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Section 1: Customer Web Portal Objectives

CPS Energy continues to engage in process and system initiatives to better serve our customers.
The enhancement of the Customer Web Portal has been one. The objectives of the Portal are to
provide visibility and transparency to service requests submitted by our customers. It allows
customers access 24/7 to check project or work request status. Customer communication has
been improved via email notifications from the portal that are now available in regards to the
status of specific project-work tasks. This is a proactive approach to provide information to our

customers. In addition, customers now have the option to submit online applications for service.

CPS Energy is committed in pursuing excellence in customer service and in adding value to our
customers. We continue to listen to our customers and welcome your feedback in making our

service better.




Section 2: General

2.1 Signing In to Portal

DIRECT LINK TO WEB PORTAL: https://secure.cpsenergy.com/customereng/index.jsp

Can also sign in as follows:

1. Use link to the Customer Engineering Website: https://www.cpsenergy.com/en.html

2. Point to “Developer & Builder” option.
3. Click on “Customer Engineering”.

4. Click on “Customer Engineering Web Portal”.

Espafiol | Biling or Service Quesions? Call 210-353-2222 O\ Manage My Account

MyHome ~  MyBusiness = | Developers & Buiders ~ | AboutlUs~  WorkWith Us »  Cusfomer Support = Waysto Pay @ Confact Us

Espafiol | Billing or Service Questions? Call 210-353-2222 Q Manage My Account ~

Developers & Builders -

About Us - Work With Us - Customer Support ~ Ways to Pay Gontact Us

Customer Engineering

My Home «

My Business ~

Customer Engineering

New Infrastructure i i .
We can help with new service installations, service remodel requests,

Distributed Generation security lights or street lights.

Safety on the Job 3] Pole Attachment Services

Helpful Engineering Links

b | Customer Engineering Web Portal |



https://secure.cpsenergy.com/customereng/index.jsp
https://secure.cpsenergy.com/customereng/index.jsp
https://secure.cpsenergy.com/customereng/index.jsp

2.2 Customer Registration

Any New Announcements will be shown in the left bottom box and center box of the page.

1. Goto “Click Here to Enroll” option.

Customer Engineering: Call (210) 353-4050

= Online With Customer Engineering
Password

The fast. easy way for you to manage your work requests with CPS Energy!

SIGN IN ©nline with Customer Engifieering. Click Here to Enroll

Customer Web Portal User

Forgot Username/Password?

“*+* What is New - Enhancements to Customer Web Portal ~***
Contact Customer Engineering

We cantinue 1o develop ways 1o improve the processes and systems for aur customers based on your
feedback. Effective February 26, 2018, the following benefits are now availabie:

Customer Web Portal Capabilities:

You will have an option to initiate a request for a New Address or a New CUuStomer Account prior 1o
Initiating your project. This feature is located on the Create Work page

Improved Project search capabilities when searching for existing projects, no longer case sensitive and can
De searched by partial Street nUMber or street name.

Improved Address search capabilities when crealing new projects using partial street number of street
name

istomer Web Portal
s effective February 26,

If you experience technical issues or have guestions. please call 210-353-2450 or emall
csifeedback@cpsenergy com

To view a tutorial on the new
enhancements, click here

Have TWO options to register.

1. Can complete the Online Form and send request.
Important to complete All Mandatory Fields (*).

Customer Details Account Details
Business/Customer Marme * " rrolled

Foral User Mame

Emai

Confirm Ermm

Phomne

asiect =
Iaentine ation Mumber: -
Company Mailing Address B E
Street Mumber © Street Mame *
Customer of Record: *
At s Unit o ity ~
State: Zip Code * Account Billing Address D copy masng asarsss
™ Strest Mumber * Street MName *
reotes: A
APt 4 Uit % city =
State * Zip Code *

2. Can send an Email to csiwebaccess@cpsenergy.com.

Important to provide your name, your company name, your email address, and your
phone number.

To register for access to the online portal, please complete the following details, * specifies a required field.

For Questions regarding general enrollment and subcontractor access please confack csiwebaccess@cpsenergy.com gr call 210-353-2450, and be prepared to provide the
following information:

[ Vour name, your company name , your enall adress and your phons number
* If you need to add a subconiractor to grant permission to create and update project on behalf of your organization

Providing accurate and up-to-date information will azsist in linking your new portal account to the comect customer records CPS Enengy has on file for your company.
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2.3 Subcontractor Access

A company can provide permission to a Subcontractor(s) to create and run projects on their
behalf. To do this, a “CPS Energy Customer Proxy Form” should be completed.

1. You can send an Email to csiwebaccess@cpsenergy.com requesting a Proxy Form or call
(210) 353-2450 to have one sent to you.
Important — A new form must be completed any time there are changes.

2. Send completed form to csiwebaccess@cpsenergy.com for processing.

To register for access to the online portal, please complete the following details, = specifies a required field.

For Questions regarding general enrollment and subcontractor access please contact csiwebaccess@epsenergy.com or call 210-353-2450, and be prepared to provide the
following information:

* Y'our name. your company name . your email address and your phone number
* |f you need to add a subconiractor to grant permission to create and update project on behalf of your organization

Praoviding accurate and up-to-date information will azsist in linking your new portal account to the comect customer records CPS Energy has on file for your company.

CPS5 Energy Customer Proxy Form

Instructions: This form must be completed to give your subcontractors permission to create and run projects on
your behalf. Please be sure to complete all fields, sign and date. Please note, a new form must be completed any
time there are changes. You can add/delete authorized persons below.

