REQUEST A RESIDENTIAL SUBDIVISION PROJECT

1. Open your 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) « Enroll SIGN IN

= Welcome to all things...
& By Construction &
Renovation
4. Enter your Account ID and click NEXT.
cps@
Signin

Use your CPS Energy Account ID

English (US) = Help

5. Enter your password and click NEXT.

cpse
Hi JANE DOE

MIALEJANDRO@CPSENERGY.COM ~

Enter your password [\

English (US) ~ Help



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

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

CQ search by project name, number or address JANEDOE (B @

Construction & Renovation Portal

Projects =  omm
= L~ 160pm;

There are a total of 16 projects available

Select Residential Subdivision as your project type.
Enter the Project Name (required)and click Next.

New Proj ect Appllcatlun ‘iith 1he following screens, you will be able to define the specifics of your
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Howr would you like to identify your new project?
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Project name |5 requined
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9. 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.
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Additional options and details for your project will be on the following
SCTeens
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10. Type in the additional details related to your project, including your Site Ready Date,
Requested Start Date, trenching, etc. (You'll need to scroll). Click NEXT.
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additional Service Details
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11. Select (click) the billing account (a green checkmark will appear in the upper, right-hand
corner of the selected account), or Request a new account to use for this project and

click Next.
New Project Application ®
Select the billing account you would like to use for this project.
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12. Enter the appropriate contact information for the project (you’ll need to scroll) and click
Next.

]

Project Contact & Billing Details

Contact Name *
John Smith

10/ 40

Would you like to receive project notifications? *

(O Do not receive updates/status messages

(® Receive updates/status messages

Tax Id
123456789

Email Address *

Test@gmail.com

Contact Phone *
2105555555

10/10

Phone Type *

Cell - ‘

BACK NEXT




13. Click SUBMIT on the Project Details page for your new project.

0
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: Residential Subdivision /G

Project Specifics

Project Contact

Click the complete button to create the project.

BACK SUBMIT

Once the project is created, tasks will display, based on the type of project. To see those tasks
and upload attachments in response to those tasks, please follow these steps:

1. To upload completed document to your project, click to select the project from the
project list.
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2. If you would like to see tasks for the project, click the project card.

E] Project Number @ Project Status % Customer project

#6 Application Pending

tasks requiring action

3. If you would like to see tasks for a work request, click the appropriate work request
card.

2 WR#102855 2 wR#i0zas4
SMRAL - SERV METER RES AC - UG NRSMG - SERV/MET RES - GAS

(~, Reguesting E-:. Requesting
Work Request Status (3 Work Request Status (3

% Work Request tasks % Work Request tasks

requiring action requiring action

(3 11/04/2019 (3] 12052019
Estimated Completion Estimated Completion

Please Note:

A green checkmark appears in the top right corner of whichever card is currently selected.
** All cards and options are specific to the object with the green checkmark. **



4. In the menu bar underneath the work request cards, click TASKS.
5. Notice the list of tasks which reflect documents CPS Energy needs to progress your

project request.

GENERAL TASKS COMMENTS PERMITS FILES/ATTACHMENTS

’ = TR,
11 TASKS FOR PROJECT ~  5customer X 60PS

Provide Sireetlight Letter

Provide Roll Plans

Provide Site Plan

Mot Stavted

Provide Plat

Provide Utility Plans

6. Once a document is ready to submit, Click ATTACHMENTS on the menu.
7. Click Select a file to be uploaded in the text box, to the right of the paperclip icon. Once
you have chosen your file and clicked Open, in the file navigation window, click Upload

File.
GEMERAL TASKS COMMENTS PERMITS ATTACHMENTS
1 FILES FOR PROJECT I

4=

Motes-11-30-19_2019-12-05-07-36-12.docx
12/05/2019 by Jane Doe




8. Once the upload is complete, notice the FILES FOR number was incremented (from 1 to
2 in this example) and the file information appears below the UPLOAD FILE button. This
may take a few seconds to complete.

GEMERAIL TASKS COMMENTS PERMITS ATTACHMENTS

|| 2 FILES FOR WR#102823

Notes-12-31-19_2020-01-03-10-24-57 bt
01/03,2020 by undefined

Motes-T1-12-12-19_2020-01-03-10-25-1 5.4xt
01,/0372020 by undefined

9. To access a document which has been uploaded, click on the document and select from
the Open, Save, Save as, or Cancel options in the dialog box (Save as is accessed by
clicking the Up-Arrow . next to Save).

‘What do you want 1o o with
Motes-11-30-19_2019-12-16-13-45-22 doe? Open Save Cancel

Fram: dmzsandecha.cpensngy.oom
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