CenterPoint
¢ Energy

CENTERPOINT ENERGY

2009RESIDENTIAL AND HARD-TO-REACH
STANDARD OFFER PROGRAM

USER GUIDE FOR PROJECTS SPONSORS

November 2008



Table of Contents

INTRODUGCTION ...iitiitttseeeeeetiie s e e eeeetta e e e e eeesta e e e e eesta s eeeaeesan e eeeeeessnnaaeeaesssnnneaeesnns 3
Figure 1: CenterPoint Energy’s Residential SOP Home Rage..............cccceee 4
Figure 2: Program LINKS ........coouiiiiii et 5

F N TR0 1 T P 6
Figure 3: Login Screen — Register as a NeW USer . .vvieiiiiiiiiiiieeceieeeeinnen 6
Figure 4: RegISIIatioN ...........oiiiiuiiiiii e e 7
FIQUIE 5. LOGIN ..t ettt e ettt e et eeeaa e e e eaa e eeees 8
Figure 6: ACHIVALE ACCOUNT .........iiiiiieeet et e et e e et e e e et eeeaaeeeenns 8
FIQUIE 7: TaX ID .ottt e e e e e e e e e s 9
Figure 8: Profile Update.........coouiiiiiiiiee e 10
Figure 9: SponSOr DEtallS...........iiiiuii ettt 11
Figure 10: Subcontractor INfOrmMation ..............coeeeeeeeerineeeiiine e 12
Figure 11: Affillated FIrmS ......coouuiiiiii e 13
Figure 12: Qualification DOCUMENTS .........iiiiiimceer et 14
Figure 13: Home — list Of SOP Programs ..........cceeceeooeeeiniieiiineeeiiineeeeineeeennn 16
Figure 14: Program Application SUMMAIY ..........ccoorcieiiiiiiiieeeiie e 17
Figure 15: Project DeSCIPLION ...c..uuiiiiiii e ieemeee e 18
Figure 16: M&V PIaN ... 19
FIQUIE 17: MEASUIE TYPES...cuuu it ieeeiie e eeemmeeee et e et e e et e e e e e eeaa e 20
Figure 18: Marketing Plan .........c.uuiiiiiiiii e 21
Figure 19: Additional QUESTIONS ..........iiiiiiiiiiiii e 22
Figure 20: Additional QUESEIONS (CONL.) ....uniiiiiiiiiiiii e 23
Figure 21: Estimated IMPacES........ccouuiiiiiiiiiiei e 24
Figure 22: Select SUDCONIIACIOIS. ........... .o et e et e e e e e e 25
Figure 23: Select Affiliate FIrMS ..........uiiiiiiiii e 26
Figure 24: Application Complete ........ooo i 21.
Figure 25: SUDMISSION DAY ......cuuiiiiiiiiieiii s ceeee e 28

Figure 26: Submit an APPlCALION ........oiiiieiiii e 29



Residential and Hard-to-Reach SOP 2009

INTRODUCTION

The User Guide provides Project Sponsors participati@gimterPoint Energy’s Residential and
Hard-to-Reach Standard Offer Programs with guidelinessorg the online data tracking
system. This guide walks you through the steps for fillingtloel application forms, entering
data for efficiency work completed, and invoice reporting.

Large Projects- incentive funds are reserved once for the endieg.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 36utes, 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 Bxfienrgy Efficiency Programs is
EnerTrek®, developed specifically for the various Standard Offegfams being implemented
by Texas electric utilities. For the sake of discusgarposes, the online data tracking system
will be referred to as simplgnerTrek
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Residential and Hard-to-Reach SOP 2009

To acces&nerTrek®, go to CenterPoint Energy’s Standard Offer Program Heaue for the
appropriate program.

