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Section 1: Construction & Renovation Web Portal Objectives

CPS Energy continues to engage in process and system initiatives to better serve
our customers. The Construction & Renovation Web Portal has been developed
to improve communication between our customers and their Designers
regarding the requirements and status of their projects. Customers have 24/7
visibility and the ability to create projects, update work request tasks or to
review schedules. Communication has also been improved as email notifications

are dispatched as the status of specific project-work tasks are updated.

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

better. Please email CSIFeedback@cpsenergy.com or call 210-353-2450 to leave

your comments or suggestions.



mailto:CSIFeedback@cpsenergy.com

Section 2: Web Portal Access

2.1 Initiate Registration through Web Portal

1. Link to the Web Portal:

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

2. Select “Enroll” option.

Construction & Renovation Web Portal

& ||

&, Password

SIGN IN =%

Enroll
Forgwissk — ?

3. Complete the Online Form and submit. Please note mandatory fields (*).

Customer Details

Business/Cusiomer Name *:

Portsl User Name *

Emgil *:

Cenfirm Email *:

Phone Number *:

N nannnn n
Fax Number:
N nannnn n

Company Mailing Address

Strest Number = Straat Mams *:
Apt [ Unit #: City =:
State: Zip Code *:

Motes: Additional detail to help identify your account

Account Details

Cnee enrolied, the customer web portal will reguire 3 commercia
billing account to process new work orders.

You have the aption to use an existing commercial billing account
with CPS Energy. This may expedite the processing of your
enroliment and allow you to view existing work that is related to that
account. In the form below, please select "Yes" from the dropdown
menu and inclede the identification information for the existing
account.

If you do not have an existing commereial billing account, in the
form below, plesse select "Mo” from the dropdown menu. Enter the
information you would like CPS Energy to use to create your
account.

Do you have an existing commercial billing account with CPS
Energy? *
Please select one... [+]

Identification Mumber: *
(Federal Tax ID { EIN (Employer Identification Number) /
ITIN ! 55N)

Customer of Record: *

For new accaunts, enter the name as you would like it to be
sted en the commercial billing account. This can be either the

cormpany's or individual's name.

Account Billing Address Dl capy Mating addrece

Sireet Number *: Street Name *
Apt /[ Unit & City *:
State *: Zip Code *



https://secure.cpsenergy.com/customereng/index.jsp
https://secure.cpsenergy.com/customereng/index.jsp
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2.2 Subcontractor Authorization

A company can provide permission to a Subcontractor(s) or other individuals to
create and update projects on their behalf. To do this, a “CPS Energy
Construction & Renovation Web Portal Authorization Form” should be
completed.

1. Email csiwebaccess@cpsenergy.com or call (210) 353-2450 to request a form

be sent to you.
A new form must be completed with each Project and personnel change.

CpsS®@

Construction & Renovation Web Portal
Authorization Form

Instructions: This form allows CPS Energy to provide your subcontractors or other
individuals with permission to create and manage a Project on your behalf in the
Construction & Renovation Web Portal. Please complete all fields, and sign and date this
form. Please note that you can add or delete authorized individuals at any time by simply
completing and submitting a new form.

Please print clearly and submit completed form to CSIWEBACCESS@CPSENERGY COM.

Project Name:

Project Address:

Crwner/Developer Name:

Authorized Representative Name/ Title:

Authorized Representative Phone:

Authorized Representative Email:

Authorized Individuals:

Add or
Delete | Name Title/Company
A/

It is understood that by signing this form, that the above-listed authorized persons will be granted access
ta all information related to your Project in the CPS Energy Construction & Renovation Web Portal. It is also
understood that CPS Emergy is released from amy all claims of any type arsing from sharing this
information with the abowve mentioned parties. Flease note that this form does not grant access to any
customer or billing information in the “Manage My Account™ web portal.

Signature of Authorized Representative Date

2. Return the completed the form to csiwebaccess@cpsenergy.com for
processing.



mailto:csiwebaccess@cpsenergy.com
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Section 3: Getting Started in Web Portal

a. Loginto the Web Portal: https://secure.cpsenergy.com/customereng/index.jsp

Construction & Renovation Web Portal

a |

& | Password

SIGN IN =

Enroll

Forgot Username or Password?

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

b. Select an option to review a previously created project or to create a new
project.

