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AEP Residential SOP

INTRODUCTION

The User Guide provides Project Sponsors participatiddEia’s Residential Standard Offer
Program with guidelines on using the online data trackingesysT his guide explains the steps
in completing the application forms, entering datagfificiency work completed, and invoice
reporting.

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

Small Projects- incentive funds are reserved multiple times in analcrements up to $5,000
at a time.

This User Guide covers both types of programs.

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

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

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

Review the entire form before proceeding to ensurealhat the information required is
available. If your browser is inactive for more than 3Autes, you will be automatically
logged off and may need to reenter data. To avoid this) save your information
regularly.

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

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

The items irbold italicsare selection items/buttons as they are displayatieoacreen.

The online data tracking system used for the Standard Bxfiergy Efficiency Programs is
EnerTrek®, developed specifically for the various Standard OffegFams being implemented
by Texas electric utilities. Henceforth, the onlinead@acking system will be referred to as
EnerTrek
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AEP Residential SOP

To acces&nerTrek, visit AEP’s Residential SOP home pagéttp://www.aepressop.com

Figure 1: AEP’s Residential SOP Home Page

Select the AEP utility on the left menu bar or ofhéhe colored portions of the state map
to work with a specific utility.

AEP Residential Standard Offer Program

Home Contact

LB The Residential Standard Offer Program (SOP) was developed by AEP to provide an incentive to suppliers of energy services for
the installation of qualifying energy efficiency measures at AEP residential customers' facilities. The primary objective of this
LSRR program is to achieve cost-effective reduction in peak summer demand. This performance-based program offers incentive
payments for "deemed" or "measured" energy savings generated by installing energy efficient measures. AEP will enter into
Wil contracts for peak demand and energy savings with "project sponsors' who are typically energy efficiency service firms such
as air conditioning contractors, insulation installers, lighting contractors or national energy service companies.

Texas North Company

Program details can be found by choosing the AEP Company you would like to work with from the map below or from the left

SWEPCO
menu bar.
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AEP Residential SOP

Figure 2: Register/Login Link

Click Register/Loginto access the registration/login page.
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AEP Residential SOP

Figure 3: Login Screen — Register as a New User

First, register as a new user by clicking on the linkatright side of the page under
Login Help —First time users click here to Register

All applicants must register as a new user for theectipprogram year, even if they
participated in last year's program.

If you have already registered for the current prograar,yenter your user name and
password on this login page.
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AEP Residential SOP

Figure 4: Registration

Complete all fields in the registration form. Themusame and password are case
sensitive. When the form is complete, cli¢kreate Login

A confirmation email will be sent to the address entare¢be form.
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AEP Residential SOP

Figure 5: Login
Complete the user name and password and lctigin.
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AEP Residential SOP

Figure 6: Activate Account

First activate your account. An email with an activaitode was sent to the email
address entered at registration. Copy and paste thiatamticode into the form and
click Activate You'll then be redirected to the login page to re-eybeir user name and

password.
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AEP Residential SOP

Figure 7: Tax ID/Social Security Number

Once logged in, enter the project sponsor’s federalRaot ISocial Security Number,
then clickCheck Sponsorlf no duplicate is found, clicKlick here to Create Sponsor
Profile.
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Figure 8: Profile Update

Complete the Profile Update form and cli8kve Sponsor Profilat the bottom of the
form.
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AEP Residential SOP

Figure 9: Sponsor Details

On the top menu, mouse-ov@ponsor Detaildo access the remaining 3 forms to be
completed.

Subcontractor Information
Affiliate Information

Qualifications
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AEP Residential SOP

Figure 10: Subcontractor Information

Enter the subcontractor information and cligéd New

To add multiple subcontractors, come back to this forahféirit out for each
subcontractor to be used.

To remove a subcontractor from your application, cliekgubcontractor’s name in the
list at the top of the page, then cliRemove
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AEP Residential SOP

Figure 11: Affiliated Firms
Enter the information for the affiliated firms andc&liAdd New
Repeat this process for multiple affiliated firms.

