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INTRODUCTION

The User Guide provides Project Sponsors in the (oirer Texas Residential and Hard-To-
Reach Standard Offer Programs with guidelines for cenimg the project application,
submitting bids and submitting invoices. Specific screenssand directions are given for the
majority of form-types that will be seen within Enerififethe online database tracking system.

Large Projects- incentive funds are reserved once for the entieg.y

Small Projects— incentive funds are reserved multiple times in Inancrements up to
$10,000.00 at a time, or the amount remaining under the Realdanall project sponsor’s limit
of $8,300.00, whichever is less.

When working with CenterPoint Texas Residential anddHa-Reach Standard Offer Program
forms, a few principles should be observed:

Unless specifically directed to use the browser’s buttoss the navigation buttons provided
on the forms.

Avoid pressing a “submit” or “accept” button multiple tisng your browser performance
slows. This could result in multiple submissions ofshene form.

Review the entire form before proceeding to ensure dhaif the information required is
available. If your browser is inactive for more thanrBhutes, you will be automatically
logged off and may need to reenter data. To avoid thistargave your information
regularly.

If you plan to enter data in multiple online database pragravork with only one program
at a time. Simultaneously opening multiple browsers mpagsent problems since
information is temporarily stored on your computer abeath session and could conflict
with data from the other program.

Although not necessary to successfully complete each, ffields should not be left blank.
Enter “None” or “N/A” if the field does not apply.

* The items inbold italicsare selection items/buttons as they are displaydteoacreen.

The online data tracking system used for Residential andl-Ha&xReach Standard Offer
Programs i€€nerTrek®, developed specifically for the various Residential anciH@-Reach
Standard Offer Programs being implemented by utilitiesncet®rth, the online data tracking
system will be referred to &nerTrek
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REGISTRATION
Step 1: CenterPoint Texas’ Residential and Hard-To-ReachrBgram Home Page

To access EnerTr&k go to CenterPoint Texas' Standard Offer Program H&age for the
appropriate program:

http://www.centerpointenergy.com/promo/efficiencypranasa

Residential Energy Efficiency Programs

CenterPeint Energy partners with energy efficiency service providers and lecal agencies to support residents in saving energy and money. These residential
programs are geared to assist residents in making energy efficient upgrades that reduce energy consumption, save money and benefit the environment.

Agencies in Action Program AIC Distributor Program

A program that utilizes area community action agencies and non-profit Provides incentives to air conditioning distributors who install high-efficiency

organizations to deliver energy efficiency services to low-income customers. air conditioners and heat pumps in existing residencies and small
businesses.

Hard-Teo-Reach Standard Offer Program Advanced Lighting Program - Residential

A low-income program that provides a variety of energy efficiency upgrades [|A program that promotes the installation of advanced, high efficiency lighting
to homeowners with income levels at or below 200 percent of the federal systems

poverty guideline.

City of Houston Weatherization Program Rebuilding Together Houston

A partnership between CenterPoint Energy and the City of Houston which A partnership between CenterPoint Energy and Rebuilding Together Houston,
utilize= a neighborhood approach to upgrade the efficiency of low-income a national community action agency, that provides energy efficiency

homes. upgrades to low-income housing.

Residential Standard Offer Program

A program that provides incentives to 3rd party contracters for energy
efficiency retrofit projects in residences and small businesses.

Additional Program Information
Additional Program Information

Sponsor Resources
2pONSOr RESOUrce s
Sponsor RESOUrces 2011 Program Manual

2011 Program Manual 2011 S0P Compliance Workshop

2011 S0P Compliance Workshop EnerTrek User Guide

EnerTrek User Guide EnerTrek Databaze
EnerTrek Databaze 2011 Workshep Presentation

. Host Customer Agreement
2011 Werkshop Presentation

Residential Customer Acknowledgement
Host Customer Agreement
Customer Resources

Residential Customer Acknowledgement New Duct Efficiency Tool

Customer Resources Household Income Self Certification
Mew Duct Efficiency Tool Muttifamity Certification Form
Project Sponsors Worksheet for Determination of 75% Income Eligibility

Project Sponsors
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Step 2: Login Screen — Register as a New User
First, register as a new user by selecting the liRkst time users click here

If you already have a user account from participatidashyear’s program, you can skip
to Step 6, but please be sure to update your insurance expatates.

MName and Password

ord.
- Forgot Your word? Click
£ W
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Complete all fields in the registration form. Theer name and password are case

Step 3: Registration Form

sensitive After completing the form, seleCireate Login

If this portion of your registration was successfuly yghould see a message saying your
created and that an email @ lsent to the address you
specified. You will need the activation code thatnsthat email to complete your

login was successfully

registration.

