REQUEST A COMMERCIAL INDUSTRIAL PROJECT

1. Openyour internet web browser.
2. Inthe address bar, type in https://secure.cpsenergy.com/crportal/#/
3. Click SIGN IN located in the top right corner of the page.

English (US) » Encoll SIGN IN

1

Welcome to all things...

Construction &
Renovation

4. Enter your Username and click NEXT.

cps@
Construction & Renovation Portal
Signin

Use your CPS Energy user name

English (US) = Help

Mat a user? Click here to enroll

No Login Required
PDF applications are available for download

Make an Online Payment

Check Your Project Status

5. Enter your password and click NEXT.

cpsey
Construction & Renovation Portal

Hi

Enter your password
I N



https://secure.cpsenergy.com/crportal/#/

6. If your company uses a shared account, please search your Project listing page by
project name, number or address before proceeding with a new application for a site.
This will prevent order duplication and delays in processing.

Please note: The Start Date on the Projects page automatically defaults to 120 days
before the current date and will need to be adjusted to locate older projects.

7. Click the orange plus sign (+) in the upper right corner to add a new project.

Cps * [] Search open projects

Construction & Renovation Portal

Projects

2021-04-08 2021-08-06

(Click 10 view the projects for this account)

8. Select Start A New Project
o

New Project Application

Click on the button below to begin a new project

/ ’ START A NEW PROJECT

You have saved projects which have not been
completed. Click the following button to view / manage
this list of saved projects

VIEW SAVED PROJECT LISTING




9. Inthe New Project Application view, select the Commercial/Industrial option, enter
Project Name and then click on NEXT.

ﬂ F

Wizh the following screens, you will be able to define the:
specifics of your project. If you switch the project type after
beginning the application, all entened details will be lost to
ensure the submitbed details are accurate for the selected
project type.

Bkt YOUT projct type

Mew Project Application

Single Family Home

O M mi-family Complex

Commercial J/ Industrial

| Besidertial Subdvision

) Usility Prefiminary Plan Review (LPPR)
) Customer Assistance

)} Al Nigh Security Licht

i Request New Address

i Request New Accourt

Hiow wiowld you llke fo Ideniify your new projact?

4

HEXT

Please Note: We suggest entering the street address as a project name.

10. Search for an existing address in our database. Enter Street number, Street name, and
approved USPS Zip code (required). Click SEARCH to query.

Please Note: We suggest you do not enter a street suffix or abbreviation. Entering
fewer characters will return more results.

1
Mow you can search for your project address. If not found, vou have the option to request a new address be created
In our systerns. Please ensure the information is accurate.

This process normally takes 1-2 business days. If your address is outside of the City of San Antonio, your request
will be subject to an additional review, which will impact the response timeline,

Street number * Street name * ‘
i Sireet # Is required ) - Street name is raquired
Apt/Unit/Bldg# Zip code *
Zip code is required

* SEARCH




11. Select the appropriate address for your request and a green checkmark will annotate the
selected address.

Please note: You can now enter one order for temporary and permanent services.
Select the standard address version when applying for both with one application. Use the
TEMP address version if only a temporary will be needed for the duration of this project OR
if permanent services have already been requested separately. If you select the temp
address version, you will be progressed to step 14.

Example of when the standard address is selected for permanent OR combined permanent
AND temporary service needs:

a

How you can search for your project address. f not found, you have the option to request 2 new address be
cr=ated in our systems. Please ensune the information is accumate

This process normally takes 1-2 business days. I your address is outside of the City of San Antonio, your regues:
will be subject to an additional review, which will mpact the response timefine.

Temporary address s=lection will oreate a Temporary Blectric Project. A permanent project must be created

separately.
~ Sreecermzerct T |'::'l-r —crme -
502 | |
L

- EEIe T
TEZH |

. SEARCH
_ Bmgusct agdress creation?

General Addreccing Informaticn

OEE‘E 3 EAN ANTOMID TAZ21

{TEMP] 502 + SAM ANTOMED 73221

o Temporary address selection will create a Temporary Blectric Pmoject. & permanent project must be
created separately

BALDH NEXT




Example of temporary address selection.
Please note that if a temporary address is selected, a #T will automatically appear in the

Apt/Unit/Bldg field.