Please submit completed form ta CSIWEBACCESSE@CPSENERGY COM. Please be sure to print clearly.

Customer Name:

Autheorized Company Representative [Printed):

Project Mame:

Effective Dates:

Subcontractor Company Name:

Mame (s) of Authorized Persons Being Added:

Mame (s of Authorized Persons Being Deleted:

I, understand that by signing this proxy agreement, that the above menticned
authorized persons will have access to all company informaticn that is stored in the CPS Energy customer portal. |
also understand that CPS Energy is released from any all claims of any type arising from sharing this information
with the above mentioned parties.

Printed Mame

Title

Signature of Authorized Company Representative

Date
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Section 3: Working in Customer Web Portal

1. Enter “Username” and “Password”.
2. Click on “SIGN IN”.

R Password

SIGN IN =

Click on “Forgot Username/Password?” (if needed) for Portal Account Recovery.

To recover access to the online portal, please complete the following details.

In the event you continue to have problems accessing your account, please email CPS Energy: Customer Engineering or call (Z10)
353-4050 to speak with a representative.

Customer Engineering Portal Account Recovery
Portal User Mame *:

Email *:

Send Request &

1t view in Portal will show either a list of existing projects OR no existing projects.

& Project Listing

f— e e -

> Project Listing

& 7 i : g

Portal Toolbar Definitions:

(1] (2] 3] [a](s] (6]

WEDOE | ®L0GOWT

. Home Page

. Create New Request

. Search for Work

. Customer Engineering Assistance
. Update/Edit User Profile

. Slgn-In User Profile Name

. Log Out

~N U B W N e




Section 4: Creating Project in Customer Web Portal

4.1 Key Categories to Create Project

There are 5 key categories in creating a project:

L(f EII:\I'i'Ic;N PROVIDE SELECT SELECT CREATE
TYPE LOCATION SERVICES ACCOUNT PROJECT

PROJECT ADDRESS DESIRED BILLING PROJECT
TYPE SERVICE ACCOUNT DETAILS

LOCATION (PROJECT) TYPES

1. Clickon E at the Toolbar to show project types.

“ o Q 0 & JANE DO ™ LOG OUT ‘

What type of project is this?

A & o AAA
Single-Family Home Multi-Family P c
O ana

Request New Address

e Single-Family Home (Residential Services)

e Multi-Family Complex

e Commercial/Industrial (Small and Large Commercial Services)
e Residential Subdivision

e Customer Assistance (Other Project Types Not Related to New or
Relocate Services)

e Request New (Billing) Account/New Address (New Option to Initiate
Prior to Creating a Project)




4.2 Single-Family Home Project

1. Click on at the Toolbar to show project types.
2. Click on “Single-Family Home”.

JANE DOE ®1LOG OUT

D Projects : Create Work

What type of project is this?

A E Jl AAe

Single-Family Home Multi-Family Complex Commercial Industrial Residential
Subdivision

(1] & A

Customer Assistance  Request New Account
Request New Address

TEMPORARY AND PERMANENT SERVICES MUST HAVE SEPARATE PROJECTS

TEMPORARY SERVICE:
» Should be created at the time service is needed (when temporary is built)
For these requests, CPS will assume temporary is ready and built and will start processing
the request.

PERMANENT SERVICE:
» Can be created at any time
CPS will not process the request until the “Site Ready” status is clicked “Complete”.

Note: If “Site Ready Complete Task” is not shown, this means the city inspections have not
been completed.

4.2.1 TEMPORARY SERVICE

1. Enter the mandatory fields - Street Number, Street Name, and Zip Code.
2. Click on “Search”.
3. Click on the Address with “T”.




E Create Work : Residential Services

Add Search for the address.
ress treet mu name & zip code are required * fislds.

with

«wr» 21938

Street Number = Zip Code *

7az61

and select from the list

Address Not Found?

®, yOU £8N request that a new one be created by OPS Energy

delay te the project until the new address is created. Please ensure the infermation you have provided is

4. Click on “Request Address Create” if no Temporary address is listed.
5. Click on “Next” at the bottom right to continue.

6. Select “Temporary Service” |.=—-]icon.
Select “Desired Service”.
8. Click on “Next” at the bottom right to continue.

~

[0 Greats work : Residential Services

Select Type

Provide Location Select Services

y <

| want te do something else.

I want to add permanent electric and/or gas

Gas, Electric and Temporary service availability is determined by the selected address on the previous screen. If a service option is disabled, you can select a
different address, request that one be created, or contact CPS Energy Customer Engineering for assistance

Select the desired service.

Add Services ' Relocation Services ) Remove Services
(® Add Temporary Electric Service Existing Eiectric Service Existing Electric Service
O aad Lights Existing Gas Service Existing Gas Service
Existing Lights Existing Lights
Existing Temporary Existing Temporary

9. Select your “Billing Account”.
10. Click on “Request New Acct” if not listed.
11. Click on “Next” at the bottom right to continue.

10




D Create Work : Residential Services

1. (0105203562) GRACE TABI

B3 Request New Acct

Select Type Provide Location Select Services > Select Account

Select your billing account.

RNACLE

Account Not Listed?

If the account you would like to use is not listed, selct the "Request New Acct” button to have CPS Energy create the new account

NOTE: processing can take a few days to complete.

12. Enter “Project Information”.
13. Click on “Submit Application”.

Note: Can select for contact to receive updates/status messages on jobs.