Registration

Welcome to
thi= Program.

User Name:
Password:
Confirm Password:
First Name:
Last Name:
Email:

Confirm Email:

Phone Mumber:

Create Login

Energy Efficiency Standard Offer Program Registration.

Cancel
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Step 4: Activation Code

Upon receipt of the email with your activation codeume to the login screen and enter
your user name and password in the appropriate fields &t geLogin button.

- Forgot Your
here to re

w On-ling
ructions

Enter your user name and activation code and selegéicthate button.

Activation Page

User Login Name:

Activation Code:

0—> Activate | Go to Login Screel

If this portion of your registration was successful, yhould see a message indicating
your user account is activated. You may selecGié¢o Login Screerbutton to log in.
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Step 5: Project Sponsor Tax ID/SSN

Enter your user name and password, again, and seldaighebutton.

Enter your tax ID or Sponsor Social Security Numbethenappropriate field and select
the Check Sponsobutton.

—Sponsor Main

To find if Sponsor Information has been created please enter your sponsor SSN/company Tax ID in the box below and click
'Check Sponsor' Button.

© Tax ID Number © Sponsor SSN Check Sponsor

If this portion of your registration is successfuluyshould see the following message.
Select theClick here to create Sponsor Profileutton.

/ Sponsor Information does not exist in the system. Please continue to fill in the sponsor information.

[ Click here to create Sponsor Profile ] ‘-—O
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SPONSORPROFILE

Fill in all applicable fields in the Sponsor Profile aselect theSave Sponsor Profile
button.

Check All that Apply: [[lwomen owned [C] Minerity owned ["] pisabled veteran Owned

Name of Remittance Company: .
(Enter Name as it should appear on contract)

Project Sponsor Name: *
Address 1: *
Address 2:
City / State [/ Zip: ST~ f *
Tax ID Number: # @ TaxID  SSN

Parent Company:

Parent Company Tax ID Number: @ Tax 1D ) SsSN
Contact Title:
Contact Person: *
Company Phone 1: *

Company Phone 2:
Company FAX:
Website:
Company Email: *
List on the Sponsor List: () ves () No
Contact Name on Sponsor List:
Contact Phone on Sponsor List:

Contact Email on Sponsor List:

* Indicates a required field

.—’ Save Sponsor Profile

/ Profile Updated Successfully.

(SelectHomelink at top left corner to continue next steps for Apgtiien.)
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APPLICATION

Step 6: Fill in Application Form

Select theCreate Applicationlink next to the program for which you would like to deea

an application.

2011 Programs

Sponsor Application

2011 CenterPoint Residential - Large Projects
2011 CenterPoint Hard-to-Reach - Large Projects
2011 CenterPaoint Residential - Small Projects

2011 CenterPaoint Hard-to-Reach - Small Projects

2011 CenterPoint - City of Houston program

Status

Program Submission Date

Create Application

Create Application

Create Application
Create Application

Create Application

Mat Initizted Vet
Mot Initiated Yet
Mot Initiated Vet
Mot Initiated Yet

Mot Initiated Vet

10/27/2010 10:00:00 AM
10/26/2010 10:00:00 AM
11/16/2010 2:00:00 PM
11/16/2010 10:00:00 AM
11/8/2010
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Look for the Application Menu on the right side oétbcreen.

Select each section’s link to access the section’s.form

— Instruction

Click on the links below to fill out the
various sections of the application.
When the =ection is complete, a check
mark: will appear in the box.

— Application Menu

[] Project Description
LI mawv Plan
] Measure Types
[l Marketing Flan
] additional Questions
[] Estimated Impact
] Subceontractor
[] Affiliated Firm
[ qualification

[ Insurance

—Application Info

Application Summary
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Complete each section and selectWpelatebutton at the bottom of each section’s page
to save your entries.

éAppIicatiun Contract/Reservation Implementation

ject Description

Project Description

Eriefly describe the proposed project, including target customers, end-uses, and basic marketing approach.

Update Project Description | ‘__.

J Project Description Answers Updated Successfully.

After each section is updated, the checkbox next toséetion in the Application Menu
should be checked.

—Application Menu

[ Project Description
kA Description
LI maw Plan
] Measure Types
O Marketing Flan
[ aAdditional Questions
[] Estimated Impact
[] subcontractor
[] Affiliated Firm
[ qualification

[ Insurance

EnerTreR User Guide — ~Project Sponsor Page 12



When all sections of the Application Menu indicate ptete with a check mark, the
application is ready to be submitted on the designated sdbiei and time.