E Y
HWow you can search for your project address. f not found, you have the option to nequest a new address be
created in our systems. Please ensune the information is accurate
This process normally takes 1-2 business days. If your address is outside of the City of San Antonio, your reguess
will be subject ta an additioral review, which will impact the response timefine.
Temporary address selection will oreate a Temporary Electric Project. A permanent project must be created
separately.
Stree sermzerc T | Streae mEmE <
[EEE [LE‘H‘-‘ PAES
iz L
&T {TEEH ‘
-
_ Request address creation?
General Addressing Infarmation
o o2 W ANTONIO 7aZ21
{TEMIP) 502 SAN ANTOMIO 72227
o Temporary address sebection will create a Temporary Blectric Project. 4 permanent project must be
created separately.
-



If the address you require is not returned in the query results, carefully review the
address you entered, to ensure accuracy, then click the Request address creation
checkbox. If requesting an address be created for temporary services, please add “#T” to
the Apt/Unit/Bldg# field. Enter the City (required), then click NEXT.

[ <] ~
New Project
. J Mow you can search for your project address. If not found, you have the opiion To request a
Ap PI ication new address be created in our systems. Please ensure the information is accurate.
Siresst nurmiber * streed name
123 ANY STREET
R Zpcode”
City
78201

iy b recuined for sdiress

00000 B
= EJC) SEARCH
B Fequest addrass creation?

LT &
LI T]

General Addrazaing Information —r

ddre=s selection will creabe o Temparary Ekeciric Progect. & permanent project must be

CPSQ o 123 ANY STREET SAN ANTONIO 782016348

o 123 ANY STREET #2 SAN ANTONIO 78201-5626
w

BACK w— | NexT |

12. Select your service type and select your installation type. This screen will vary, depending
on the kind(s) of service at the address. Choose the appropriate options, paying
attention to those which are Required. Click NEXT.

a

The selected addres= shows to be ready for both electric and gas services. What would you Boe= to manage at this
acation?

Salact your service type - ‘ Exkott your Instaliation type * *

- - =
Electric (®) Permanen:

[l

a5

[i‘.l

Bath El=ctric and Gas

O cookTop DRYER FIREPLACE
O Gas FURNACE T GRILL T HEaTER
] =oTTUE [ owEN O som

T WATER HEATER

Ldditional options and details for your project will be on the following scresns.

BACH * NEXT




13. Select which type of services you will be managing at this address, as well as the
installation type. If Gas or Both electric and gas is selected, a list of gas options is
displayed. Click to check all which apply. Click NEXT.

E Fs
The selacied address chows to be ready for both electric and gas sericss, What would you Bo= to manage at this
ocation?
Sglect your servies type B ko your Instaliation typa =
) Electric (#) Permamer:
) Gas

@ Zoth Electric and Gas

COOKTAR IRYER | FlREmLACE
[ GAS FUSHACE GRILL HEATER
[ HOTTUR a=] (] rooL

| WATER HEATER

Additional options and details for your project will b= on the following screens.
-



14. Enter values for all required fields and any other pertinent fields. Youmay need to scroll.
Select Temporary electric meter at this time, if needed. Click next.

a

Additional Commercial Sarvice Details
What ks tha serres valtage™
i) 1-pham= - 1200280V

() 3-phass - TIEM20V
() 3-phass - 4800277V
'::' “rimany etering
0 axv

=
(]
L

A= ooy b -
srvice VoHege la regulesd

What date would you ke clectric andfor gas service ba
skart? =

Smosctsd Ztart Date

Zmry_nxemd Siers Jeimla mnures

Wi Installation be everhead or undsrground?
': :' yerhead

i,
]

I} Underground

Hawe you already had a preliminary magting with CPE
Enengy?
) ex

-
LIH
v O

Wil you resgulne tlemporary electrie sendea?
() Ho

-
I Yes

Wht Is the amiperage of your serviee?

Service Amperage *

o = A= erm regu el

* Dlmasa nobe that your service start date will
de=pend on the complexity of your project and the
completion of your nesponsibilities.

|5 tharg Infrastructurs requiring remaval ar rebocation?
F
) Yes

"
ot Mo

Dgserbes the trenching soll cxnditlons.
[} Bock

[} Hard Fock

[} Dirt

{ E il

Coemdifos I egired

Please provide additlonal dekzlls fo halp us process yoor requssk.

Additional details..

BALCK

-

NEXT




15. Select (click) the billing account (a green checkmark will appear in the upper, left-hand
corner of the selected account), or request a new account to use for this project and

click Next.

Please note: If the billing account you wish to use is not listed on this page, STOP
the current application entry and Request a New Account as a project type (step 9)
and allow 24-48 hours for the data to be added to your portal account. Requesting a
new account during the application process will cause a project delay.

Select the billing account you would like 1o use for this project

Select the billing account to use far this project.

