
UPDATE A TASK 

1. Open your internet web browser.  

2. In the address bar, type in https://secure.cpsenergy.com/crportal/#/ 

3. Click SIGN IN located in the top right corner of the page. 

 

4. Enter your Account ID and click NEXT. 

 

5. Enter your password and click NEXT. 

 

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


6. Select the project you want to update a task under a company/user. 

 

7. If you would like to update a task for a Project, click the project card. 

 

8. In the menu bar underneath the work request cards, click TASKS. 

9. Notice the list of tasks which reflect documents CPS Energy needs to progress your 

project request. 

 



10. Once a document is ready to submit, Click ATTACHMENTS on the menu. 

11. 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. 

 

 

12. If you would like to update a task for a Work Request, click the appropriate work 

request card. 

 

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. ** 

  



13. Beneath the project and work request cards, you will find a menu bar with multiple tabs. 

Click the TASKS tab on the menu bar. 

14. For those projects and work requests which have tasks assigned, there will be an Action 

Button to the right of the task header (i.e. SITE READY ?) This example is for a Site 

Ready action for a Work Request: 

 

15. For site tasks (i.e. Site Ready or Gas Rough-In Inspections) a checklist will display with 

steps to complete before a successful inspection can take place. These checklists will 

include a Completion Button (i.e. Confirm Site Is Ready) to be pressed when all actions 

on the checklist are complete. This example is for a Site Ready inspection. 

 

  



16. The task status will change to Completed: 

 
17. If the electric and gas are in the same trench, repeat the same steps for the 

corresponding Work Request: 

 

Please Note: 

Results or responses to task updates may vary depending on the project type and/or task 

type. 