AN

D Create Work : Residential Services

Select Type

Project Details

‘What is the name of the Project? *

‘What iz your required energized date?

‘What is the expected square footage?
Select ===

I thiz a new or existing structure?

Select ===

(Enter the Project Address)

‘What is the desired date for CPS Energy to start construction? Contact Mofifications:

=] Contact Receives Update/Status Messages |7|

Have you already had a preliminary meeting with CPS Energy?

Email Address =
Street Number *;  Street Name *:
(Enter your Office Address)
Apt J Unit #: City *:
.
State *: Zip Code *:
Select ===

Select Account Create Project

Project Contact Information

Contact Name *:

Phone (10 Digit Mumber Only) *: Type:

11




Project has been “Successfully” created.
Important to Document Project # for future reference.

DProjecls : Create Work

Select Location Type Select Services Select Account Provide Location Create Project

Successl!

i)

Your project 172 Green Mauntain(Project # 4250) has been successfully created.
Go To Project ©

4.2.2 PERMANENT SERVICE

1. Enter Street Number, Street Name, and Zip Code to search for address after selecting “Single-
Family Home” for project type.
Note: Can use Partial Street Number or Street Name to conduct search.
Example: Search for 110 Eland Dr., 78213
Can enter only “11”, “Eland”, and 78213 (All matches to that search are shown)

2. Click on “Search”.
3. Click on the Appropriate Address.

ln(:reate Work : Residential Services

Select Location Type Provide Location

Search for the address.
Enter the necessary information to locate the address; street number, street name & Zip code are required *fields

NOTE: The more accurate the information the better the search will be at locating the address.

Street Number * Street Name Apt/ Unit# Zip Code *
11 Eland 76213

Scroll down and select the correct address from the list.

Please Note: Services options will be based on your selection (i.e. Temporary Services "#T")

10 ELAND DR
@ Select ISAN ANTONIO, 78213-3938

110 WESTMORELAND DR
@ Select SAN ANTONIQ, 78213-4154

12




4. Click on “Request Address Create” if address is not listed.

Address Not Found?
[f the address is not listed above, you can request that a new one be created by CPS Energy.

Note: There may be a temporary delay to the project until the new address is created. Please ensure the information you have provided is
complete and accurate to ensure the fastest turnaround.

@ Request Address Create

5. Click on “Next” at the bottom right to continue.

6. Click on the “Permanent Service” =1 icon.
7. Select “Desired Services”.

Note: If Gas Service is not an option and is needed, STOP AND CONTACT Customer
Engineering (CE) at (210) 353-4050; CE will add Gas to this address.

8. Click on “Next” at the bottom right to continue.

D Create Work : Residential Services

Select Type Provide Location Select Services

I want to add permanent electric and/or gas

I want to do something else.
service.

Gas, Electric and Temporary service availability is determined by the selecied address on the previous screen. If a service option is disabled, you can select a
different address, request that one be created, or contact CPS Energy-Customer Engineering for assistance

Select the desired services.
(Select all that apply)

Add Services

¥ Add Electric Service

Add Gas Service

9. Select your “Billing Account”.
10. Click on “Request New Acct” if not listed.
11. Click on “Next” at the bottom right to continue.

13




[_:] Create Work : Residential Services

Select Type Provide Location

Select Services Select Account

Select your billing account.

_ 1. (0105203562) GRACE TABERNACLE

NOTE: processing can take a few days to complete.

B3 Request New Acct

Account Not Listed?

11 the account you would like to use is not listed, selct the "Request New Acct” button to have CPS Energy create the new account

12. Enter “Project Information”.
13. Click on “Submit Application”.

Note: Can select for contact to receive updates/status messages on jobs.

\

D Create Work : Residential Services
Select Type Provide Location

Project Details

What is the name of the Project? *

(Enter the Project Address)

What is the desired date for CPS Energy to start construction?

-]
What is your required energized date?
B

What is the expected square footage?

Have you already had a preliminary meeting with CPS Energy?

Select ===

Is this a new or existing structure?

Select ===>

Select Services Select Account Create Project

Project Contact Information

Contact Name *:

Contact Notifications:

Contact does not receive Update/Status Messages
Phone (10 Digit Number Only) =: Type
Select ==[v]

Email Address *:

Street Number * Street Name *:
(Enter your Office Address)

Apt / Unit # City *

State =2 Zip Code =

Select ==>

14




Project has been “Successfully” created.
Important to Document Project # for future reference.

D Projects : Create Work

Select Location Type Select Services Select Account Provide Location Create Project

Success!

o]

Your project 172 Green Mountgin(Project # 4251) hps been successfully created.
Go To Project @

4.2.3 SITE READY ELECTRIC/GAS

-
1. Clickon icon.

2. ldentify “Project Name”.
3. Click on “View Details”.