28

©

] Request a new account

BACK * MEXT

16. In the Project Contact & Billing Details, enter Contact Name, if would you like to receive
project notifications, Email Address, Contact Phone, Phone Type and click on NEXT

Project Contact & Billling Details a

Contact Nama *

Cortac Mame is required

Wauld you like 1o receive project notifications? *

() Do not recelve updates/status messages

O Re»::ei_ve1 u[[:lcatres.f_'stalus messages
dicata 1 notfeations oo used

Fleaze indic

Phene Type *

BACK *l MEXT |




17. In the Project Details view, select the account you wish to assign the project to and verify
all the project information is correct, then click on SUBMIT.

Project Details

Please review the details entered to ensure all information is accurate. Once ready, click the complete button to create your project.

General Information Address Information
Project Type: Large Commercial Services 14559 Navarro undefined, TX 78205 (Address Create
Request)

(Permanent) (Electric / Gas)

Project Specifics

Name: Test Project

Project Contact

Joe Smith
Requested Start Date: 03/20/2020 Test@g.com
Service Voltage (3-phase - 208/120V) Office: (210) 555-5555
Service Amperage: 5000 Receive notifications? Yes
Underground

Infrastructure Remove/Relocate: Yes Billing Details

Soil Condition: Hard Rock (New billing account was requested)

Tax Id: 22222222222

1234 Bill Ave Schertz, TX 78261

BACK - SUBMIT

Preliminary Meeting? Yes

Temp Services: No

Note that Project Documentation may be required and can be uploaded at this time. Click on
CLOSE

Project Documentation & Requirements

Feel free to navigate to thia Files tab within your project and begin attaching the required documents needed for you

1
project. Once they're attached, mark the task complete within the Task 1ab. You can also edit and add project contacts
to your project within the Contacts section of the Project Details Page

If you need assistance, please contact CPS Energy Customer Engineering by phone at 210-353-4050 (Monday - Friday

from 7:30 a.m. - 4 p.m.) or by e-mail &t ce@cpsenergy.com. For Web Porizl assistance, please contact the Web Portal
Support team at (210) 353-2450 or csiwebaccess@mepsenergy.com.




18. In the Project Details window, verify all your information is correct and log the Project

number.

Cps#

Construction & Renovation Portal

Project Address
s02

=] Project Numbar Project Sans
#190029 Appication Pending
GENERAL TASKS © comments

GENERAL DETAILS FOR PROJECT

2 Name (2 Essmand compiction

tast 09/02/2022

Business Partner

Premise ID

Business Partner Name (1

Overhead or Underground (UG)
Service Voltage (1-phase - 120/240V)
TaxID

Gas Service (Y)

Electric Service (Y)

FERMITE

,_”éh

- S——
requiring action

ATTACHMENTS

SAN ANTONIO, TX 78221

CONTRACTOR/ENIINEER ASSIEAMENTS ®

No Conractors/Engneers Assigred

e
= Commercial Service -
New

PROJECT CONTACTS

To 2dd 3 rew contact, expard the below
section, or select 2 contact above 1o edit

datails

Add New (Cick 1o experd)

19. Click on TASKS to update information, upload documents in ATTACHMENTS and note the
CPS Energy Contact information, if needed, for status or billing assistance. The contact

information will be update when your Designer is assigned within the next 48 hours.

< test

PRIMARY ACTIVITIES

= Project Numiber G

(= Project Staws
£#190029

Application Pending

GENERAL . TASKS o COMMENTS

S TASKS FOR PROJECT =

IFrogras
Provide Environmental Checklist and Documents
Environmental Requirements Checklist

it Starset
Provide Electric / Gas Utility Site Plan

Nt Starsd
Provide Load Information Document
Load Information Sheet

Mot Startsd

Provide Meter Loop One-Line Diagram

Q) Customer Project

requiring action

PERMITS’ ATTACHMENTS

Project Address
502 SAN ANTONIQ, TX 78221

cps "

MEREY

IDS GENERAL

CPS Energy Primary Contact
(210) 353-4050
cef@cpsenargy.com

CONTRACTOR/ENGINEER ASSIGNMENTS @

Mo Contractors/Engineers Assigned

PROJECT CONTACTS

To add a new comact, expand the below
section, or select a contact above to edit
details

Add New (Click to expand) v



Please contact the Web Portal Support Team if you have any questions regarding portal
functionality or access:

Email: CSIWebaccess@cpsenergy.com Ph: 210-353-2450
(Mon - Fri 7:30AM - 4PM)



mailto:CSIWebaccess@cpsenergy.com