- Projects Home

= Listing of your project currently in process
Active Projects
Create a new project o manage work
Add a New Project
Q Look up a project by street address, project number or project name

Project Search

h Listing of all projects which have been completed and closed

Closed Projects

c. Portal Toolbar Definitions:

DEEEEE

] Q e & JANE DOE ®L0G0oUT

. Home Page

. Create New Request

. Search for Work

. Customer Engineering Assistance
. Update/Edit User Profile

. Sign-In User Profile Name

. Log Out

N OO o AW N
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Section 4: Creating Projects in Web Portal

4.1 Key Categories to Create Project

There are 5 key categories in creating a project:

4.2 Project Type Selection

Click on Add a New Project or the Plus Sign on the Toolbar to
start a new project, then select the Project type option:

Projects : Create Work

What type of project is this?

To underetand the step-by-slep process for your project, refer 1o Construction & Renovallon Step-Dy-S1ep Process=s. When you are ready
1o apply, select the project type below.

Single-Family Homea

Apply Tor tempaorary or parmanant earvice for New Home Construction.

Multl-Family Complax

L]

Commercial Industrial

o

Rasldantial
Subdivialon

2

Customer Asslstance

Apply Tor tempaorary or permanant eervice for 3 Multl-Family Buliding.

Apply for tempaorary or permanent eervice for 3 Commarckal Bullding.

Apply Tor service Infraetructure for 8 Subdivision Development.

any other type of requast

Ei%

Regueet new conztruction bliing account or new addrass for service

Requast New Account
Requaszi Hew Addrass

° Single-Family Home (Residential Services)

° Multi-Family Complex

° Commercial/Industrial (Small and Large Commercial Services)

. Residential Subdivision

° Customer Assistance (Project Types Not Related to New/ Relocate Services)
° Request New (Billing) Account/New Address (Prior to creating a Project)

7




4.3 Single-Family Home Project Examples

** Temporary and Permanent Residential Service Requests MUST go on
separate projects**

Temporary Service Requests:
Should be created at the time the service is needed. For these requests, CPS will
assume the temporary is built and the site is ready to proceed.

Temporary Service addresses incorporate a “#T” into the address format:
ex: 123 Any Street #T, San Antonio TX 78201

Temporary Service orders are scheduled within 7 working days of order entry,
excluding the necessary time to create an address if required.

Permanent Service Requests:
Can be created at any time. CPS will not proceed until the request is marked
“Site Ready”.

Permanent Service addresses will use the standard addressing format:
ex: 123 Any Street, San Antonio TX 78201

This format may include unit numbers.
ex: 123 Any Street #1, San Antonio TX 78201

Permanent Electric Service orders are scheduled for delivery within 17 working
days of receiving Site Ready confirmation.

Permanent Gas Service orders are scheduled for delivery within 20 working days
of the receiving Site Ready confirmation.

*Note: If the “Complete Task” button is not available for Site Ready update, it
means the City inspections have not been completed.




4.3.1 Temporary Service

1. Click on Add a New Project or the Plus Sign on the Toolbar to
start a new project.

Click on “Single-Family Home” to select the order type.

Enter the mandatory fields - Street Number, Street Name, and Zip Code.
Click on “Search”.

Select the Address with “#T”.

QCI’EEIE Work : Residential Services

SeiectLocaben Type Provide Location

Search for the address,

vk wnN

Enier he necessary information to locate he 3daness; sirest number, streel name & Zip code are requined * Nekds
ROTE: The more sccurabe the information the Detier the search will be ot locating the sodress.

Sreel Numbes * Straat Hame - Apt i Uit & Zip Code *

Ay Strawl TR0

Seroll diown snd select the comect sddness fnom the ket

Please Nobe: Sardces opbions will be basad on your sslection (Le. Temporany Sanaces "1 )

123 ANY STREET
SAN ANTOMID, TE201-6342

123 ANY STREET, #2
SAN ANTOMIO, THI01-5635

123 ANY STREET, &1
SAN ANTOMIO, T804

& Salect SAN ANTOMID, TE04-3126

6. If the Temporary Address you are creating the order for is not available,

click on “Request Address Create”.
Address Not Found?

If 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.

Your New Address request will be submitted with this application and will be processed within 4-5

@ Reguest Address Create business days.
Street Number: Street Name Apt / Unit # City Zip Code
123 any 78201

7. Verify the Address to be requested and Click on “Next” to continue.
9




8. Select the Temporary Service icon (“l want to do something else”).

Create Work : Residential Services

Select Type Provide Location Select Services
L ) NS

| want to do something else.

| want to add permanent electric andi/or

gas service.

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 Existing Electric Existing Electric
Electric Service Service Service

) Add Lights Existing Gas Service Existing Gas Service
Existing Lights Existing Lights
Existing Temporary Existing Temporary

9. Select desired service.
10. Click on “Next” at the bottom right to continue.

10




11. Select your Billing Account or Request New Account if not listed.

[:] Create Work : Residential Services

Select Type Provide Location Select Services Select Account

Select your billing account.