Residential and Small Commercial SOP - -
http://www.centerpointressop.com/projectsponsor.shtml

Hard-to-Reach SOP - -
http://www.centerpointhtrsop.com/projectsponsor.shtml

Figure 1: CenterPoint Energy’s Residential SOP Home Page

ff http:/ /www.centerpointressop.com/projectsponsor.shiml - Windows Internet Explorer i ;lﬁlil

@F—" IE j he S IC o

J Fle Edit View Favorites Took Help JUnks 2 J & -

¢ ¢ @ http://www.centerpointressop.com/proie... I I J i Home ~ [ Feeds (1) ~ ®hPrnt v |- Page « 2
Home | Investors | Careers | Contact Us -

CenterPoint.. ml

CenterPoint Energy Residential SOP - Project Sponsors

The Residential Program provides incentives for the installation of a wide range of energy efficiency measures for
single family, multi-family, and manufactured housing.

Res Home Page 2009 Program Information

Program Info
ANNOUNCEMENT:
Program Manual
Application Please download the 2009 CNP Residential & Hard-to-Reach SOP Program Manual and 2009 Workshop Presentation
from the Downloads/Tools page.

Downloads/Tools

N . Updates The online application link will be available beginning: November 14, 2009. To access the 2009 application forms,
click on the link for Application.

Application Submittal:

Nov. 14, 2008: Begin filling out applications for Residential SOP Large and Small Projects.

Large Projects:

Nov. 18, 2008 at 10:30 AM CST: Submit applications for Large Projects for Residential SOP.
Small Projects:

Dec. 8, 2008 at 10:30 AM CST: Submit applications for Small Projects for Residential SOP.
Reservation of funds will not be available until after Jan. 5, 2009 and upon application approval.

The links to all 2008 Residential and Small Commercial online database systems are under Application on the left
menu of this page.

Potential 2009 Project Sponsors: Each company which includes duct efficiency as a measure in the Residential j

[T T T T 3 mntemnet [#100% ~ ,

Click on theApplicationlink on the left menu bar.
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Residential and Hard-to-Reach SOP 2009

Figure 2: Program Links

Select the 2009 program link.

[ 5 http:/ /www.centerpointressop.com/apply.shtml - Windows Internet Explorer ) ;lﬁlil

@: - IEhttp:flwww.centerpomtressop.com,’appfy.shtml j *1| X IG::giE i
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¢ ¢ @ http://www.centerpointressop.com/apply... | | J ¥ Home ~ [EJFeeds (J) ~ @ Prnt v [:=F Page v 2
Home | Investors | Careers | Contact Us d

CenterPoint .
& Energy

Application Forms
To access the 2009 Residential and Hard-to-Reach Standard Offer Programs choose from the following link:
2009 Residential & Hard-to-Reach Standard Offer Programs

Res Home Page

[ — e 2009 Residential & Hard-to-Reach Standard Offer Program Application Forms

SHEETUETE To access the 2008 Residential and Small Commercial Standard Offer Programs choose from the following links:

Application

2008 Large Residential Standard Offer Programs

e 2008 |arge Residential & Small Commercial Standard Offer Program Application Forms

e 2008 Large Affordable Single Family New Construction Application Forms

2008 Small Residential Standard Offer Programs

e 2008 Small Residential & Small Commercial Standard Offer Program Application Forms

[T T T T 3 mntemnet w100% v
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Residential and Hard-to-Reach SOP

2009
APPLICATION
Figure 3: Login Screen — Register as a New User
First, register as a new user by clicking on the linlheupper left of the pageFirst
time users, click here tRegister
fj CenterPoint Energy Effidency Standard Offer Program - Windows Internet Explorer ) ;lilil
@:v IE j"? % IG::giE R|-
Jﬂe Edt Vew Favorites Tools Help Jl.inks ”J@'

5% 4% @ CenterPoint Energy Effidency Standard O... | | J i Home ~ [ Feeds (J) ~ dsbPrnt = |; Page ~

CenterPoint. I
& Energy

Login Page

Welcome to CenterPoint Energy Efficiency Standard Offer Program.
First time users, click here to Register.

Returning users enter User Name and Password.

User Name: l

Password: l

Cancel |

Forgot Your Password? Click here.

[pone [T [ L3 mntemet H100% v g
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Residential and Hard-to-Reach SOP 2009

Figure 4: Registration

Complete all fields in the registration form. Themuusame and password are case
sensitive.