— Application Menu

k#] Project Description
¥ Drescription
kA maw Plan
kA Measure Types
¥ Marketing Plan
kA additional Questions
kA Estimated Impact
kA Subcontractor
kA Affiliated Firm
kA Qualification

kA Insurance
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Step 7: Submit Application

On the application submission date, log in and seled®éagly To Submibutton next to

the appropriate

program.

2011 CenterPoint - City of Houston program

Create Application

Not Initiated Yet

2011 Programs Sponsor Application Status Program Submission Date
2011 CenterPoint Residential - Large Projects Edit Application Initiated @10/27/2010 10/27/2010 10:00:00 AM
2011 CenterPoint Hard-to-Reach - Large Projects Create Application Net Initiated Vet 10/26/2010 10:00:00 AM
2011 CenterPoint Residential - Small Projects Create Application Mot Initiated Yet 11/16/2010 2:00:00 PM
2011 CenterPoint Hard-to-Reach - Small Projects Create Application Mot Initiated Yet 11/16/2010 10:00:00 AM

11/8/2010

Ready to Submit |

Refresh your screen (F5) when the clock passes thendestgsubmit time.

A 4-digit number will appear after refreshing after theiglested submit time.

Enter the 4-digit number in the box below in the oltlappears on the screen.

With the number entered correctly, click on 8wwomit Applicationbutton.

22272

Flease enter this 4 digit number in order to submit vour application

Submit Application | /
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Your application has been submitted

IMPLEMENTATION

Select thdmplementationlink next to the appropriate program.

2011 Programs Sponsor Application Status
2011 CenterPeint Residential - Large Projects Approved @10/25/2010
2011 CenterPaint Hard-ta-Reach - Large Prajects Create Application Mat Initiated Vet
2011 CenterPeint Residential - Small Projects Create Application Mot Initiated Yet
2011 CenterPeint Hard-te-Reach - Small Projects Create Application Mot Initiated Vet
2011 CenterPeint - City of Houston program Create Application Mot Initiated Vet

Appearing horizontally along the grey bar near the top®f&treen are four tabs:
Application— provides a summary of your submitted application.

Contract/Reservation- provides a summary of your reservation history and
indicates the remaining program funds available.

Implementation allows you to enter and review customer and instafiatata.

Invoices— allows you to submit and review an invoice.

Appearing vertically down the right side of the screernhisImplementation menu
which includes several links:

Review Work Schedule View, Add and Edit work schedule details.

Add New Customer- add new single-family, mobile home or multi-family
customer information.

SFE Customer List List of single family and/or mobile-home customers.

ME Customer List List of multi-family templates.

Application Contract/Reservation Implementation Invoices

Review Single Family f Mobile Home Customers I

tation

All | Approved | Pending | Initiated - Review Work Schedule

- Customer Information
Totals: » Add new customer
s SF Customer list

* MF Customer list
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Step 8: Make a Reservation

(RESERVATIONS ONLY APPLY TO SMALL PROGRAMS)

Select theContract/Reservatiortab at the top of the page.

Fill in the incentive amount you are requesting and timebaus shown in the appropriate
fields and select theequest New Incentivbutton.

— New Reservation

New Incentive Amount: 0.00 * NO Space
Please enter letters and numbers: * case SenSitive

Request New Incentive | ‘— =
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Step 9: Set up Work Schedule

The Work Schedule allows the Program Administrator tonkimo advance when work will be
performed at a customer site so a pre-inspection cachedwed and conducted.

To enter Work Schedule information, clicReview Work Schedulefrom the
Implementation menu.

Select theAdd/Edit Work Schedule Detailab and fill out all fields in the form. When
the form is complete, select tBave Work Schedule Informatiobutton at the bottom of
the page.

Review Work Schedule List | Add/Edit Werk Schedule Detail

Account Number
Meter Number:
Customer First Name:
Customer Last Name:
Phone 1:

Phone 2:
Email:

Address:

AptE:

City / State [ Zip: =0 Thw =/
Heating Type: Gas -

Work Schedule Information

Contact Person Name:
Contact Person Phone:
Work Schedule Start Date:
Waork Schedule End Date:

Time the crew will be onsite:

Sponsor Notes:

Add New Work Schedule | Save Work Schedule Information | Cancel the work

Fill out a work schedule for each customer site.

Select theReview Work Schedule Ligab to review all work schedules that have been ehtere
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Step 10.1: Add New Single-Family/Mobile Home Customer
Select theAdd New Customelink from the Implementation menu.

Select eitheSingle Family or Mobile Homeradio buttons at the top of the form, select
the installations types by checking the corresponding so@xe the right, fill in the
appropriate information for the rest of the form aneédetheSavebutton.

Note: Look-up function— The system will populate the address once you enternch val
ESI ID number. Add the number in the appropriate fieldl salect thé.ookup button.