- 1. (0105203562) GRACE TABERNACLE

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

NOTE: processing can take a few days to complete.

B Request New Acct

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

11




13. Enter Project Details:

Create Work : Residential Services

Select Type Provide Location Select Services Select Account Create Project

- . \ [ ?
Project Details VWhat is the expected square foctage”

Project Mame *

Please use Project Address Have you already had a preliminary meefing with CPS
Energy?
Before CPS Energy can install your senvice, you will need to Zelact —=

prepare your site according to CPS Energy Service Standards -
Site Ready and make any applicable payments.
Will installation require sireet lights?

When do you estimate your site will be ready? = Salect ==

Will you require temporary electric senice?

** Dosa not create a Temp Work Raqueei -
Based on your selected date, the CPS Energy Estimated

Delivery Date is: Select ==
Is this a new or existing structure?
Select ===

Provide any details to help us better assist on this project.

Project Contact Information Email Addrsss ™

Contact Mame *:

Confirm Email:

Contact Motifications:
Contact does not receive Update/Status Messages Strest Mumber  Sfrest Name:

Yaour Business Address

Phone (10 Digit Mumber Only) *: Typs:
Select ==[v] Apt § Unit £ City:
State: Zip Code:
Select ===

Note: Must select Notifications for Contact to receive updates/status messages on jobs.

14.Click on “Submit Application”.

REQUEST RECEIVED!

&

Your project 123 Any (Project # 66591) has been successfully created.

Go To Project 3

Note: If requested, the Address Request Notification number will be included for your reference.
Please allow 24-48 hours for Addressing to update our database. Additional information may be

requested if needed to complete.
12




4.3.2 Permanent Service

1. Click on Add a New Project or the Plus Sign on the Toolbar
to start a new project.

2. Click on “Single-Family Home” to select the order type.

3. Enter the mandatory fields - Street Number, Street Name, and Zip
Code.

4. Click on “Search”.

5. Select the Standard Address option.

Create 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 *
123 Any 78201

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")

123 ANY STREET
@ Select SAN ANTONIO, 78201-6348

123 ANY STREET, #2
@ Select SAN ANTONIO, 78201-5626

123 ANY STREET, #T
@ Select SAN ANTONIO, 78201

123 BETHANY PL
@ Select SAN ANTONIO, 78201-3126

6. If the Permanent Address you are creating the order for is not available,
click on “Request Address Create”.

Address Not Found?
If 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.

Your New Address request will be submitted with this application and will be processed within 4-5

Street Number. Street Name: Apt /[ Unit £ City: Zip Code
123 any 78201

7. Verify the Address to be requested and Click on “Next” to continue.

13




8. Select Permanent Service icon (“l want to add permanent electric
and/or gas service”).

Create Work : Residential Services

Select Type Provide Location Select Services

| want to add permanent electric and/or

| want to do something else.
gas service,

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 services.

(Select all that apply)

Add Services

[ 1 Add Electric Service

[ ]Add Gas Service

9. Select desired service - select Electric & Gas if in the same trench.
10. Click on “Next” at the bottom right to continue.

14




11. Select your Billing Account or Request New Account if not listed.

D Create Work : Residential Services

Select Type Provide Location 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.

B Request New Acct

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

15




13. Enter Project Details:

Create Work : Residential Services

Select Type Provide Location Select Services Select Account Create Project

- . \ [ 7
Project Details What is the expected square footage?

Project Mame *

Please use Project Address Have you already had a preliminary mesting with CPS
Energy?
Before CPS Energy can install your service, you will need to
Select == ~
prepare your site according to CPS Energy Service Standards - Slee =
Site Ready and make any applicable payments.
Will installation require strest lights?

‘When do you estimate your site will be ready? = Select ===

Will you require temporary electric senice?
“* Doss not creats 3 Temp Work Requeat =

Based on your selected date, the CPS Energy Estimated

Delivery Date is: Select ==
|5 this a new or exisfing structure?
Select ===

Provide any details to help us better assist on this project.

Project Contact Information Email Address *:

Contact Mame *:

Confirm Email:

Contact Motifications:
Contact dees not receive Update/Status Messages Street Number:  Strest Name:
Your Business Address
Phone (10 Dagit Mumber Only) *: Type:
Select == Apt ! Unit & City:
State: Zip Code:
Select ==

Must select Contact Notifications to receive updates and messages via the Web Portal.

14. Click “Submit Application”.
REQUEST RECEIVED!

&

Your project 123 Any (Project # 66591) has been successfully created.