) JANE DOE 50U
9 - @ LOG OUT

= Project Listing
Project Name Status Address Type

5000 blade ave (570) Application Approved SAN ANTONIO, TX - Residential Service - New
- Accelerated

Gelinas Home (571) Application Approved ; ; :ESLAND DR, , SAN ANTONIO, TX Addtional Service

We Hear You (572) Application Pending 114 ELAND DR , , SAN ANTONIO, TX Additional Service:

78213

Valdez Home (573) Application Pending 114 ELAND DR, , SAN ANTONIO, TX Addtional Senvice
- 78213

Ceniza Hills Phase 2 (581) Application Pending SAN ANTONIO, TX - Subdivision

Flores Subdivision (582) Application Pending SAN ANTONIO, TX - Subdivision

4. Click on “Work Requests”.
5. ldentify “Work Request”.
6. Click on “View Work Request”.

15




Home > Flores Subdivision

Flores Subdivision (562) ™

Work Requests

Beroccromrven  Frrocrmses| | Fomereovests | 4

Description

(1158163) MRCC CNG STATION - SP DI

EVICE

Status

Requesting

7. Click on “Tasks”.
8. Click on “Complete Task”.

Home > Flores Subdivision > MRCC CNG STATION - SP DEVICE

Q WORK REQUEST OVt N [‘ TASKS .J COMMENTS

S
. DOCUMENTS

W CONTACTS

Customer Tasks
Description Status Date/Date Range
Retzive Customer Pre-Work Payment Nt Started (0412672016 - 0412612016
Lboizio Sacil In-Progress 08/0212017 - 081022017
Confirm Gas Customer is Ready In-Progress 0810272017 - 08/032017

Complete Task

9. Click on “Complete Task” and Click on “Cancel/Close”.

Process Task

Click on the button below to complete task "Confirm Gas Customer is Ready”.

L —

=

Note: If do not click on “Complete Task”, then the update can be Cancelled.

16




4.3 Multi-Family Complex Project

1. Click on at the Toolbar to show project types.
2. Click on “Multi-Family Complex”.

JANE DOE ®LOGOUT

D Projects : Create Work

Select Location Type

What type of project is this?

A = Jal Aad
Single-Family Home Multi-Family Complex Commercial Industrial Residential
Subdivision
O ana
‘Customer Assistance Request New Account
Request New Address
3. Select “Desired Services”.
4. Click on “Next” at the bottom right to continue.
D Create Work : Multi-Family
Select Location Type E Select Services
Select the desired services.

Add Services Relocate Services Remove Services
¥ Add Etectric Service [ Relocate Existing Electric Service [ Remove Existing Electric Service
¥} Add Gas Service [ Relocate Existing Gas Service [ Remove Existing Gas Service
[ add Lights [ Relocate Existing Lights [ Remove Existing Lights
[ Add Temporary Electric Service [ Relocate Existing Temporary [ Remove Existing Temporary

17




5. Select your “Billing Account”.
6. Click on “Request New Acct” if not listed.
7. Click on “Next” at the bottom right to continue.

D Create Work : Multi-Family

Select Location Type Select Services Select Account

Select your billing account.

_ 1. (0105203562) GRACE TABERN

Account Not Listed?
If the account you would like to use is not listed, selct the "Request New Acct” button to have CPS Energy create the new account.

NOTE: processing can take a few days to complete.

B3 Request New Acct

8. Enter “Project Information”.  Note: No “Provide Location” is needed for this service type.
9. Click on “Submit Application”.

Note: Can select for contact to receive updates/status messages on jobs.

/

3 create work : Multi-Family

Select Location Type

Whst is the name of the Project? *

WWhat is the desired date for GPS Energy to start construction?

=
Whst is the location or nesrest intersectfon? Whst is your required energized date?
]

Vnst type of business sre sxpected ffr this project? WWnst is the service voitage?
How many units sre in this projest?) s there infrastructure requiring removal or relocation

Salect ==
Whst is the expected average sqfsre footage? Describe the trenching soil conditions?

Select ==>

Hawve you siready had = prelimifary mesting with CPS Energy?

Select =>
Project Contact Information [0 Do you need an address crastad?
Cantact Name: Streat Numbar: Street Name:
Contsct Notfications: Apt/ Uit 2 Gty
Centact Recsives Updste/Status Messages
Stais Zip Code
T T T T Ty VT
Salect === ~]
Select ==|

Emasil Address:

Strest Mumber:  Street Mame:

Apt { Unit # City.

State: Zip Code
Select ===

18




Project has been “Successfully” created.
Important to Document Project # for future reference.

[:] Projects : Create Work

Select Location Type Select Services Select Account Provide Location Create Project

Success!

i)

Your project 172 Green Mourltain(Pro]eci #4252)jhas been successfully created.
Go To Project @

19




4.4 Commercial/Industrial Project

1. Click on at the Toolbar to show project types.
2. Click on “Commercial/ Industrial .

P [+ Q Q - JANE DOE ‘ o LOG OUT ‘

[ projects : Create Work

Select Location Type

What type of project is this?

) B Ja |aas

single-Family Home  Multi-Family Complex | Commercial Industrial Residential
Subdivision

1] & A

Customer Assistance  Request New Account
Request New Address

3. Enter Street Number, Street Name, and Zip Code to search for address after selecting
“Commercial Industrial” for project type.
Note: Can use Partial Street Number or Street Name to conduct search.
Example: Search for 8302 Braespoint, 78250
Can enter only “83”, “Brae”, and 78250 (All matches to that search are shown)

4. Click on “Search”.
5. Click on the Appropriate Address.

# Create Work : Commercial Services

—
Select Location Type > Provide Location

——

Search for the address.
Enter the necessary information to locate the address; street number, street name & zip code are required * fields.

NOTE: The more accurate the information the better the search will be at locating the address.

Street Number * Street Name * Apt/ Unit# Zip Code *
83 Brae 78230

Scroll down and select the correct address from the list.

