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Residential SOP 2010

INTRODUCTION

The User Guide provides Project Sponsors participating in AEP SWEPCO’s Residential
Standard Offer Program with guidelines for using the online data tracking system. This guide
explains the steps for completing application forms, entering data for completed efficiency work,
and invoice reporting.

When working with the online database forms, please observe the following guidelines:

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

e Avoid pressing a “submit” or “accept” button multiple times if your browser performance
slows. This could result in multiple submissions of the same form.

e 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.

e 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.

e Although not necessary to successfully complete each form, fields should not be left
blank. Enter “None” or “N/A” 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.

Please note: Some images from previous program years are used in this User Guide. Please
disregard these minor differences.

Powered by Frontier Associates
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Residential SOP 2010

To access EnerTrek®, visit AEP SWEPCO’s Standard Offer Program Home Page at:
http://www.aepressop.com

Figure 1: AEP SWEPCO Residential SOP Home Page

/2 AFP - Windows Internet Explorer i ] 4
e e
yes 57 IE, hitkp: i, aepressop. com/ j “_" |£| I Bing |:E}3 v|

File Edit Yiew Favaorites Tools Help

® | £ AEP SWEPCO Energy Efficis...

AEP Residential Standard Offer Program

Home Contact

Uit 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 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
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.

AEP Efficiency Home
Texas Central Company

Texas Morth 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
menu bar.

=
[T [ € memnet [Fa - [®m0e -

» Click the SWEPCO portion of the state map to advance to the RSOP page.

EnerTrek® User Guide — Project Sponsor Page 4
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Residential SOP 2010

Figure 2: Project Sponsor Forms

» Select Project Sponsor Forms above the first table.

AE SWEPCO Residential Standard Offer Program

Home

Program Summary

AEP Home

The Residential Standard Offer Program (SOP) was developed by AEP SWEPCO (SWEPCO) to provide incentives to
suppliers of energy services for electric savings gained from the installation of qualifying energy efficiency measures
at SWEPCO customers' homes. The primary objective of this program is to achieve cost-effective reduction in peak
summer demand.

SWEPCO will enter into 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. Program details can be found in our program manual, which can be

Downloads/Tools page.
2010 Program Information - Updated 4/1 /2010

The 2010 SWEPCD RSCOP application is now available, See Project Sponsor Forms to access the 2010 program.

Large Projects:

Register and begin completing
applications

January 27, 2010, 10:00 AM CST Submit Large Project Applications

January 25, 2010

Small Projects:

Register and begin completing
applications

February 4, 2010, 10:00 AM CST Submit Small Project Applications

January 25, 2010

SWEPCO will continue accepting applications until it appears that all funds for the program year will be dispensed.
Program Changes

Significant changes were made in the SWEPCO RSOP for 2009, These changes remain in effect for 2010. The program
process and requirements are now different from the AEP Texas Companies. 4s a result, this separate manual has

been created to provide information solely for the SWEPCOD RSOP,

Key changes to the program include:

EnerTrek® User Guide — Project Sponsor Page 5



Residential SOP 2010

Figure 3: Project Sponsor Forms (cont’d.)

» Select the appropriate program link.

SWEPCO Residential Standard Offer Program

Home

Project Sponsor Forms

Use the following links to access Project Sponsor forms for each pro
2010 Programs

2010 Residential SOP - Large and Small Project

EnerTrek® User Guide — Project Sponsor Page 6



Residential SOP 2010

APPLICATION
Figure 4: Login Screen — Register as a New User

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

> All applicants must register as a new user in 2010, including all 2009 program

partICIpantS.
7 LR Ve Gentral Comgary Lnergy Lifciency Standard Offer Program - Windovws Intermet Explorer M
GO- el Sl [Pk
e fdt vew Fvomes Took mep ks % |-
U AR e cenral Company Erergy B || fineme v £ v v page Y

)