Go To Project

Note: If requested, the Address Request Notification number will be included for your reference.
Please allow 24-48 hours for Addressing to update our database. Additional information may be
requested if needed to complete.

16




4.4 Multi-Family Complex Project
This project type is not address-specific

1. Click on Add a New Project or the Plus Sign on the Toolbar
to start a new project.

2. Click on “Multi-Family Complex” to select the order type.

3. Select the desired services.

4. Click on “Next”.

() create Work : Multi-Family

Select Location Type ) Select Services

Select the desired services.

Add Services Relocate Services Remove Services
[ add Elsctric Service [ Retocats Existing Electric 3srvice ] Remaovs Existing Elsctric Servics
[ add zas service ] Retocate Exiating Gas Service [ remave Existing Gas servics
[ scu Lignts [ Retocats Existing Lignis ] Remaove Existing Lignts
[} ann Temparary Elsciic Sarvice [ Retocats Existing Temporary [] Remaove Extsting Tamporary

5. Select Billing Account or Request New Account if needed.
6. 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 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.

B3 Request New Acct

17




7. Enter Project Details:

Create Work : Mulfi-Famity

Wihat ks the name of the Projedt™ =

Wihat ks the location or nessrest interseclion?

WWhat hype of Dusiness ar= expected for this project?

How many unlts ene In this project”

Wihat s the axpectsd sverage squers foctags

Heram you already had & preliminary mestng with CPE Enemgy™

SRR - [~

Project Confact Informafion

Combact Mame:

Combact MoTfications:

Contact does not necsfee UpdeteEistos Messages E

Fhone (90 Digit Mumiser Only} Type:

Emimct == [n]

Emall ASress:

Confimm Email

Stre=t Numbar. Edremat Mame:

AptrUnE = CRy:

Einie: Zip Tods
EC=Ts

Wihatdaie do pou estimete your ske will be ready for CPE
Enermy o bagin construchon?

Mot Plapse allow Sme o compiete your responsibibies and
ke spplicabie payments In advano: of the date you estimabe
your sie will be sy,

WWhatdete would you Nos slecivic andior ges senice fo stant?

pdofe- Thes date you it s subject bo change besad on the
compiexity of this s=leched project and compietion of your
respansibiiffies. For maore information plesse oall 4 0-353-4050

What ks the service wolage?

= there Infrastruciurs requiing remavel ar relocation?
SR m— E

Deecorice the tnenching soll conditicns?
ST m—c [

[ 0o you need an addness crestsd?

Eireet Mumber: Efrest Name:

AptiUnk= CRy:

State: ZIp Cote
Sl m—

Provide any detalis o heip us better asxist on this project

Must select Contact Notifications to receive updates and messages via the Web Portal.

8. Click “Submit Application”.

REQUEST RECEIVED!

Your project 123 Any Multi-Family (Project # 66592) has been successfully created.

Go To Project 3

18




4.5 Commercial/Industrial Project

1. Click on Add a New Project or the Plus Sign on the Toolbar
to start a new project.

2. Click on “Commercial Services” to select the order type.

3. Enter the mandatory fields - Street Number, Street Name, and Zip Code.

4. Click on “Search”.

5. Select the appropriate Address.

6. If the Address you are creating the order for is not available, click on
“Request Address Create”.

7. Verify the Address to be requested and Click on “Next” to continue.

Create Work : Commercial Services

Saelect Location Type Provide Location

Search for the address.
Enter the necessary information to locate the address; sirest number, street name & zip code are required * fislds.
MOTE: The more accurate the information the better the search will be at locating the address.
Street Number * Street Name * Apt [ Unit # Zip Code *

123 Ay 78201

Seroll down and select the comect address from the list

Please Note: Senvices options will be based on your selection (1.e. Temporary Senvices "#T")

123 ANY STREET
© Select SAN ANTONIO, 78201-6348

123 ANY STREET, #2

@ Select SAN ANTONIO, 78201-5626
123 ANY STREET, #T
@ Select SAN ANTONIO, 78201

123 BETHANY PL
@ Select SAN ANTONIO, 78201-3126

Address Not Found?
If the address is not listed above, you can request that a2 new one be created by CPS Energy.

Mote: There may be a temperary 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 turmaround.

Your New Address request will be submitted with this application and will be processed within 4-5

@ Request Address Create business days.
Strest Mumber: Strest Mame: Apt f Unit # City: Zip Code
123 Any 78201

19




8. Select desired services.
9. Click on “Next” at the bottom right to continue.

D Create Work : Commercial Services

Provide Location ) Select Services

Select the desired services.

