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Project Sponsor User Guide — 2010 C&I EnerTreR

Introduction

The User Guide provides Project Sponsors participatiggeimterPoint Commercial and
Industrial Standard Offer Program with guidelines on cotmgehe Project and Final
Applications, Installation Reports and Savings Rep&pecific screen shots and directions are
given for the majority of form-types that will beesewithinEnerTrek®, the online database
tracking system. Not all forms are described here, adthahe methods described apply
throughout.

When working with CenterPoint forms, a few principles@dd be 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 3Autes, 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 3 stages in the application and reporting oeegject Application (PA),
Installation Report (IR), and Savings Report (SR).

Although it would be a rare occurrence, if the Projegplieation 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 202nerTrek® online

tracking system or from the CenterPoint C&I website. The 2009 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 CenterFoorhmercial and Industrial SOP Home Page,
http://www.centerpointcisop.com

Choose th&nerTrek® logo from the left menu bar to access the onlintalstse system
login page.

Figure 1: Commercial & Industrial SOP Home Page
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The incentive budget for the 2009 program is: $5,900,000.
Please download the updated 2009 lighting survey forms from the Downloads page.
Announcing the New Prescriptive Motor Program

The new Prescriptive Motor Program is a new incentive pilot program for the installation
of premium efficiency motors and is funded within the Commercial & Industrial Standard
Offer Program (C&| SOP). Incentives for the installation of premium efficiency motors
are available to motor manufacturers, motor distributors, contractors and CenterPoint
Energy customers on a “first come, first served” basis.
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Please refer to the downloads section of the Website to find out more about the new
prescriptive motor program.

Program highlights

General Rules and Eligibility Requirements

Available to all C&l customers with peak demand of at least 100 kKW at a single
site or a combined peak demand of at least 250 kW at multiple sites

Retrofit and new construction projects

Incentives paid to Project Sponsors for verified demand and energy savings
Project Sponsors may be any company, contractor, or customer who installs
energy efficiency projects

Project Sponsor may receive no more than 20% of the annual incentive budget
Minimum summer peak demand reduction of 20 kW

Similar sites with similar measures can be combined as one project

Measures must reduce demand and energy usage during peak period. defined as
May 1 to September 30 between 1 P.M. and 7 P.M.

* Savings must be achieved through increases in energy efficiency
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You must first register as a user before you cgnirito the database system. Choose
First-time users click here

Figure 2: First-Time Users




Enter your Company’s Federal Tax ID number. Thisber will be a key identifier in
the system for each Project Sponsor. If you ddhawt a Federal Tax ID number, please
input your Social Security #.

Figure 3: Federal Tax ID




Fill in the required fieldaind pres&ccept Sponsor Information.

Figure 4: Register as a New User — Sponsor Informiain




Fill in the required fieldaind pres#ccept User Information.

Be sure to make note of your username and pasdaofature reference. You will be
required to enter your username and password eaehybu log into the system.

The username and password must be at least 4 tdrarac
The username and password are not case-sensitive.
Multiple users using the same username and passwayde logged into the system at

the same timePlease keep in mind, on opening day if the Projexdlication for a
project is submitted more than once, the tas submitted will be the only one saved in

the system.

Figure 5: Register as a New User — User Information




Log in using the username and password that waseshin your registration form and
press enter or preSaibmit Login.

Figure 6: Login Screen




Phase Two — Project Application
In order to submit a Project Application the Sponsil need to follow three steps:
Step 1: Fill out the Qualification Set by clicking on th@ualification” link on the top
menu on the Projects main page.
Step 2: Enter the Project Information by clicking “New Reof” button on the blue bar.
Step 3: When the Project Information is complete, submnet Application.

Figure 7: Main Menu




Step 1: Fill out the Qualification Set

From the Main Menu page selé€gualification from the top menu bar.

SelectNewto enter a new set of Qualifications.

Figure 8: Enter New Qualification Set
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Choose a name for the Qualification Set and ehterequired information into each
text box and choos&ccept Company Qualifications Documentatiamhen you are
finished.

You will receive a message indicating your Quadition Set has been entered
successfully.

Repeat this step for each set of Qualificationswould like to enter.

Figure 9: New Qualification Information
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Step 2: Enter Project Information

ChooseProjectsfrom the top menu bar.

SelectNew Projectfrom the Main Menu page.