Welcome Texas Central Company Energy Efficiency Standard Offer Programs

Residential Standard Offer Hard-to-Reach Stand Offer Program
Program The Hard-to-Reach Standard Offer Program (SOP) was developed by
supplars and nstabars of aneegy

Tha Rasidential Standard Offer Brogram (RSOP) was divaloped 1 garie
vide INCANEVES o i3 of anargy sarvces for the
atT

prth o
incentive payments for “deemed” energy savings genarated by
instaling anargy efScincy mesius,

TCC will anter into contracts for peak demand and snergy
savings with project sponsors whe are typically energy efficiency
service fims T

|Dane = [ [ G wntemet [faome =

> If you have already registered for the 2010 program, enter your user name and password
on this login page.
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Residential SOP 2010

Figure 5: Registration

» Complete all fields in the registration form. The user name and password are case
sensitive. After completing the form, click Create Login.

/7 ALP Texas Central Company Energy Effiiency Standard Offer Program - Windows Intermet Explorer S

A | G e

| He Ede Vew Favomes Jook Hep |Lniks §%| Customee ks | &+

U AR e cenral Company Erergy B || |Fatome v 7o ) - mpne v rpage v -
E.

Registration

Welcome to AEP Texas Central Company Erergy EMcency Standard Offer Program Registration. I you are a rew Customer, regstration & your hrst
Bt8p in particpabing in this Program.

User Name: |

Fassword: [

Cemfiem Basawerd: |

First Name:

I
Last Hama: [
I

el

T3 @ v T -

Figure 6: Login
> After registering, login by filling in the user name and password and clicking Login.

Al Company L nergy & (fidency Standard Offer Program - Windows Infernet Explorer =5 x|
GO - el Sl ok
| B Ede yew Favortes Jook Hep [Lnks Lk

i @ AL Texas Central Company Erergy .. | | BiHome =B - PNt | page ™ -

z. >

Welcome Texas Central Company Energy Efficiency Standard Offer Programs

Residential Standard Offer Hard-to-Reach Stand Offer Program
Program The Hard- to-Reach Standard Offer Program (SOF) was developed by
AP 10 provida incentives o wpphars and nstadars of ere

Tha Resdentisl Standard Offer Program (RSOP) was developed to gfﬁ(-ﬂ:; sarvices 1o effectuate slectnc enrgy afficiency :rﬂ,e:!‘ at

Pprovide ncentives to supphers of enargy services for the AEP hard- to-reach customers residences. The prmary obgective of
nstalation of quakfying energy effickency measures at TCC thase programs is to achigve cost-affective reduction n pask summar
ragidentisl customens faciition. The primany objective of this whectric demand. This parformance-based program inchides morstary

PrOGram is U achusie cost-affective reduction i peak SRS incentiva payments for “desmad® energy savings genaratad by

instaling anargy effickncy measures.

TCC will enter into contracts for peak demand and energy Program detads will be avalable in our program manual, which will be
Savings with DOt spongors who are typecally energy efficency  ayadable for downloaded via the left mena bar by chcking on Program
sirvicn Frme such a8 s condtioning contractens, Faulation ol or from our downlcads page, AP wil sccept apphcations for
instalars, hghting contractors or national anergy servce peak demand and energy Savings with “propct spondors” who are

companses. Program detads can be found in our program manual,  tynicay energy affickency serice fims such as ar condil
wl oo d via the left menu bar by cicking on contracters, msulation installers, kghting contracton or natonal
age.

= vl or irom our Do wnargy sarvica companias.

') 1 internes [R100% ~ 4

EnerTrek® User Guide — Project Sponsor Page 8



Residential SOP 2010

Figures 7 & 8: Activate Account

» To begin, the account must first be activated. An email containing an activation code was
sent to the email address entered at registration. Copy and paste this activation code into
the form and click Activate. Doing so will automatically advance the screen to the login

page.