Add Services Relocate Services Remove Services
[ aod Electne service [ Retocate Existing Exsctric Sarvica [ Remove Exieting Elecinic Service
[ aad cas service [ Retocate Exiating Gas Servica [ emave Existing Gas Service
[ aa Lignts [[J Retocate Existing Lignts [[] remave Existing Lighta
[[] add Temparary Eleciric Servics [ Retocats Existing Temporary [ Remove Exieting Temparary

10.  Select Billing Account or Request New Account if needed.
11.  Click on “Next” at the bottom right to continue.

D Create Work : Commercial Services

Select Type Provide Location 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.

B3 Request New Acct

20




12.  Enter Project Details:

. Create Work : Commercial Services

tolect Type ) Provide Lossion ) teinct tarvices toteot Account ) Create Progect
Project Details What Is Ihe senvioe voltage? 4
Project Nama * N, )
PROJECT NAME AND ADDRESS AN IS Sy 2 Y S— -
VWhat date would you Iike Siectric ancdior gas senvice 10 stant? Select ==> ~
09272019 =
16 there Nastruciure raquinng removal or relocason?
Flaase note that your SEnIoe §1a da%e wil Jepend on he
compiexity of your project and the compietion of your Datcribe ?hs renching soll conatons?
rasponsDiiias 026Crbad In he Consducion & Ranovation -
Step-Dy-Step Processes Seiect == ™M
Provide any detals 10 haip us Detiar 3szst On this project.
Projact Contact Informagion e
Contact Name
. Confirm Emait
Contact Notifications:
Contact doss ot recalve Update ' Sttus Messages v Syeet Number:  Sveet Name
‘ J YOUR BUSINESS ADDRESS. NOT
Pnane (10 Digit Number Only) Type PROJECT ADDRESS
Select =] Apt/Unt®: chy:
State: 2p Coge
SeiRct == v

om |

Must select Contact Notifications to receive updates and messages via the Web Portal.
13.  Click on “Submit Application”.

REQUEST RECEIVED!

o

Your project 123 Commercial (Project # 66524) has been successfully created.

Go To Project =

21




4.6 Residential Subdivision Project

This project type is not address-specific

1. Click on Add a New Project or the Plus Sign on the Toolbar to
start a new project.

2. Click on Residential Subdivision” to select the order type.

3. Select the desired services.

4. Click on “Next”.

D Create Work : Subdivision

Select Location Type Select Services

Select the desired services.

Add Services Relocate Services Remove Services
[l aga Ewctric sarvica [ Relocats Extsting Elecinc Service [ Remave Exiating Elactric Sarvice
[Jaga Gaa servica [ relocats Exluting Gas Sarvice [ Remove Exlating Gas Sarvica
[ agd Lights [ Relocate Extsting Lighta [] Remove Exlating Lignts
[ Add Temporary Electric Ssrvice [ Relocate Extsting Temporary [] Remove Exlsting Temporary

5. Select your Billing Account or “Request New Account” if not listed.
6. 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.

B Request New Acct

22




7. Enter Project Details:

Create Work - Subdivision

Witai Is tha namse of the Praject? = I thare infraginuciure reguining remaval o releasan?

Zalec B
WiTal 18 Ihe IDCaToR oF NEareE] METEECuan ™ Cescnbe Mme WENChing Eoil Conamnsg?

Saleet mas )
FOOW MARY 1018 Sre: N i PO T Vim0 Wil PO Ihe: INENERING INsRasen ™

Salei] === =3
YWihalls the expecied average sguane foolage Vil there be heat pumps on these premisesT

SBIECt === ll
Wital dale do you eslimaia your sie wil be ready for CRS Vil thare De gas Tumaces on Thees pramisesT
Enargy 10 DEgn SShEUCHonT [ ]

[}
VWl the Romnes B2 2290 Kot Ine?

MO PRRNES Mita BIME B3 COMPISEE yOUr EEponsDilles ang —— B
make appiicalie payments In advance of e dale you estimale
YOUF AIt Wwill D& ready. Prowioe any detalis b help w5 D2fer 35siEL on Ps projact.

WIRal axle would YU e SEcane 3na7or g3 Bervice 10 BT
]

Mool THE aNlE pdu BEIECE B Subjesl 15 ChAMAGE BaEEd Of he
compiaymy of MG GeGaCied projecy 300 CompIiason of your
FEERONEDNDEE. Fod MONE INMAMADON plEabe S5l 210-383-4050
or g9 te: Customar En g 8

Have you siready had 2 preiminary mesfing wilh CPS Enengy?