Figure 10: Main Menu
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Enter the Project Name and cho&ve

Figure 11: Project Name
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Each section of the Project Information form wiledeto be completed before the Project
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.

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 youmnatéo 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 y@y enter the assumptions
and/or formulas used to calculate the estimated emedjpeak demand savings.

Estimated Schedule: Enter the Project Estimated Start Date and Conopl®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.

Letter of Intent: Click on “Yes” to acknowledge you will be sending a hapjcof the
signed and notarized Letter of Intent.

Hint — There may be less chance you'll forget to complete a forowifirst 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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Figure 12: Project Information
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ChooseSite Informationor theMeasuregab

Figure 13: Site Information
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Press thd&New Customebutton.

Figure 14: Add New Customer
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Enter all required information into each field aftboseSave

The ESI ID Number will always have the followingfieat. It is 22 numbers in length
with the first 8 numbers always being the samequmito CenterPoint. This number can

be found on the customer’s utility bill.

1]o0]o|s8]9]0]1]0

First 8 numbers

Next 14 numbers

CenterPoint requires a valid ESI ID number to yettie property is within their service

area.

A valid ESI ID number will populate the form withe customer address, city, and zip
code. This information cannot be changed unles&8idD number is changed. Please
fill in the rest of the information in the form.

Figure 15: Enter Customer Information
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Select theEdit/View Customer and Measurdmk.

Figure 16: Edit/View Customer and Measures

Select theNew Measurebutton.

Figure 17: Add New Measure
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Enter the Proposed Measure type that will be ilestadt the host customer site.

If the measure is lighting, check the lighting measbox.

In the Project Application (PA), Installation Rep@R) and the Savings Report (SR),
you mustupload one of the equipment surveys providedefrtieasure is lighting,
HVAC, motors or window film. For all other measuretease upload the Other
Measures Survey form.

Select thdJpload spreadshediutton.

Figure 18: Enter Estimated Impacts
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First, choose the type of equipment survey you wosipload.
Click on Browse to select the survey form from yocamputer.

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

Figure 29: Upload Spreadsheet (Continued)

There are specific lighting, HVAC, motors and wimdblm upload spreadsheets. For all
other measures, please use the “Other Measures\Bgwreadsheet to upload the
measure.

You must use one of the 200&I-approved upload equipment inventory spreadtshiee
upload to the system. These spreadsheets can bdadaled from the “Spreadsheets” tab
within a project.

After the upload is complete, the customer and oreathat was just added will appear in
the table along with the associated peak deman@medyy savings and the calculated
incentive amount.

If the lighting cap or the load factor cap has berteeded the adjusted incentive amount
will be displayed in red below the table of measure

If the uploaded kW and kWh savings is not corrslsgw O savings, or the upload was
unsuccessful, check your spreadsheet for possabéeantry errors, correct any errors and
upload the spreadsheet again. Also make sure ymasefthe radio button for the type of
spreadsheet you are trying to upload.
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If the measure is anything other than lighting, HVAC, onstor window film, please use
the Other Measuresupload spreadsheet. In the Other Measures spreadsheetiyou on
need to describe the efficiency measure and input the kW\&hdsavings in the
appropriate columns. You will also need to provide hargamzumentation of the
energy and demand savings to the program administrator.

Once the equipment survey forms are uploaded, you magsatoem by clicking on the
appropriate spreadsheet listed unfervey 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.

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

When all changes and required information has beeneghir@o each section of the
Project Information form choodépdate Project Information
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To add a new customer, choose New Customebutton and repeat the data entry steps.

To edit an existing customer or measure ch&xb#View beside the appropriate
customer.

Please note the estimated 5% security depositagis@lunder the lighting and load factor
cap adjustment£enterPoint must confirm they have received thigpdsit amount
before the application can be submitted on openahay.

Figure 19: Estimated Impacts Review
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To add another measure, chobdk=v Measure

Figure 20: Add New Measure
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Select Deposit Received to view the status of geeurity deposit.

Figure 21: Deposit Received

Projects = Project Information
Test Project Name
Project ID # 473
Initial Application Complete
& Project Information
Project Description
Site Information
Savings Calculation
Estimated Schedule
Letter of Intent
Deposit Received
o Qualification Set
- Test Qualification Name
e Sponsor Contact kA

- Test User First Name Test User Last Name
(111-111-1111)
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Figure 22: Deposit Received Status — Not Received

Once CenterPoint has received the 5% security de pos administrator will mark the
project application as “Deposit Received” and th& to show it is complete will have a
check mark.

