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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
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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. 
 

 
 

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

 

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

 
 

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

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

 

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

 

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. 

 
c. Portal Toolbar Definitions: 

 

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

 
 

 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) 
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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. 
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4.3.1 Temporary 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 Address with “#T”. 

 
 

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

 

 

 

9. Select desired service. 

10.  Click on “Next” at the bottom right to continue. 
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11.  Select your Billing Account or Request New Account if not listed. 

 

 

 

 

12. Click on “Next” at the bottom right to continue. 
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13.  Enter Project Details: 

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

14. Click on “Submit Application”.  
    

      
 

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. 
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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. 

 
 

6. If the Permanent 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. 
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8. Select Permanent Service icon (“I want to add permanent electric 

and/or gas service”).  

 

 

 

9.  Select desired service - select Electric & Gas if in the same trench. 

10.  Click on “Next” at the bottom right to continue. 
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11.  Select your Billing Account or Request New Account if not listed. 

 

 

 

12. Click on “Next” at the bottom right to continue. 
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13. Enter Project Details: 

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

14. Click “Submit Application”. 

 

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. 
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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”. 

 

 

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

6. Click on “Next” at the bottom right to continue. 
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7. Enter Project Details: 

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

8. Click “Submit Application”. 
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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. 
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8.  Select desired services. 

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

 

 
 

10. Select Billing Account or Request New Account if needed. 

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

 
 

 



21 

 

12. Enter Project Details: 

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

13. Click on “Submit Application”. 
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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”. 
 

 
 

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

 6.  Click on “Next” at the bottom right to continue. 
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7. Enter Project Details: 

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

8. Click on “Submit Application”. 
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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  

to start a new project. 

2. Click on “Customer Assistance” 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. 
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8. Select Billing Account or Request New Account if needed. 

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

 
 

10. Enter Project Details: 

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

11. Click on “Submit Application”. 
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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 . 
2. Find Project by clicking on  

a. “Active Projects” or  
b. “Project Search” or  
c. the Search icon on the banner                            

 
 

 
 

Project Search will query by Project Number or Address. Enter data into either field and 

click “Search” to see Project Listing 

 

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: 

 

 
Work Request level: 

 
 
 

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”). 

 
 

3. Click on “Tasks” tab. 

4. Click on “Complete Task”. 

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

 

 

       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.  
 

 

 

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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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 

 
 
Request New Account is to create a new billing account. 
Request New Address is to have addresses created for future projects. 
 
1. Click on   “Add New Project” to show project types. 

2. Click on “Request New Account” (billing) / “Request New Address”.  

3. Select appropriate icon for action needed. 

4. 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 

 

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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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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Section 7: Customer Engineering Assistance 

 

Click on  the   icon in the toolbar. 

Contact information and helpful links will be displayed for your reference. 
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Section 8: Customer Profile User Update 

 

1. Click on  the    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”. 
 

 
 