After you have reviewed all of the information for aamy, select th&end Approval
Requestbutton. The database will check to see if the custgrau are trying to add is
already in the database. If it is not, then the custasnautomatically approved. Ifitis in
the database, the customer will be in pending status appitoved by the Program
Manager. Once approved, the customer will appear undeiSpo@ustomer List

— Customers Info

Status : Initiated - Installations ————
* Group ;| Single = Multi ' Mobile [l ¢ac) Air Conditioning
Family Family Home
[ ¢ap) Appliance Package
* ESLID : Lookup | e ?

D(CF) CFL Measures
Meter Number: - .
D(CI) Ceiling Insulation
D(DH] Water Heater

* Customer Last Name : Measures

D(DTJ Duct Efficiency

* Customer First Name :

“* Phone 1 :
h 5 D(FI) Floor Insulation
Fhone 2: D(GS) Ground Source
Email : Heat Pump
D(HP) Heat Pump
© Address : [T (1) 1nfiltration
Apt# : [T ¢pa) Package AC
* City [/ State f Zip : F| T ~|F D(PHJ Fackage Heat Pump
County : 555;::? Photowvoltaic Energy
* Heating Type : Gas - [ tra) window AC
* Year Built : [T ¢sp) solar water Heater

D(WI] Wall Insulation

D(WN) Energy Star
Windows

D(WR) Water Heater
Replacement

Sponsor Notes :

Save | Send Approval Request | Clear Form Remove
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Step 10.2: Add Multi-Family Template

First, you will need to create a multi-family temglat Then you can add customers and
installations using that template.

Select theAdd New Customelink from the Implementation menu.

Select theMulti-Family radio button at the top of the form; you should seeethrew
fields were added to the Multi-family template.

Select the installations types by checking the correipgrboxes on the right, fill in the
appropriate information for the rest of the form aneédetheSavebutton.

After you have reviewed all of the information for a@my, select th&end Approval
Requestbutton. Each multi-family customer template will imepending status until
approved by the Program Manager. Once it has been appiowdtiappear under your
MF Customer List
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Step 10.3: Add Multi-Family Customers

Select MF Customer List from the Implementation menu to see your multi-fgmi
templates.

Select thevView/Add Customelink on the right side of the appropriate customer

Fill in the fields under the Customer Details box aslect theSavebutton.

Note: Be sure to review the customer information for acoupor to saving. Once you
save a multi-family customer, you will not be ablestht the customer information. You
may, however, contact the Program Administrator tkenany necessary changes to
multi-family customer information.
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Step 11.1: Add/View/Edit Single-Family Installations
Select thésF Customer Listink from the Implementation Menu.

Select theAdd Newlink on the right side next to the appropriate customer.

Select the appropriate measure from the drop-down menseéext theAdd button.

Fill in the installation form that unfolds and seleot 8ave New Installatiorbutton at
the bottom of the form.
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To view single-family customers and installations, selleeSF Customer Listink from
the Implementation menu. You will see a list of cugos along with installation codes
for each customer’s installations under thgtallations column.

To view and/or edit an installation, select any of itieallation code links next to the
appropriate customer.

To edit an installation, select thalit link on the left side of the appropriate installation.

To delete an installation, select thelete link on the right side of the appropriate
installation
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Step 11.2: Add/View/Edit Multi-Family Installations

Select theViF Customer List link in the Implementation Menu.

Select theview/Add Customelink next to the appropriate MF template.

Select theAdd Newlink next to the appropriate MF customer.

Select the appropriate measure from the drop-down menseéext theAdd button.
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Fill in the installation form and select tBave New Installatiorbutton.

To view multi-family customers and installations, selbet M- Customer Listlink from
the Implementation menu. Select ¥ew/Add Customelink next to the appropriate
template. You will see a list of customers along witktallation codes for each
customer’s installations under thestallations column.

To view and/or edit an installation, select any of tigallation code links next to the
appropriate customer.
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To edit an installation, select thalit link on the left side of the appropriate installation.

To delete an installation, select theelete link on the right side of the appropriate
installation
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INVOICE PROCESS
Step 12: Submit an Invoice
Select thdnvoicestab from the top menu.

Select theEligible Customer Listbutton.

Select the checkbox next to the eligible custombas appear that you would like to
include on your invoice.

Add a name for the invoice in thevoice Numberfield.

Select theSubmit Invoicebutton.

You will be asked to confirm that you want to submit thigice. Please review your
invoice carefully before confirming. When you are reaglgdnfirm, select th€onfirm
button.
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Step 13: Review and Download Invoices
Select the Invoices tab from the top menu to sebla td submitted invoices.

Select the invoice name link to review a particular ingoic

Select theexport To PDF button to download a PDF version of the invoice.
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