]

Activation Page

User Login Name: Ijmelic:k
Activation Code: [§30885

‘Activaie | Go to Login Screel

An activation code has been sent to your email. If vou didn't receive an activation email, please contact the Program
Manager to reset your account,

e

activation Page

User Lagin Mame: Ijmelick

Activation Code: IBSDBBE

Activate | Go to Logi

This account is activated™Mease go to lagin screen to sign in to AEP SWEPCZO Energy Efficiency Standard Offer
Program.

EnerTrek® User Guide — Project Sponsor Page 9



Residential SOP 2010

Figures 9 & 10: Tax ID

» Once logged in, enter the project sponsor’s federal tax ID or social security number, then
click on Check Sponsor. If no duplicate is found, click on the button that appeared
stating Click here to Create Sponsor Profile.

o]

~ Sponsor Main

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

% Tax ID Number ¢ Sponsor SN [11-1111117]

o]

— Sponsor Main

Check Sponsor

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

% Tax ID Number " Sponsor 55N [11-1111111 Check Sponsar |

/ Sponsor Information does not exi ystem. Please continue to fill in the sponsor information.

Click here to create Sponscor Praofile

EnerTrek® User Guide — Project Sponsor Page 10
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Figures 11 & 12: Profile Update

s I y Profile

Check All that Apply: ™ women owned Il Minarity Owned I” Disabled Yeteran Owned

Name of Remittance Company:l .
{Enter Mame as it should appear on contract)

Project Sponsor Name: I

Address 1: I

Address Z:I
city / State / Zip: | = = *

Tax ID Number: |11—1111111 # @ 1ac1p © san

Parent Company:l

Parent Company Tax ID Numb | ® 1ax 1o  ssN

» Complete the Profile Update form and click on the Save Sponsor Profile button at the
bottom of the form.

Contact Name on Sponsor List: I

Contact Phone on Sponsor List: I

Contact Email on Sponsor List: I

* Indicates a required field

Sawve Sponsor Profile

EnerTrek® User Guide — Project Sponsor Page 11




Residential SOP 2010

Figure 13: Sponsor Details

03/31/2010 | welcome, Test User | Sign Off

Profile Update

—Sponsor Company PERLE]]

Check All that Apply: ™ women owned [ Minority Owned ™ Disabled veteran owned
*
Name of Remittance Company: ITEStmg Compgny
(Enter Mame as it should appear on contract)

Project Sponsor Name: ITeSt Sponsor *
address 1: [123 Main Street -

Address Z:I

City / State / Zip: |[Austin #| ™ =] £|7aros *

» On the top menu, click on Sponsor Details to see the dropdown list of more forms which
must be completed.

0 Subcontractor Information
o Affiliate Information

o0 Qualification Information
o0 Insurance Information

» All of the information under Sponsor Details will be used for all SWEPCO
programs so these sections need only be submitted once.

EnerTrek® User Guide — Project Sponsor Page 12



Residential SOP 2010

Figure 14: Subcontractor Information

> Enter the subcontractor information and click on Add New Subcontractor.

» To add multiple subcontractors, complete and submit the form for each subcontractor that
will work for you under any SWEPCO program during the current program year.

03/31/2010 | Welcorme, Test User | Sign Off
E
®
5 Sponsor Details

Subcontractor Update

— Subcontractor Info

Click on Subcontractor Name to Edit

Subcontractor Name: I

Tax ID Number: [ ® Tax 10 35
Parent Company: I

Parent Company Tax ID Number: I [ Tax ID o SEN
Address 1: I

Address 2: I

City / State / Zip: [ 7= =]

» To remove a subcontractor from your application, click on the subcontractor name in the
list at the top of the page, then click the Remove button.

EnerTrek® User Guide — Project Sponsor Page 13



Residential SOP 2010

Figure 15: Affiliated Firms

» Enter the information for the affiliated firms and click Add New Affiliated Firm.

» Repeat this process for multiple affiliated firms.