Seled == ZI

Froject Contact Infoemanion Ll Do you nead an andress aated™

TAES] Kame: Sreat Numbar Sreal Narms

Contacl NoficaSons Apd J Unlt=; cay
Caontact does cehve UpdateStatus Metsages L¥l
g | y
Saaia; Zip Code
Phare (10 Cigit Mumder Qniy): Type:
E2ian) - ~

|

Eman Adansss

Taffiom Emalt

Sireet Numiber: Sineel Mame.

ApT 7 UnR = chy.

Stane T Tode

SRCT m- ~

Must select Contact Notifications to receive updates and messages via the Web Portal.

8. Click on “Submit Application”.

REQUEST RECEIVED!

Your project 123 Any Residential Subdivision (Project # 66595) has been successfully created.

Go To Project
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4.7 Customer Assistance Project

This is used for other project types not related to New or Relocate Services (ex:
shoring or removing or relocating poles, sleeving lines, etc.)

1. Click on Add a New Project or the Plus Sign on the Toolbar E
to start a new project.

Click on “Customer Assistance” to select the order type.

Enter the mandatory fields - Street Number, Street Name, and Zip Code.
Click on “Search”.

Select the appropriate Address.

o UV hA WwWN

If the Address you are creating the order for is not available, click on
“Request Address Create”.
7. Verify the Address to be requested and Click on “Next” to continue.

- Create Work : Customer Assistance

Select Type Provide Location

-+

Search for the address.
Enter the necessary information to locate the address; sirest number, street name & zip code are required * fislds.
NOTE: The more accurate the information the better the gearch will be at locating the address.
Street Number * Street Mame * Apt 7 Unit # Zip Code *

123 Any Sireet 78201

Scroll down and select the comect address from the list

Please Mote: Senvices options will be based on your selection (1.e. Temporary Services "§T")

123 ANY STREET

SAN ANTONIO, 75201-6348
123 ANY STREET, #2

SAN ANTONIO, 75201-5626
123 ANY STREET, #T

Address Not Found?
If 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 turmaround.

F ; 4 Your New Address request will be submitted with this application and will be processed within 4-5
@ Reguest Address Create ' Jbusiness days.
Street Mumber: Strest Mame: Apt [ Unit #: City: Zip Code
123 Any Street 78201
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8. Select Billing Account or Request New Account if needed.
9. Click on “Next” at the bottom right to continue.

D Create Work : Customer Assistance

Select Type Provide Location 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” bution to have CPS Energy create the new account.

NOTE: processing can take a few days to complete.

B Request New Acct

10.Enter Project Details:

Create Work : Customer Assistance

Project Details Project Contact Information
Provide a short description for your request? * Contact Name:
What date do you estimate your site will be ready for CPS Contact Mofifications:
Energy fo begin construction? Contact does not receive Update/Status Messages ﬂ
08/29/2019 =]
Phone (10 Digit Mumber Only): Type:

Note: Please zllow time to complete your respensibilities and
make applicable payments in advance of the date you estimate Select ==V

your site will be ready.
Email Address:
‘What date would you like electric and/or gas service to start?

=]
Confirm Email:
Note: The date you select is subject to change based on the
complexity of this selected project and completion of your
- ) ) azaane,
responsibilities. For more |nform§tlor1 please call 210-353-4050 Strest Numbsr- Strest Name:
or go to: Customer Engineering Assistance.
Provide a brisf description of your assistance request so that we
can better assist. Apt / Unit #: City:
State: Zip Code
Select === ﬂ

Must select Contact Notifications to receive updates and messages via the Web Portal.

11.Click on “Submit Application”.
REQUEST RECEIVED!

Your project Customer Assistance (Project # 66596) has been successfully created.

Go To Project =

25




Section 5: Managing Project Data in the Web Portal

5.1 How to Search for Projects to Update

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

a. “Active Projects” or

b. “Project Search” or

c. the Search icon on the banner

- Projects Home

—

Active Project(s)

Add a New Project

Q

Project Search

Closed Project(s)

CUSTOMER B LOG OUT ‘

Please note that the Web Portal will be offline 11-10-18 to11-11-18, TPM-5AM, for database management

Listing of your project{s) currently in process

Create a new project to manage work

Look up a project by street address, project number or project name

Listing of all project(s) which have been completed and closed

Project Search will query by Project Number or Address. Enter data into either field and
click “Search” to see Project Listing

Project Search

FPraject &

Praject Mame:

Address Search

Etreet Mumber:

Addrece { Btreet Mame]:

any

Search Results:

Dasaripiion
AC-35- TEMP -NANCY R (ANY BTREET) (123 ANY ETREET #T1, , BAN ANTONIC, TX TE205]