Figure 23: Deposit Received Status - Received
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When all the boxes have a check mark and showssation as complete, tisibmit
button will become active and the application carsbbmitted at program opening.
Please check the CenterPoint C&l Standard Offegiara web site
(www.centerpointcisop.co)ror the date and time the program opens. Complete
applications cannot be submitted before that time.

Figure 24: Ready to Submit Application

Test Project Name
Project ID #
Initial Application
& Project Information
Project Description
Site Information
Savings Calculation
Estimated Schedule
Letter of Intent
Deposit Received
Qualification Set
- Test Qualification Name
e Sponsor Contact

- Test User First Name Test User Last Name
(111-111-1111)
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Step 3: Submit Project Application

When all required information has been enteredaaich section of the Project
Information form choos&pdate Project Information

If it is after the program opening day, thabmitbutton will become active and the
Project Application is ready to submit when all chéoxes are checked as complete. If
the Submit button does not become active that mea@®r more sections have not been
completed or it is before the program opening @i&gr instructions about submitting the
PA on opening day, see the next page.]

Once the Project Application has been submittedwitionly have access to review
your Application online. When an administrator aagproved your Project Application
you will be able to prepare the Installation Reafter installation of the measures).

Figure 25: Submit Project Application (After Opening Day)
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Submitting the Project Application on Program Openng Day

Prior to the program opening (application submisslay and time), the online database
system will not allow applicants to submit theipépations.

In order to submit the Project Application on prgropening day, the application must
be complete. All sections of the application mustehbeen completed.

When the applicant logs in on opening day but gndhe opening time, they will be able
to access the project that they intend to subnhié Submit button will be inactive until
the submission time is past. After the submissipandtime is past, the page will need to
be refreshed before the user can see the actisabedit button.

Once the submission time is past and the pagé&eshed, the user will select the

activated Submit button. The user is prompted teremfour digit number in order to
submit their Project application.

Figure 26: Submit Project Application (Opening Day)
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After the Project Application is approved, the paijstatus will become “Project
Application, Approved”.

After the Project Application is approved, goReportin the top menu.
Select the desired program.
Click onProject Printable Table

Figure 32: Accepting the Project Application — Progct Authorization

All projects with PA approval will have an actival to print the Project Authorization

Form with data from your specific project imporiatb the form. The print link will be
active under the Authorization column.

Read the Project Authorization form and if you cé®to accept it, print a copy, sign it
and send to the program administrator.

Figure 33: Project Authorization Form

-29 -



Phase Three: Installation and Savings Report

The PA has been approved and you have printed ramelcP Authorization form, now
move to the next stage, the Installation Reporglioking on thePrepare Installation
Rpt. button.

Figure 34: Prepare Installation Report
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The status is now “IR, not submitted”. Chod&stit/Submit/Deleteo edit and submit the
IR.

Figure 35: Submit Installation Report
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You may upload revised equipment survey formseafektimated savings need to be
adjusted. The procedures are the same as beforeysheupload an equipment survey
form.

If replacing an equipment survey form with a redisersion, first delete the measure
that is being replace and then add a New Measpteading the revised survey form.

When all information is correct and the savingsehbgen adjusted as needed, the
Installation Report can be submitted by choosimgSbbmit button.

Figure 36: Submit Installation Report (Continued)
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The Status of the project now shows the IR has babmitted and is under review. You
will receive an e-mail notice when the IR is apmdso that you may submit the SR.

Figure 37: Review Installation Report

The IR has been approved and you may move to thiestage, the Savings Report.
Projects with IR approval are shown under Stati.oSe thdedit/Submit/Deletebutton
for the appropriate project.

Figure 38: Prepare Savings Report
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Choose thérepare Savings Rpbutton to prepare the savings report.

Figure 39: Prepare Savings Report (Continued)
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To edit the kW and kWh savings, choose Hat/Submit/Deletebutton and follow the
same procedures to upload a revised equipmentysspreadsheet.

When the revised spreadsheets are uploaded andbathation is correct, you may
submit the SR.

Figure 40: Submit Savings Report
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The application status shows the SR has not bdanigad. All sections are shown as
complete and you have verified the kW and kWh sgvi@re correct. Choo&ibmitto
submit the SR.

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

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

Figure 40: Submit Savings Report (Continued)
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