03/31/2010 | welcome, Test User | Sign Off
E
®
Home Settings & sor Details elp

Affiliated Firms Update
— Affiliated Firms Info

Click on Affiliated Firm Name to Edit

Affiliated Firm Name:

Tax ID Number: | @ 1ax 0 ssM

Parent Company: I

Parent Company TaxID Number: I @ Tax 10 © s8N
Address 1: I

Address 2: I

City / State / Zip: [ =]

» To remove an affiliate firm from your application, click on the affiliate name in the list at
the top of the page, then click the Remove button.

EnerTrek® User Guide — Project Sponsor Page 14



Residential SOP 2010

Figure 16: Qualification Documents

» Enter the information about the sponsor’s and subcontractor’s qualifications. When all
fields are complete, click Accept Company Qualifications Documentation.

03/31/2010 | welcorne, Test User | Sign Off

Qualification Information Update

— Qualification Information

Cornplete all required infarmation and use this form to ensure that all required information has been submitted either thraugh the Internet or through supplemental materials,
az appropriate,

Sponsor Qualification
TECHMWICAL REFEREMNCES: How many years has this company been in business using this company name?

Staternent of technical and managerial capabilities and experience as it relates to this project {200 word maximum):

List any CURREMT business licenses, certifications and business affiliations THAT HAYE NOT ALREADY BEEM GIVEM. Include cerifications such as HERS rating and test

certifications. Also list professional memberships such as ACCA, HBA, Better Business Bureau and Chamber of Commerce. Information must be given separately for
project sponsor and subcontractor(s),

Figure 17: Insurance Information

» Enter the information about the sponsor’s Insurance. When all fields are complete, click
Accept Company Insurance.

03/31/2010 | Welcome, Test User | Sign Off
E
®

# Home sSettings Sponsor Details Help

Insurance Information Update

[ Insurance Information

Complete all required information and use this form to ensure that all required information has been submitted either through the Internet or through supplemental
materials, as appropriate.

Insurance Information

Flease provide the following information and submit required hardcopy information within seven days of Internet Application:
General Liability - Effective Date

=l

EnerTrek® User Guide — Project Sponsor Page 15
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Figure 18: Home
When all Sponsor Detail sections are complete, click Home on the top menu bar.

11/17/2008

Settings Sponsor Details Help

Qua ation Documents Update

r— Qualification Documents Info

Complete all required information and use this form to ensure that all required information has been submitted either through the Internet or
through supplemental materials, as appropriate.

Sponsor Qualification ﬂ

Statement of technical and managerial capabilities and experience as it relates to this program (500 word maximum):

test =

List of current business licenses, certifications and business affiliations that have not already been given. Include certifications such as HERS
rating and test certifications. Also list professional memberships such as ACCA, HBA, Better Business Bureau and Chamber of Commerce.
Information must be given separately for project sponsor and subcontractor(s).

Applicant

test =

Subcontractor

test =

Have you (or your subcontractor) previously provided the selected measures as part of any Texas utility standard offer program?
@ ves ' No
If yes, provide the following for the most recent three contracts and identify if the contract was yours or your subcontractor's:

(a) utility name and project year; (b) Utility contact person, phone #: (c) Approximate number of homes treated

| P

é;'start | B> (& [@ > | ) inbox - Outiook E... |[-:?EnerTrek

N

| &) cve 2009 Res-HT... | ] AgP 2009 ResHT... |[ (@ AEP Texas Centr...

P K | Sign Off

EnerTrek® User Guide — Project Sponsor Page 16
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Residential SOP 2010

Figure 19: Home - list of SOP Programs

» To create an application for a specific program, click Create Application for the
appropriate program.

03/31/2010 | welcome, Test User | Sign Off

+ Please fill out Sponsor Details on top menu first before creating an application
+ One sponsor can submit one application into one program.

+ Click On Program Type to see Program Introduction and Manual.

+ Click On the Sponsor Application Link to Create/Edit Application.