To remove an affiliate firm from your application, &lithe affiliate’s name in the list at
the top of the page, then cli@emove
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Figure 12: Qualification Documents

Enter the information about the sponsor’s and subocdntra qualifications. When all
fields are complete, clichkccept Company Qualifications Documentation
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AEP Residential SOP

Figure 13: Application Home

Once all sections under the Sponsor Details are commickHome on the top menu
bar.
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Figure 14: Home — list of SOP Programs

To create an application for a specific program, diickate Applicationfor the
appropriate program.
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AEP Residential SOP

Figure 15: Program Application Summary

On the right side of the screen is the ApplicatioenM which indicates the various
sections of the application project description.

When each section is complete, a check mark will appdae box. The application
cannot be submitted until all sections are complete.
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AEP Residential SOP

Figure 16: Project Description

Click Descriptionin the right menu to access this form.

Enter a description of the proposed project for this ganmg then clickJpdate Project
Description.
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Figure 17: Target Customers

Click Target Customersn the right menu to access this form.

Indicate which customers your projects will target. Thikck Update Project
Description
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Figure 18: M&V Plan

Indicate which type of savings values you will use fos project, then clickJpdate
Project Description

EnerTreR User Guide — Project Sponsor Page 21



AEP Residential SOP

Figure 19: Marketing Plan

Enter a description of the proposed marketing plan, then dpdate Project
Description.
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AEP Residential SOP

Figure 20: Additional Questions

Answer the additional questions on this form and savenfbemation by clicking
Update Project Description
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AEP Residential SOP

Figure 21: Measure Types

Please check all measures you will install under this pragthen clickJpdate Project
Description.
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AEP Residential SOP

Figure 22: Estimated Impacts

Enter the estimated kW, kWh savings and total estimatedtimeethen clickAccept
Estimated Impact.
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Figure 23: Select Subcontractors

Choose the subcontractors that will be working for yothis program or click the box
stating you will not use subcontractors.
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Figure 24: Select Affiliate Firms

Choose the affiliate firms or click the box statingiywave no affiliates, then click
Update Affiliate Firms Selection

EnerTreR User Guide — Project Sponsor Page 27
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Figure 25: Application Complete

When all sections of the Application Menu indicatenpdete with a check mark, the
application is ready to be submitted on the designated sdatei and time.
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Figure 26: Submission Day

On the application submission date, login and dRelady to Submit
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Figure 27: Submit an Application

1. Refresh your screen (F5) when the designated submihasharrived. (A 4-digit number
will appear after refreshing)
2. Enter the 4-digit number in the box below in the ofitlappears on the screen.

3. With the number entered correctly, cliSkibmit Application

0 Note: Applications may be submitted beginning at the designated Program Start
Date and Time, as set forth in the Program Manual. Prior to the Pro@tart
Date and Time, any submission attempts will result in the follownegisc

After the Program Start Date and Time, the question marks (?3ivaitige to numbers, allowing
applicants to enter the numbers, then submit their applications.
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IMPLEMENTATION PROCESS
Figure 29: Beginning the Implementation Process

On the Home Screen, click emplementation
This will take you to the Implementation Page.
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Figure 30: Implementation Page

After clicking Implement Applicatiofrom Figure 4, you will be automatically taken to
the Implementation page. Appearing horizontally alomggitey bar near the top of the
screen are four options:

- 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 instatiataia.
- Invoices- allows you to submit and review an invoice.

Appearing vertically down the right side of the screeaésimplementation menu, which
includes three options:

- Review Work Schedule the user enters projected installation dates to sahedul
pre-inspection.

- Review Customer Infe- customers can be added, edited and reviewed.
- Review Installation Info— installations can be added, edited and reviewed.
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Figure 31: Make a Reservation

Click on theContract / Reservatiornab.

Complete theNew Incentive AmountThis is the amount you wish to reserve.

Type the 4-digit number that appears in the image onghe

Click on theRequest New Incentivbutton.