Please Note: Services options will be based on your selection (L.e. Temporary Services "#T")

8302 BRAESFOINT
@ Select SAN ANTONIO, 78250-2881

- 8303 BRAESFOINT

@ Select SAN ANTONIO, 78250-2881

20




6. Click on “Request Address Create” if address is not listed.

Address Not Found?

f the address is not listed above, you can request that a new one be created by CPS Energy.

complete and accurate to ensure the fastest turnaround.

@ Request Address Create

Note: There may be a temporary delay to the project until the new address is created. Please ensure the information you have provided is

7. Click on “Next” at the bottom right to continue.
8. Sclect “Desired Services”.
9. Click on “Next” at the bottom right to continue.

D Create Work : Commercial Services

Select Type Provide Location Select Services I

Select the desired services.
Add Services Relocate Services
L] add Eleetric Serviee Relocate Existing Electric Service
[ add Gas Service ¥ Relocate Existing Gas Service
[ add Lights [T Relocate Existing Lights
L] Add Temporary Electric Serviee ] metocate Existing Temporary

Remove Services

1] Remove Existing Electrie Service
[ Remove Existing Gas Service
[ Remove Existing Lights

D Remove Existing Temporary

10. Select your “Billing Account”.
11. Click on “Request New Acct” if not listed.
12. Click on “Next” at the bottom right to continue.

D Create Work : Commercial Services

Select your billing account.

_ 1. (0105203562) GRACE TABERNACTE

Account Not Listed?

NOTE: processing can take a few days to complete.

B3 Request New Acct

Select Type Provide Location Select Services Select Account

If the account you would like to use is not listed, selct the "Request New Acct” button to have CPS Energy create the new account.

21




13. Enter “Project Information”.
14. Click on “Submit Application”.

Note: Can select for contact to receive updates/status messages on jobs.

\

D Create Work : Commercial Services

SelectType ) Provide Locaion ) Sevsct Services ) Select Account ) Create Project

Project Details Project Contact Information
What is the name of the Project? * Contact Mame:
What iz the desired date for CPS Energy to start construction? Contact Mofifications:
= Contact Receives Update/Status Messages
What i ired ized date?
18 yOur rEquired ensrolzed 62 Phone (10 Digit Number Only): Type:
— Select ==

What is the W ltage?
is the semvice voltage Email Address:

Select==>
Hawve you already had a preliminary meeting with CPS Energy
¥ v " o o o Street Number: Street Mame:
Select==>
Is there infrastructure requiring remowal or relocation? Apt [ Unit # City:
Select ==>
Describe the trenching =oil conditions? State: Zip Code
Select == Select ===

|

Project has been “Successfully” created.
Important to Document Project # for future reference.

D Projects : Create Work

Select Locafion Type Select Services Select Account Provide Location Create Project

Success!

Your project 8322 Braespoint{Project # 4253)|has been successfully created.

Go To Project ©

22




4.5 Residential Subdivision Project

1. Click on at the Toolbar to show project types.

2. Click on “Residential Subdivision”.

P o Q (2] - JANE DOE ‘ o LOG OUT ‘

[ projects : Create Work

Select Location Type

What type of project is this?

@ El
o

Customer Assistanc

ly Home y Complex  C:

e Rel

Industrial

aAa

Residential
Subdivision

a A

quest New Account

Request New Address

3. Sclect “Desired Services”.
4. Click on “Next” at the bottom right to continu

€.

[_:] Create Work : Subdivision

Select Location Type Select Services
P —

| Select the desired services.

Add Services Relocate Services
V] Add Electric Service [T Relocate Existing Electric Service
iﬁma Gas Service D Relocate Existing Gas Service
[ Add Lights [ Relocate Existing Lights
[ add Temporary Electric Service [ retocate Existing Temporary

Remove Services

[ Remove Existing Electric Service
D Remove Existing Gas Service
D Remove Exisfing Lights

D Remove Existing Temporary

5. Select your “Billing Account”.
6. Click on “Request New Acct” if not listed.
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7. Click on “Next” at the bottom right to continue.

D Create Work : Subdivision

Select Location Type

Select Services Select Account

Select your billing account.

- 1. (0105203562) GRACE TABERNACLE

Account Not Listed?
If the account you would like to use is not listed, selct the "Request New Acct” button to have CPS Energy create the new account.

NOTE: processing can take a few days to complete.

B4 Request New Acct

8. Enter “Project Information”.  Note: No “Provide Location” is needed for this project type.
9. Click on “Submit Application”.

Note: Can select for contact to receive updates/status messages on jobs.
/

[ create Work - Subdivision

setect Location Typs ) b [ — [EE—

WWhat is the name of the Project? = s there infrastructure requiring removsl or relocation?
Select ===
WWhat is the locstion or nesrest intersection? Diescribe the trenching soil conditions?
Select ===
How many lots sre in this project? Wiho will perform the trenching instsilation®
Select ==>
WWhat is the sscpected swersge squsre footsge? WWill thare b= hest pumps on thess pramises?
Select ===
WWhat is the desired date for CPS Energy to start fonstruction? WWill there be gas furnaces on these premises?
= Selsct ===
WWhat is your required energized date? Wil the homes be zero lot line?
= Select ===

Hawe you siready had a preliminsry mestinfy with CPS Ensrgy?

Select ===

Project Contact Information O Do you need an address created?