2010 Programs Sponsor Application Frogram Submission Date

spplication nitizted et 1/27/2010 10:00:00 &AM

2010 AEP SWEPRCO - Largs Projects Cre

- Smazll B

2010 AEP SWERCO R ajects Create Applicatian Mot Initizted Vet 2/4/2010 10:00:00 &AM

2010 AEP SWERCO Hard-te-Reach SOP - Smazll Projects Crazte Applicztion Met Initiztad Vet 12/1/200% 10:00:00 &M

EnerTrek® User Guide — Project Sponsor Page 17



Residential SOP 2010

Figure 20: Program Application Summary
» This page displays a summary of the application.

» On the right side of the screen is the Application Menu which indicates the various
sections of the application project description.

» When each section is complete, a check mark will appear in the box. The application
cannot be submitted until all sections are complete.

03/31/2010 | Welcome, Test User | Sign Off 1
E
®

# Home Settings Sponsor Details Help

Selected Program: 2010 AEP SWEPCO Residential - Small Projects Application Status: Initiated

EAppIication Contract/Reservation Implementation Invoices

[ Instruction

Click on the links below to
fill out the various sections
;g‘ Print of the application. When

the section is complete, a
check mark will appeagl]
the box.

Program Application Summary

Summary

Sponsor Information

[ Application Menu
Sponsor Name: Test Sponsor

Sp Company N Testing Company [ project Description
Parent Company Tax-ID: 111-11-1111 kA Froject Description
Contact Person Name: Test User

Contact Person Title: Mr. [ Target Customers

EnerTrek® User Guide — Project Sponsor Page 18



Residential SOP 2010

Figure 21: Project Description
» Click Project Description in the right menu to access the Project Description form.

> Enter a description of the proposed project for this program, then click Update Project
Description.

03/31/2010 | Welcome, Test User | Sign Off

e

# Home Settings Sponsor Details Help
Selected Program: 2010 AEP SWEPCO Residential - Small Projects Application Status: Initiated

Cantract/Reservation Implementation Invoices

Application
Instruction

Click on the links below to
fill cut the various sections
of the application. When
the section is complete, a
check mark will appear in
the box.

Project Description

Project Description

Briefly describe the proposed project, including target customers, end-uses, and basic marketing approa

Update Project Description

Application Menu

| Project Description

|| Project Description

EnerTrek® User Guide — Project Sponsor Page 19



Residential SOP 2010

Figure 22: Target Customers

» Click Target Customers in the right menu to access this form.

> Indicate which customers your projects will target, then click Update Project
Description.

)

03/31/2010 | Welcome, Test User | Sign Off

# Home Settings Sponsor Details Help
Selected Program: 2010 AEP SWEPCO Residential - Small Projects

Application Status: Initiated

éAppIication Contract/Reservation Implementation Invoices
Project Description [ Instruction
T £ Cust Click on the links below to
larget Lustomers fill out the various sections

of the application. When
the section is complete, a
check mark will appear in
the box.

[ Single Family

I Mabile Home

Update Project Description r Application Menu

O Project Description

¥ Project Description

Target Customers

EnerTrek® User Guide — Project Sponsor Page 20



Residential SOP 2010

Figure 23: Measure Types

> Indicate which type of Measure Types will be used for this project, then click Update
Project Description.

03/31/2010 | Welcome, Test User | Sign Off
E
®

ome Settings Sponsor Details Help

Selected Program: 2010 AEP SWEPCO Residential - Small Projects

Application Status: Initiated
Application CEontract/Reservation Implementation Invoices
Project Description [ Instruction
Measure Types

Click on the links below to
fill out the various sections
of the application. When
(Please check all measures that will be installed as part of this project. If a measure is not selected in yvour application you will not the section is _CCHTFi'EtE.- a
be permitted to enter it on an invoice.) E:ECbk mark will appear in
e box.

What measures will you install under this contract?

