UPDATE ATASK

1. Openyourinternetweb browser.

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

3. ClickSIGN IN locatedin the top right corner of the page.

= Welcome to all things...
&35 B Construction &

Renovation

English (US)

Envoll SIGN IN

1

4, Enteryour Account ID and click NEXT.

cps
Sign in
Use your CPS Energy Account ID
Enter your Account ID
ANC
English (US) ~ Help
5. Enteryour password and click NEXT.
cpse
Hi JANE DOE
MIALEJANDRO@CPSENERGY.COM v
Enter your password =

English (US) ~



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

6. Selectthe project you want to update a task undera company/user.

Projects

There are a total of 0 projects available

How to find your projects? -~
Open -
2020-12-09 2021-01-06
s to retrieve their projects in search result Check All | Uncheck All
O scort gr
Search

=

PEGGY J SCOTT (Click to view the projects for this account) v

SAIFUL H SARKAR (Click to view the projects for this account) v

BUILDING HOME (Click to close) A
@ Testing for script #108568

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

PRIMARY ACTIVITIES

The 1 the actions, comments, files and perm ts ect
. - 1
E] Project Number @ Project Status Customer Project
#108568 Application Pending requiring action

8. Inthe menubar underneaththe work request cards, click TASKS.
9. Noticethe list of tasks which reflect documents CPS Energy needs to progress your
project request.

GEMERAL TASKS COMMENTS PERMITS FILES/ATTACHMENTS

11 TASKS FOR PROJECT = °

Provide Streetlight Letter

Provide Plat

Provide Utility Plans




10. Once a documentis 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 chosenyour file and clicked Open, in the file navigation window, click Upload

File.
:EMERAL 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

12. If you wouldlike to update a task for a Work Request, clickthe appropriate work

requestcard.
P -
= WR#102855 = WR#102354
SMRAL - SERV METER RES AC - UG MRSMG - SERV/MET RES - GAS
— . .
.\_\—/) Requesting C‘/J Requesting
Work Request Status (7] Work Request Status ()
% Work Request tasks Q_/—I Work Request tasks
requiring action requiring action
G 11/04/2019 3 12/05/2019
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. **



13. Beneath the project and work request cards, you will find a menu bar with multiple tabs.
Clickthe 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 exampleisfor a Site
Ready action for a Work Request:

TASKS

& TASKS FOR WR#102854 I

FreTODPERS
Confirm Customer Site Ready for Construction
10/30/2019 - 12/12/2019

CPS Engrgy Service Standards - Site Regdy

15. For site tasks (i.e. Site Ready or Gas Rough-InInspections) a checklist will display with
stepsto 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 checklistare complete. This exampleisfor a Site Ready inspection.

Site Ready Acknowledgement

th CPS Energy Service Standards - Site Ready [Underground

Semvice].

‘ Confirm Site s Ready




16. The task status will change to Completed:

pmer Site d}ﬁdy for Construction

CPS Enerqy Service Standards - Site Ready 0

17. If the electricand gas are inthe same trench, repeat the same steps for the
corresponding Work Request:

w WR#40385773 w  WR #40385774

&=  SMRAL - SERV METER RES = MREMG - SERV/MET RES -
AC-UG GAS

lp'_ e .

(v, Requesting @ Construction Work Compl...
Work Regquest Status (3 Work Request Status (i}

:] Work Request tasks lF Work Request tasks
requirimg action requiring action

5] o02r28/2020 (5 oz/07/2020
Estimated Completion Estimated Completion

Please Note:
Results or responses to task updates may vary depending on the project type and/or task
type.