Contact Mame: Street Number:  Streat Namsa:
Contact Motifications: Apt 7 Uit #: City:
Contact Receives Updste/Status Messages
Phone (10 Digit Mumber Oniy]: Typa: Stat= e Cods
Select =[] ——

Emsil Address:

Street Numiber Street MName:

ApE £ UWnis # City

State: Zip Code
Select —=

© Back:
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Project has been “Successfully” created.
Important to Document Project # for future reference.

[:] Projects : Create Work

Select Location Type Select Services Select Account Provide Location Create Project

Successl

i

Your project 114 Eland(Project # 4254) hps been successfully created.
Go To Project ©
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4.6 Customer Assistance Project

1. Click on at the Toolbar to show project types.

2. Click on “Customer Assistance”.

Note: This is used for other project types not related to New or Relocate Services.

A O Q e &

JANE DOE ‘ o LOG OUT ‘

[ projects : Creats Work

Select Location Type

()

single-Family Home

What type of project is this?

Multi-Family Complex  Commercial Industrial

0

Customer Assistance

QG A

Request New Account
Request New Address

AdaA

Residential
Subdivision

3. Enter Street Number, Street Name, and Zip Code to search for address after selecting
“Customer Assistance” for project type.

Note: Can use Partial Street Number or Street Name to conduct search.

Example: Search for 110 Eland Dr., 78213

Can enter only “11”, “Eland”, and 78213 (All matches to that search are shown)

4. Click on “Search”.
5. Click on the Appropriate Address.

Q Create Work : Customer Assistance

Select Type ' Provide Location

Street Number * Street Name *

11 Eland

Search for the address.

Enter the necessary information 1o locate the address; street number, street name & zip code are required * fields.

NOTE: The more accurate the information the better the search will be at locating the address.

Apt/ Unit # Zip Code *

78213

© Select

Scroll down and select the correct address from the list.

Please Note: Services options will be based on your selection (i.e. Temporary Services "#T")

110 ELAND DR
SAN ANTONIO, 78213-3938

110 WESTMORELAND DR
SAN ANTONIOQ, 78213-4154
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6. Click on “Request Address Create” if address is not listed.

10.

Address Not Found?
Ifihe address is not listed above, you can request that a new one be created by CPS Energy.

Note: There may be a temporary delay to the project until the new address is created. Please ensure the information you have provided is
complete and accurate to ensure the fastest turnaround.

© Request Address Create

Click on “Next” at the bottom right to continue.

Select your “Billing Account”.  Note: No “Select Services” is needed.
Click on “Request New Acct” if not listed.
Click on “Next” at the bottom right to continue.

D Create Work : Customer Assistance

Select Type Provide Location Select Services ; Select Account I

Select your billing account.

- 1.(0105203562) GRACE TABERNACLE

Account Not Listed?
[fthe account you would like fo use is not listed. selct the "Request New Acct” button to have CPS Energy create the new account.

NOTE: processing can take a few days to complete.

I B3 Request New Acct I
|
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11. Enter “Project Information”.
12. Click on “Submit Application”.

Note: Can select for contact to receive updates/status messages on jobs.
\

D Create Work : Customer Assistance
Select Type Provide Location

Project Details

Select Se vices Select Account ] Create Project

Croject Contact Information

Provide a short description for your request? = Contact Name

What is the desired date for CPS Energy to start construction? Contact Notifications:
=] | Contact Receives Update/Staius Messages ‘
7
What is your required energized date? Phone (10 Digit Number Only): Type:
— Select ==

Provide a brief description of your assistance request so that we

Email Address:
can better assist.

Street Number: Street Name:

Apt / Unit # City-

State: Zip Code
Select ==>

|

Project has been “Successfully” created.
Important to Document Project # for future reference.

D Projects : Create Work

Select Location Type Select Services Select Account Provide Location Create Project

Success!

Your project Need assistande (Project # 4256) Has been successfully created.

Go To Project @
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Section 5: Customer Options

5.1 Requesting New Account/New Address

1. Click on at the Toolbar to show project types.
2. Click on “Request New Account/Request New Address”.

P [+ Q (2] & JANE DOE ‘ o LOG OUT ‘

[ erojects : create work

Soloct Location Type

What type of project is this?

& ] al Aaa

ly Home y Complex Industrial Residential

0 & A
REQUEST NEW (BILLING) ACCOUNT
a,
3. Clickon [T
4. Enter “*Mandatory Fields”.
5. Click on “Submit Request”.
a{f Request New Account With CPS Energy ©Retun To Opions

To fequest new account be created for the pupase of associating projects and work requests, simply clck the submit button below to send your request for
processing

Email Phone *

% Request New Account With CPS Energy O Retum To Optons

REQUEST RECEIVED!

Your request has been submitted to CPS Energy Customer Engingering for processing.

te that a Specialist may contact you if an EIN (Employer Identification Number) letter or
additional information is required to complete your request.

Project Listing @

Project Search @
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REQUEST NEW ADDRESS

Fas\y

3. Clickon Lz
4. Enter “*Mandatory Fields”.
5. Click on “Submit Request”.

M Request New Address

Please complete the following Details

Street Number . Street Name *

Apt/ Unit #: City *

state * Zip Coge *
™

Phone *

Email*

Work Type
Temporary Work Request ~

A Request New Address

REQUEST RECEIVED!

‘The address information has been submitted to CPS Energy Addressing for processing.
Your notification number is (53458608); document this for future reference.

Please note: Once this page closes, this notification number will not be viewable.

Note: If have knowledge of future projects (e.g. temporary service), can request new
address ahead of time.

5.2 Project/Work Request Overview Status

k.