™ central air Conditioning

rApplication M
[ central Heat Pump pplication Menu
r Package Unit - AC

O Project Description
r Package Unit - Heat Pump

kA Project Description
I_ Ground Source Heat Pump

HVAC License

O Target Customers

Measure Types

EnerTrek® User Guide — Project Sponsor Page 21
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Figure 24: Marketing Plan

> Enter a description of the proposed marketing plan, then click Update Project

Description.

# Home Settings  Sponsor Detsils  Help

03/31/2010 | Welcome, Test User | Sign Off

Application Status: Initiated

Selected Program: 2010 AEP SWEPCO Residential - Small Projects
Application Contract/Reservation Implementation Invoices
Project Description [ Instruction
- Click on the links below to
Marketing Plan fill out the various sections
Describe how you will market to potential customers of the application. When
;I the =ection is complete, a
check mark will appear in
the box.

[ Application Menu
[ Project Description
¥ Project Description

Previous successful projects utilizing similar marketing methods
— DTarget Customers

[ measure Types

O Marketing Flan

EnerTrek® User Guide — Project Sponsor Page 22
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Figure 25: Additional Questions

» Answer the additional questions on this form and save the information by clicking
Update Project Description.

03/31/2010 | Welcome, Test User | Sign Off

Home Settings Sponsor Details Help

Selected Program: 2010 AEP SWEPCO Residential - Small Projects Application Status: Initiated

Application Contract/Resenyation Implementation Invoices
Project Description [ Instruction
. - Click on the links below to
Additional Questions fill out the various sections

of the application. When
the =ection is complete, a
r Froject Sponsor only check marlk will appear in
the box.

Installation of measures listed above will be done by

7] subcontractor only {must be listed under Subcontractors Information)
[ Both Project Sponsor & Subcontractor rApplication Menu™— |

If work is done by more than one company, list all companies and measures each will install and provide the same information _ L
requested above. [ Project Description

ﬂ kA Project Description
DTarget Customers

[ Measure Types

[ marketing Plan

L«

[ additional Questions

[ R S |

EnerTrek® User Guide — Project Sponsor Page 23
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Figure 26: Select Subcontractors

» Choose the subcontractors who will be involved in this program or check the box stating
that subcontractors will not be used.

03/31/2010 | Welcome, Test User | Sign Off
E
®

lome Settings Sponsor Details Help

Selected Program: 2010 AEP SWEPCO Residential - Small Projects Applicaticn Status: Initiated

pplication Contracy/Reservation Implementation Invoices

[ Instruction

Select Subcontractor Click on the links below to
fill out the various secticns
of the application. When
the section is complete, a

[ Select Check box to Add Subcontractor to Program Application

SubContractor Select to Add Contact First Contact Last  Contact _ . check mark will appear in
Name Subcontractor Name Name Phone Contact Email Website the box.
Test Subcontractar r Test Subcontractor 92;?54 jmelick@frontierassec.com http;) wgeegle.cem/ | [ Application Menu

[ project Description

[T Check here if vou will not use Subcontractors M project Description

Update Subcontractor Selection L Target Customers

[ measure Types

O Marketing Flan
O additional Questions

R
[ subcontractor

EnerTrek® User Guide — Project Sponsor Page 24
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Figure 27: Select Affiliate Firms

» Choose the affiliate firms or check the box stating there are no affiliates, then click
Update Affiliate Firms Selection.

03/31/2010 | Welcome, Test User | Sign Off
E
L

Home Settings Sponsor Details Help

Selected Frogram: 2010 AEP SWEPCO Residential - Small Projects Application Status: Initiated