Dazoription

m ACEIE REGRESE TEST -122 ST-MANCY (ANY STREET) (122 ANY ETREET =T, . SAN ANTONIO, TX
7E201-)
Dasoripiian
m 123 Anry temg. (ANY STREET) (423 ANY STREET £T, , SAN ANTONID, TX 7520+
Dazoription
m 3 ANY TEMP - EETESAN TEST (ANY STREET) (112 ANY ETREET #T1, . SAN ANTONIO, TX

TEXOH

3. Click on “View Details” to open the Project to update.
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5.2 Project / Work Request Icons (for mobile view)

Project level:

= = e
OVERVIEW ¥=— PROJECT TASKS b \yoRK REQUESTS
. .
P_. PERMITS Wy ccamENTS - DOCUMENTS Ta® COMTACTS
Work Request level:
o — b 1 I
o yenyEw Y= TASKS W) coumenTs . DOCUMENTS Tam® CONTACTS

5.3 Updating Work Request Tasks
1. At Project level, click on the Work Request icon.

2. Select the Work Request to be updated and open (“View Work Request”).

] N
t=rroscTTasks | MM WORKREQUESTS Q rerums Wy cuenTs B occuvents F&RconTacTs

an FE

Work Requests

Description Status

(40213318) 5234 SAN FIDEL WAY Release to Construction
View Work Request

3. Click on “Tasks” tab.
4. Click on “Complete Task”.

e . .
; OVERVIEW = TASKS ..‘ COMMENTS - DOCUMENTS Tam® CONTACTS
Customer Tasks
Description Status Date/Date Range
Confirm Customer Site Ready for Construction Completed 03/05/2019
CPS Energy Service Standards - Site Ready
Obtain Governmental Permits Mot Required
Inspect Customer House Pipe Mot Started 07/26/2015 - 07/26/2018
Complete Task
Confirm Gas Customer is Ready Mot Started 03/18/2019 - 0311942019
CPS Energy Tasks
Description Status Date/Date Range
Schedule Work Completed 03/06/2019

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

FProcess Task

Click on the button below to complete task “Inspect Customer House Pipe".

Complete Task

CancelClose

Update Site Ready on Electric and Gas Work Requests at the same time if in the
same trench.
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5.4 Gas Inspection Process

From the Work Request Task level, the “Complete Task” button will be visible to

trigger the House Pipe (Gas Rough-in) Inspection if preceding tasks have been
completed.

o — h
e Y TASKS .J:: IENT . OCUMENT. === TACTS
Customer Tasks
Description Status Date/Date Range
Confirm Customer Site Ready for Construction Completed 03/05/2019
CPS Energy Service Standards - Site Ready
Obtain Governmental Permits Mot Required
Inspect Customer House Pipe Mot Started 07/26/2018 - 07/26/2018
Complete Task
Confirm Gas Customer is Ready Mot Started 03/18/2019 - 031192019
CPS Energy Tasks
Description Status Date/Date Range
Schedule Work Completed 03/06/2019

Once “Complete Task” has been clicked, the Work Request Overview will reflect
the Task Status change to “In-Progress”.

The Gas Inspection Status can be monitored from the Work Request Overview

tab. Status will change accordingly, from Pending to Dispatched, Enroute, Onsite,
Turndown and Completed.

If the Inspection fails, status will change to “Turndown” and notes will be added
to the Comments tab:
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= = Qii"r",‘.’ NTS ‘ :;2

Comments

Add Comment

MDS ORDER 40262718RIIG6 COMPLETED BY USER "*eremeesmmssssss :51:30, COMPLETION CODE = C2, TECH REMARKS = inspection approved
Comment Type MDS_GAS_ROUGH _IN

By VSSINTERFACE

Croated on 07052019 00:00:00

MDS ORDER 40262718RIIGS TURNDOWN BY USER 14365 2019-07-03 14:05:29, TURNDOWN CODE = 99, TECH REMARKS = failed pressure test 5x
Commert Typs MOS_GAS_ROUGH_IN

By VSS INTERFACE

Created on 072019 00:00:00

MDS ORDER 402627 18RIIG4 TURNDOWN BY USER 14365 2019-06-20 10:28:10, TURNDOWN CODE = 99, TECH REMARKS = failed pressure test
Comment Typs MOS_GAS_ROUGH_IN

By VSS INTERFACE

Croated on DG/2072019 00:00:00

MDS ORDER 40262718RIIG3 TURNDOWN BY USER 10744 2019-05-23 10:04:32, TURNDOWN CODE = 99, TECH REMARKS = RII-F NO GAUGE
523119 246

Comment Type MOS_GAS_ROUGH _IN

¥y VSS INTERFACE

Craated on 0NZ2019 00:00.00

MDS ORDER 40262718UEDAG1 COMPLETED BY TECH C0012240 AT 2018-05-20 09:07:26 COMPLETION CODE = CA, TECH REMARKS =
UNDERGROUNDS COMPLETED BY MILLER BROS 5-20-19