1. Click on “Home” icon at the Toolbar.
2. Find “Project”.

3. Click on “View Details”.

JANE DOE ® LOG|

Home >
= Project Listing
Project Name Status Address Type
8000 blade ave (70) Appiication Approved SAN ANTONIO, TX - Residential Sence - New
Acscleraled
— Gelings Home (571) Application Approved 114 ELAND DR ,, SAN ANTONIO, TX Additonl Servive:
_ TE213-

We Hear You (572) Application Pending ; ; i;l.«r-m DR, SAN ANTONIO, TX Addiional Service

(OR)
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1. Clickon “Search”E icon at the Toolbar.

2. Enter “Project ID OR Street No.”.
3. Click on “Search”.

Project Search Search Results:

Project Name:

(OR)

Address Search

Street Number:

Address (Street Name):

[ ] JANE DOE 30U
- @ LOG OUT

Options once in Project are:

Project Overview, Project Tasks, Work Requests, Comments, Documents, and Contacts

Home > 8000 blade ave

2000-ladk =7

L
T

L erosccroverview S provscT Tasks % work ReauesTs

) comments

N .
BB cocuments 288 conmacts

IS 8000 blade ave

General Information

Project Number

Project Name
570

8000 blade ave

Project Details

Project Type
R Service - New

Status

PP

CPS Energy Project Manager Project Manager Phone
IDS GENERAL (210) 353-4050 x

Contact Information

Customer Ready Date
08/17/2017

Address
. SAN ANTONIO, TX -

Name

Telephone Email Address
Electricians name 2103534050 electrician@company.com
Additional Service Selections
Lights No
Gas Fumnace Yes
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1. Click on “Project Tasks”.

Can View Status on “My Tasks (Customer)” and “CPS Energy Tasks”

Home = 8000 blade ave

8000 blade ave (570)

| My Tasks |

':l' FPROJECT OWVERWVIEW ’; FROJECT TASKS * VORK REQUESTS ,J COMMENTS ‘ DOCUMENTS ﬁ COMNTACTS

Description Status

CPS Energy Tasks

Date/Date Range

Descnption Status

Date/Date Range

2. Click on “Work Requests™.
3. Identify appropriate “Work Request”.
4. Click on “View Work Request”.

Home = Z000 blade ave

8000 blade ave (570)

[«

‘ DOCUMENTS

]
0
.
]

¥ PrOJECT OVERVIEW #& PROJECT TasK: ¥ work rRequEsTs R

Work Requests

BF conmacts

Description

(40108726) WEEKLEY HOMES LP DBA DAVID WEEKLEY
View VWork Request

(4D087836) BUTLER-COHEN LLC

View VWork Request

Status

Release to Construction

Requssting

5. Click on “Work Request Overview”.

Able to view status of “Construction Information”; Construction Status examples are:

» Pending

= Dispatched
= Enroute

= Onsite

= Complete
= Cancelled

= Turndown (Can click on “Comments” to view reason)
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¥ work REQUEST OVERVIEW y" TASKS W) conmENTS

#~ WEEKLEY HOMES LP DBA DAVID WEEKLEY

General Information

E DOCUMENTS % CONTACTS

Number

Project Name

Description

40108726 WEEKLEY HOMES LP DBA DAVID WEEKLEY New Install Gas Device - RES
Work Request Details
Type Entry Date Need By Date
MNRSMG - SERV/MET RES - GAS O7F31/2017 01/01/2020
Project Address
Street City State Zip
8514 IV CURL SCHERTZ ™ 78154

Construction Information

Description

Status

Date/Date Range

Click on “Tasks”.

Can view status of “Customer Tasks” and “CPS Energy Tasks”. Delays/Holds are shown

on project/work request tasks.

Customer Reasons could be:

Awaiting Permits
Customer Not Ready
Design Change
Customer Payment
Site Not Ready
Streetlight Letter
Executed Contract
Plat Revision

L work RequesT 0

;“ TASKS

E DOCUMENTS

’1 COMMENTS

Customer Tasks

3&" CONTACTS

Description Status Date/Date Range
Receive Customer Pre-Work Payment Mot Required
5 Site Ready for Construction Completed 08012017
DELAYED: Customer Mot Ready In-Progress 10202017 - 071312017
Ubtain Governmental Permits In-Progress 07312017 - 03/022017
Ingpect Customer Houze Pipe In-Progress 073172017 - 081292017
Confirm Gas Customer is Ready Mot Started 0873072017 - 08/30/2017

CP35 Energy Tasks

Description Status Date/Date Range
Customer Notification Completed 0801217
DELAYED: Delay Due to Outage Required In-Progress 10/20/2017 - Q3072047
Schedule Work Mot Started 08022017 - 0802207
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5.3 Project/Work Request Additions

5.3.1 COMMENTS

Important to enter Comments at the Project level. Email notification will be sent to
Project Owner at CPS Energy when customer enters a comment at that level.

1. Bring up your “Project”.
2. Click on “Comments”.
3. Click on “Add Comment”.

¢=?‘lECT'J‘-y’EF".-‘\E‘.\‘ [" FROJECT TASKS &"\‘C)P_&PEC,ES'S QCCWENTS |‘DCCL‘AEN'B #EC‘J'FC'S

# Add Comment —|

Comments

Wating on verificafion from ¢ustomer b praceed
Comment Type: WR ON HOLD

By ALEJANDRO MATILDA |

Created o 094712018

4. Enter Comments and Click on “Save Comment”.

Add New Comment

Max Length: 2000 characters

5.3.2 DOCUMENTS

Important to enter Documents at the Project level. This will provide visibility to
everyone in regards to all attachments made by the customer.