The chart above will be updated with the new incentivewarh The status will b®pen
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FIGURE 32: WORK SCHEDULE

The Work Schedule allows the Utility to know in advamdeen work will be performed at a
customer site so a pre-inspection can be scheduled addated.

To enter Work Schedule information click timeplementationheading, then click
Review Work Schedulom the right side Implementation menu.

Select theAdd/Edit Work Schedule Detatab and fill out all fields in the form. When
the form is complete click on ti#&ave Work Schedule Informatiobutton at the bottom
of the page.

Fill out a work schedule for each customer site.

Select theReview Work Schedule Ligab to review all work schedules that have been aehtere
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Figure 33: Add Customer Information

From the Implementation tab, seléatview Customer Infon the right side of the page.
Click onAdd New Customer

Complete the form.

Once the information has been entered, daketo save the customer information.

Now click onSend Approval RequesThis will check the database to see if the customer
you are trying to add is already in it. If it is not hetdatabase, the customer is
automatically approved. If it is in the database, théocnsr will be pending until

approved by the project manager.
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Figure 34: Adding a Multi-Family Customer

When adding a Multi-Family customer select the Mu#inily Group ID and three
additional fields will appear - Template Name, Work ¥nind Incentive Estimated.

Along with all other required information, enter a TeatplName, the number of Work
Units, and the estimated incentive. Then chave

You will be able to enter installations for this Muit&mily customer site using the Multi-
Family Block Installations feature. This feature alkoyou to enter multiple installations
for a block of customers at one time.
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Figure 35: Review Customers

All Single Family and Mobile Home customers enteredherproject sponsor will be listed
on theCustomer List accessible in the box on the right side.

Customers may be sorted based on All, Approved, Pendilmgtiated Status.

All Multi-Family customers entered for the project spor will be listed on thReview
Template Informationpage.
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Figure 36: Add Single Family or Mobile Home Installation

To add an installation for a Single Family or Mobilerhocustomer, seleétdd New SF
Installation or Add Multi-Family Installation from the right side Implementation menu.

Enter the measure that has been installed:

To the right of the customer name, use the pull-dowrunteselect the type of measure to
be installed, then press tAed button.
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Complete the form which appears. If clarification eeded regarding installation standards
or to determine how deemed savings are calculated, refez tteemed savings appendices
in the program manual.

Once all required information has been filled out ctlotdSave New Installatiorbutton.
Avoid pressing the button twice if response time is slow.

If this particular customer has more than one ingtaflarepeat this process for each
measure by going back to tReview Installation Page
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Figure 37: Add Multi-Family Installations

To add installations for a Multi-Family customer stdectReview Installation Infofrom
the right side Implementation menu and then sé&dcdt Multi-Family Block Installations

Select the template by clicking the radio button nexhe template name.

Check the measures that will be installed at this custsiteeand then pre€dreate blocks of
Multi-Family Installations.
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Figure 38: Add Multi-Family Customers

Enter the customer information for each customenulilbteceive installations at the Multi-
Family site.

Once all required information has been entered foctiseomer clicksave

To enter another customer prégid New Customer
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Figure 39: Review and Edit Installations

To review, edit, or delete your installations selestallation List from the right side
Implementation menu. All added installations will appmathis page.

If changes need to be made for a particular installatioek theEdit link beside the
measure. Make the necessary changes and therjpéste Installation
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INVOICE PROCESS
Figure 40: Invoice Menu
To process an invoice choose theoiceslink from the top menu.

To process and submit an invoice, prebgible Customer List
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Figure 41: Submit Invoice

All customers with installations entered in tBeerTrek database will display in the Eligible
Customers List.

To submit an invoice, enter the Invoice Number and selsth customer to be included on
the invoice, then cliclSubmit Invoice

You must confirm the submission by clicki@pnfirm.
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Figure 42: Review Invoice

To review submitted invoices choose theoiceslink at the top of the menu. A list of all
submitted invoices will display.

The status of the invoice will appear under the Statlusroo

To review an invoice in greater detail, click the Invaibember and a detailed summary of
the invoice will appear.
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