Comment Type MDS_UEDCR_COMMENTS

By VSSINTERFACE

Cr on 052002019 00:00:00

MDS ORDER 40262718RIIG2 TURNDOWN BY USER 10744 2019-05-16 15:41:46, TURNDOWN CODE = 99, TECH REMARKS = RII-F B/O P/T §/16/19
246

Comment Type MDS_GAS_ROUGH_IN

By VSSINTERFACE

Croated on 051672019 00:00:00

The Work Request Task Status will revert to “Not Started”. Once corrections have
been made, the “Complete Task” button again be clicked to re-trigger the Gas
Inspection.

Once the Inspection has successfully passed, the Work Request Overview status
will change to “Completed”.
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Section 6: Customer Options

6.1 Requesting New Account/New Address

- AR
Request New Accoun t

Request New Address New Account Request New Address Request

Request New Account is to create a new billing account.
Request New Address is to have addresses created for future projects.

Click on “Add New Project” to show project types.
Click on “Request New Account” (billing) / “Request New Address”.
Select appropriate icon for action needed.

wnN e

Complete information fields and Submit Request.

A notification number will be listed on your request confirmation and an email
will be issued to the primary Project Contact. Accounting and Addressing
Departments will be notified of your request and will contact you for more
information, if needed, and to confirm when your request has been completed.

6.2 Additional Information Features

Q . 20
-‘ COMMENTS DOCUMENTS @l® CONTACTS

6.2.1 Comments

It is important to enter comments at the Project level to communicate with your
Project Designer at CPS Energy. Comments will be displayed in chronological
order. Inspection turndown notes from the field tech will be included in this
section for your corrective action.
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Please note that the Web Portal will be offine 11.10.18 1011-11.18, 7PM.5AM, for database management

147 AON PLACE (Gas Servee

|4
i

& coves | B

..
Be
be

Conyments

be able 1 jest comments and the order ey are shown In the portal
DT e PORTAL
By CENTEX HOME S
reated on 052319

$6rt MVOKE RF 935 SenKe
Comment Type PLANNER
By RALPH JASON
Created on 12927017

ommeet Type PLANNER
By RALPH JASON
Created on 10802017

6.2.2 Documents

It is important to upload documents at the Project level. This will provide
accessibility of documentation to everyone who is allowed access within a
Project.

Files will be listed by order of archive date and require a brief document
description to be included at upload.

File size limitations have not been set but please optimize documents for faster
data transfer.

6.2.3 Contacts

Contacts entered at the Project level will have the option of receiving notifications
when tasks are completed at the Project AND Work Request levels.

Contacts entered at the Work Request level will only have the option of receiving
task updates that apply to the assigned Work Request and will not receive Project
updates.
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Section7:  Customer Engineering Assistance

Click on the m icon in the toolbar.
Contact information and helpful links will be displayed for your reference.

moB Q0 2 o [

Customer Engineering Assistance

To contact Customer Engineering:

Call: (210) 353-4050

Email: CP'S Energy: Customer Engineering
Mail: P.O. Box 1774, San Antonio, TX 78296

.

Visit us at:
17231 N. Green Mountain Rd., San Antonio, TX 75247
T814 5. Zarzamora, Bldg. #3, S5an Antonio, TX 78224

-

.

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

For additional helpful links, check CPS Energy Customer Engineering Page.

Customer Portal User Guide

2012 Electric Service Standards (wf amended Section 600)

2012 Electric Service Standards - Section G00

CPS Energy Gas Availability Map

COSA Permit Inspection and Review Search (* For COSA related permits only)

.

Residential Service Links:

Residential Services Application
Residential Development Guide
Residential Accelerated Services Checklist
Residential Remodel Checklist

.

.

-

-

Mulit-Family Links:
Multi-Family Development Guide

-

Commercial Service Links:
Large Commercial Guide

.

Back to Login &
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Section 8: Customer Profile User Update

1. Click on the E icon in the toolbar.
2. You will be able to update User Name and email address and/or change

your password from this screen.
3. Click on “Update Information”.

L Q O (& |menoe | wwosor

Online Customer Engineering Portal User Profile

User Details

Customer Unigue Tax ID:
User Name:

User Full Mame:

ELE IR LI L]

Change E-ma

Current Email: NOREPLY123@CPSENERGY.COM

New Email:
Confirm Email:
Change Passworc

Pleaze 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: ~!@&#%* &*()_+

MNew Password:

Confirm Password:

Update Information

33