1. Bring up your “Project”.
2. Click on “Documents”.
3. Click on “Upload Files”.
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Uploaded Files

File Name

Description

4. Click on “Browse for Files”.

Select Files(s)

5. Select File and Click on “Open”.

| = Choose File to Upload

@O-L « CSITraining » Web Portal Training »

Organize ~ New folder

. Favorites
I Deskiop
I Downloads

=& Recent Places

-l Libraries
2*. Documents
4 Music
=, Pictures
! Videos

& Computer
&> OSDisk (C:)

# eds benchmarkina renorts (\ens-sahceom ™

File name: PROXY Customer Agreement Form - -

BE

Documents libr...

- d e

Arrange by: Folder -

Web Portal Training

[@°|KB Homes 012418

= "L KB Homes Sign In Sheets-1-25-18
“X Metropolitan Web Portal Trg - 2-7-18
\ PROXY Customer Agreement Form \
[@|Sign In Sheet

- ﬂ%’Traimiﬂg for Customers on new 2.5 features

a [

Cancel ]

6. Ensure correct file is shown and then Click on “Upload Files”.

Select Files(s)

Q. Browse for Files
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7. This file will show it has been uploaded.

5.3.3 CONTACTS

Select Files(s)

Q Browse for Files
Upload Files ®

Uploaded Files:

0
PROXY Customer Agreement Form_2018-02-25-
13-55-20.docx

Steps to add Contacts are the same at the Project or Work Request Level.

(Contacts entered at Work Request level only will not receive Project updates)

1. Bring up your “Project”. (process shown below is for a Project)

2. Click on “Contacts”.

3. Click on “Add Contacts”.

A} FROJECT OVERVIEW A PROJECT Thsks b work recuesTs ) counenrs E DOCUMENTS CONTACTS
& Add Contacts
Contact Information
Name Type Telephone Email Address
V4 Electricians name Electrician (Motify) {210) 353-4050 x electrician@company.com i}

4. Enter Information and Click on “Save Contact”.

Note: Can select for contact to receive updates/status messages on jobs.

AN

Contact Details

Contact Na;

Contact Type:

Select === ~
Contact Notifications
Contact Receives Update/Status Messages ~
Phone (Numbers Only): Type:
Select ==~

Contact Email:

B Save Contact
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5.3.4 UPDATING PROJECT TASKS

1. Bring up your “Project”.
2. Find the “My Task” to update and Click on “Update Task”.

FHome » WE HEAR vOU
WE HEAR YOU (585)
L prosec C #5 PROJECT TASKS ¥ wiork RequEsTs & conrecr:
My Tasks
Description Status Date/Date Range
Provide Streeflight Letter Net Started - 08082017 e
Obtain ROW / Eassment(s}) Mot Started
CPS Energy Tasks
Description Status Date/Date Range
Autherize Application In-Progress
Provide Account and Address Setup Information Net Started
Perform Pre-Design Meeting Net Started
Request and Obtain Environmental Permits Mot Started
Request ROW/Easement From Customer Net Started
Submit Notice of Intent (NOI) Net Started
Submit Notice of Termination (NOT) Net Started

3. Select appropriate “Task Status” and Click on “Update Task”.
4. Click on “Cancel/Close” if you do not want to update the task afterall.

Process Task

Click on the button below to complete task "Provide Streetlight Letter'.
Select Task Status:

Working
Completed
Deferred

Bypassed
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Section 6: Customer Engineering Assistance

1. Clickon aicon in the toolbar.

Contact, email, and helpful links will be available.

JANE DOE ‘ & L

Customer Engineering Assistance

To contact Customer Engineering
- Call: (210) 353-4050
- Email: CPS Energy: Customer Engineering
= Mail: P.O. Box 1771, San Antonio, TX 78296

Visit us at
- 17281 N. Green Mountain Rd., San Antonio, TX 75247
= 7814 8. Zarzamora, Bidg. #3, San Antonio, TX 78224

For Technical Issues, please contact csiwebaccess@cpsenergy.com, or call 210-353-2450.

Additional Helpful Links
- Customer Portal User Guide
= 2012 S Standard:
- 2012 Standards - Section 600
- CPS Energy Gas Availability Map
- CPS Energy Gas Availability Map

amended Section 500)

Residential Service Links
- Residential Services Application
= Residential Services Checklist
- Residential Development Ch
- Residential Development Application
= Residential Accelerated Services Checklist
- Residential Remodel Checklist

Commercial Service Links:
- Commercial Services Application
= Commercial Services Checklist
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Section 7: Customer Profile User Update

1. Clickon E icon in the toolbar.

2. Enter information you would like to update (user details, emails, and/or password).
3. Click on “Update Information”.

JANE DOE = LOG OUT

Online Customer Engineering Portal User Profile

User Details

‘Customer Unique Tax ID 222222232222
User Name: RESIDENTIAL
User Full Name JANE DOE

Change E-mail
Current Email: MIALEJANDRO@CPSENERGY.COM

New Email:
Confirm Email
Change Password

Please note that the password must be 8-16 characters, contain at least one Upper or Lower Case letter, at
least one number, AND at least one of the following special characters: ~!@#$"&~()_+.

New Password:

Confirm Password:

Update Information +*
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