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INTRODUCTION  

 

The User Guide provides Project Sponsors participating in AEPôs Residential and Hard-to-Reach 

Standard Offer Programs with guidelines on using the online data tracking system. This guide 

walks you through the steps for filling out the application forms, entering data for efficiency 

work completed, and invoice reporting.  

Large Projects ï incentive funds are reserved once for the entire year. 

Small Projects ï incentive funds are reserved multiple times in smaller increments up to $5,000 

at a time. 

This User Guide covers both types of programs.  

 

When working with the online database forms, a few principles should be observed: 

¶ Unless specifically directed to use the browserôs buttons, use the navigation buttons 

provided on the forms. 

¶ Avoid pressing a ñsubmitò or ñacceptò button multiple times if your browser performance 
slows. This could result in multiple submissions of the same form. 

¶ Review the entire form before proceeding to ensure that all of the information required is 

available. If your browser is inactive for more than 30 minutes, you will be automatically 

logged off and may need to reenter data.  To avoid this, try to save your information 

regularly.   

¶ If you plan to enter data in multiple online database programs, work with only one 

program at a time. Simultaneously opening multiple browsers can present problems since 

information is temporarily stored on your computer about each session and could conflict 

with data from the other program. 

¶ Although not necessary to successfully complete each form, fields should not be left 

blank. Enter ñNoneò or ñN/Aò if the field does not apply. 

The items in bold italics are selection items/buttons as they are displayed on the screen. 

 

The online data tracking system used for the Standard Offer Energy Efficiency Programs is 

EnerTrek
®
, developed specifically for the various Standard Offer Programs being implemented 

by Texas electric utilities. For the sake of discussion purposes, the online data tracking system 

will be referred to as simply EnerTrek. 
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To access EnerTrek
®
, go to AEPôs Standard Offer Program Home Page for the appropriate 

program.  

 

AEP Residential and Small Commercial SOP - - http://www.aepressop.com 

AEP Hard-to-Reach SOP - - http://www.aephtrsop.com 

 

Figure 1: AEPôs Residential SOP Home Page 

 

 
 

ü Click on the AEP utility on the left menu bar or click on one of the colored portions of 

the state map to go to a specific utility. 

 

http://www.aepressop.com/
http://www.aephtrsop.com/
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Figure 2:  Project Sponsor Forms 

 

ü Select Project Sponsor Forms on the left menu bar to access EnerTrek. 

 
 

ü Select the appropriate program link. 
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 APPLICATION   

Figure 3:  Login Screen ï Register as a New User 

 

ü First, register as a new user by clicking on the link at the right side of the page under 

Login Help ï First time users click here to Register.  

ü All applicants must register as a new user in 2009 even if they participated in last yearôs 
program. 

 
 

ü If you have already registered in the 2009 program, enter your user name and password 

on this login page. 


