas -22 -



Figure 23: Upload Savings Information

Click onNew Measure.

Figure 24: Upload Savings Information (cont.)

Click onUploads spreadsheet.
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Figure 25: Upload Savings Information (cont.)

First, choose the type of equipment survey you wiskptoad.
Click on Browse to select the survey form from youmpater.

Then, click on the Upload button. A few moments laget)’ll receive a message saying
the upload was successful.

If the uploaded kW and kWh savings are not correct, showifgs or the upload was
unsuccessful, check your spreadsheet for possible dayeeemtrs. Correct any errors
and upload the spreadsheet again. Also make sure you ¢heasglio button for the
type of spreadsheet you are trying to upload.

If you need to re-upload a spreadsheet because the estanateot correct, revise the
spreadsheet, delete the measure and upload the spreadsimeet a

If the measure is a custom measure, please usethiee Measuresupload spreadsheet.

In the Other Measures spreadsheet you only need to dedwibficiency measure and
input the kW and kWh savings in the appropriate columns. Yd@also need to provide
hardcopy documentation of the energy and demand savings podfram administrator.

Once the equipment survey forms are uploaded, you magatoem by clicking on the
appropriate spreadsheet listed unfiervey FormsThe table also shows the date and
time the spreadsheet was uploaded to the system. The siwe is a link to that
spreadsheet so it can be downloaded.
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The Submitbutton will become active when all information shaesnplete. The Final
Application is ready to be submitted.

Figure 26: Submit Final Application

Once the Final Application has been submitted you will dwalye access to review your
Application online.

The next step is to print, sign and send in the SOP Awgee
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Figure 27: Final Application Approval — Print Final Applic ation Agreement

Select theAgreementtab orApplication Agreementink.

After reviewing the Final Application Agreement, click the radio button to accept
agreement, then click on tisavebutton.

Next, click on the link to print the agreement. Sigropycand mail to the program
manager.
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Phase Four: Installation and Savings Report

The FA has been approved, so now move to the next shagiastallation Report, by
clicking on thePrepare Installation Reporbutton.

Figure 28: Prepare Installation Report
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Figure 29: Submit Installation Report

The status is now “IR, not submitted”.

You may upload revised equipment survey forms if the @séichsavings need to be
adjusted. The procedures are the same as before whemplad an equipment survey
form.

If replacing an equipment survey form with a revisediverdirst delete the measure
that is being replacand_then add a New Measuuploading the revised survey form.

When all information is correct and the savings hawnlagljusted as needed, the
Installation Report can be submitted by choosing the Sutastton.

The Status of the project now shows the IR has helemitted and is under review. You
will receive an e-mail notice when the IR is approvedrsat you may submit the SR.
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Figure 30: Prepare Savings Report

The IR has been approved and you may move to the g, $he Savings Report.
Projects with IR approval are shown under Status. GhtreeEdit/Submit/Deletebutton
for the appropriate project.

Choose thérepare Savings Repobutton to prepare the savings report.

To edit the kW and kWh savings, choose Hat/Submit/Deletebutton and follow the
same procedures to upload a revised equipment survey spréadshee

When the revised spreadsheets are uploaded and all infonnsatorrect, you may
submit the SR.
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Figure 31: Submit Savings Report

The application status shows the SR has not been $atmiil sections are shown as
complete and you have verified the kW and kWh savingsa@arect. Choos8ubmitto
submit the SR.

By submitting the SR, you are telling the program admist the project is complete
and final.

You will receive an e-mail notification when the pragradministrator approves the SR.
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