Application Contract/Reseration Implementation Invoices
[ Instruction
Select Affiliated Firms Click on the links below to
fill out the various sections
[ Select Check box to Add Affiliated Firm to Program Application of the application. When
the =ection is complete, a
check mark will appear in
Affiliated Firm select To Add Contact First Contact Last Contact . - the box.
Name Affiliated Firm Name Name Phone Contact Email Website
RESSEEED [ Application Menu
Test Affiliated Firm [ Test Affiliated Firm "9'64310"852 jmelick@frontierassoc,com hetp:/fwwowyzheo.com/ re
roje escription
[ Project Descripti
If vou have NO Affiliated Firm, you must check the following box before submitting yvour application. M project Deseription
. - . . - [ Target Customers
[T 1 have read and understand the FUCT-approved definition of an affiliate firm (see the Program Ma j. Applicant has no affiliate g
firm relationships that would qualify under this definition. [ measure Types
Update Affiliated Firms Selection [ Marketing Plan
[ additional Questions
[ subcentractor
N Affiliated Firm

EnerTrek® User Guide — Project Sponsor Page 25
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Figure 28: Application Complete

» When all sections of the Application Menu are checked as completed, the application is
ready to be submitted on the designated submit date and time.

Program Application Summary

[Print Summary]

— Summary
Sponsor Information \
Sponsor Name: Frontier Testing Company Click on the links below to fil
Sponsor Company Name: Frontier Testing Inc. out the various sections of
the application. When the
Parent Company Tax-ID: n is complete, a check
Contact Person Name: P,K ark will appear in the box.
Contact Person Title: ‘ -
Address 1: 123 Main Application Menu
Addrass 2: ¥ Project Description u
City / State / Zip: Austin / TX / 000000
Phone 1: (555)555-5555 ¥ Description
Phone 2: ¥ Target Customers
FAX v
Email: pkeegan@frontierassoc.com ¥ MaV Plan
Website: ¥ Marketing Plan
Women Owned?: =
¥ Additional Questions
Minority Owned?: =
Disabled Veteran Owned?: c2 ¥i Measure Types
Last Updated On: 11/12/2008 58:43:57 PM ¥ Estimated Impact

¥ Subcontractor

¥ Affiliated Firm

Estimated Impact

Estimated Total Savings kW : 20.00 ¥ Qualification Docs
Estimated Total Savings kwWh : 100,000.00
Estimated Total Incentives : $20,000.00 Application Info

Application Summary

User Information

User Information - 1

User Name: P, K
Phone#: (555)555-5555
Email: pkeegan@frontierassoc.com
-
el »

[ [T [ [ [§&mnemet R100% v
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Residential SOP 2010

Figure 29: Submission Day

» On the application submission date, login and click Ready to Submit for the program to be
submitted.

04/01/2010 | Welcome, Test User | Sign Off
E
®

Home Settings Sponsor Details Help

+ Please fill out Sponsor Details on top menu first before creating an application
* One sponsor can submit one application into one program.

+ Click On Program Type to see Program Introduction and Manual.

+ Click On the Sponsor Application Link to Create/Edit Application.

2010 Frograms Sponsor Application Status Frogram Submis
2010 AEP SWEPCO Residential - Large Projects Cre pplication Mot Initiatad Vet 1/27/2010 10:00 DDN
2010 AEP SWEPCO Residentizl - Small Projects Edit application Initiated @3/31/2010 2/4/2010 10:00:00 AM Ready to Submit

2010 AEP SWEPCO Hard-to-Reach SOF - Small Prejects Create &pplication Mot Initiated Yet 12/1/2009 10:00:00 AM
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Residential SOP 2010

Figures 30 & 31: Submit an Application
1. If question marks appear on the following page, refresh the screen (F5) after the designated
submit time.
2. After the designated submit time, a 4-digit number will appear after refreshing the screen.
Enter the 4 digits into the box.
When the number has been entered correctly, click Submit Application.

04/01/2010 | Welcome, Test User | Sign Off
E
®

enter this 4 digit number in order to submit your application

Submit Application |

> A message will then appear to confirm that the application has been successfully
submitted. An email confirmation will be sent, as well.

04/01/2010 | Welcome, Test User | Sign Off
E
®

$ Home Settings Sponsor Details Help

[ Application Submission

Your application has been submitted on 4/1/2010.
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