When the form is complete, click @reate Login

p’f CenterPoint Energy Efficiency Standard Offer Program - Windows Internet Explorer | ;lglll
G- e =1 #21[x][coogke e
| Be Edt Vew Favortes Took Hep |Lnks kN

¥ 4 @ CenterPoint Energy Efficency Standard O... | | ] it Home ~ EJ Feecs (1) v @hPrnt v |- Page v

CenterPoint..
¢ Energy

Registration

Welcome to CenterPoint Energy Efficiency Standard Offer Program Registration. If you are a new Customer, registration is your first step in
participating in this Program.

User Name:

Password:

Confirm Password

First Name:

Email:

Confirm Email:

Last Name: l

Phone Number:

Create Login | Cancel

4
Done [T [ T [ L3/ nternet H100% v 4
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Residential and Hard-to-Reach SOP 2009

Figure 5: Login

After the user is registered, login by filling in theeusame and password and clicking
onLogin.

/> CenterPoint Energy Effidency Standard Offer Program - Windows Internet Explorer == x|
@:‘  le] =] l#21[x] [cooge |-
| Fle Edt Vew Favortes Toos Hep |links > |-
% «r @ centerpoint Energy Efficency Standard O... | | | fi Home ~ £ Fe=ds (1) ~ @ Print ~ = Page v
e CenterPoint.
Energy

Login Page

rd:
Cancel

Forgot: Your Password? Click here.

Done [ [ [ mtemet ®100% ~

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 onActivate You'll next go to the login page where you will enyeur user name
and password.

/= CenterPoint Energy Effidency Standard Offer Program - Windows Internet Explorer == x|
e< - El&lxllecee e[
| Ee Edt View Favortes Toos Hep |links L
i & Centerpont Energy Eficency Standard 0...| | | # Home v ) Fecds (1) v dbpant v ) page ~
@ CenterPoint.
Energy

Activation Page

User Login Name: |

Activation Code: |

Activate | Go to Login Screen

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

[T [ @ mternet ®100% v
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Residential and Hard-to-Reach SOP 2009

Figure 7: Tax ID

Once logged in, enter the project sponsor’s federalRaot Isocial security number, then
click onCheck Sponsorif no duplicate is found, click on the button that appeared
statingClick here to go to Sponsor Information.

fj CenterPoint Energy Efficiency Standard Offer Program - Windows Internet Explorer i ;lglil
@@ i IE‘ ﬂ 3| % IG::gie P~
] Fle Edit View Favorites Tools Help ] Links > J @ -
% €r @ Centerpoint Energy Effidency Standard O... | | J i Home v [ Feeds (1) v = Print ~ |- Page «
=
e CenterPoint.
Energy

Sponsor Main

To find if Sponsor Information has been created please enter your sponsor SSN/company Tax-1D in the box below and click 'Check
Sponsor' Button.

€ Tax ID Number ® Sponsor SSN IDOD’OD’ODOO Check Sponsor |

sponsor Information does not exist in the system. Click here to go to Create Sponsor Information I

[T T T | [#& mntenet R100% v 4
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Residential and Hard-to-Reach SOP 2009

Figure 8: Profile Update

p’f CenterPoint Energy Efficiency Standard Offer Program - Windows Internet Explorer | . = ll

| Be Edt Vew Favortes Took Hep |Lnks kN

¥ 4 ) CenterPoint Energy Efficency Standard O... ] it Home ~ EJ Feecs (1) v @hPrnt v |- Page v

Home Settings Sponsor Details Help

Profile Update

— c y Profile

Check All that Apply: I” Women Owned I Minority Owned [ Disabled Veteran Owned

Project Sponsor Name: |

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

Address 1: l

Address 2: l

City / State / Zip: I / ITX ﬂ ll

Tax ID Number: IOOO-DO—OOOO = (0 TaxID ® ssN

Parent Company: |

Parent Company Tax ID Number: l @ Tax 10 C ssn

Contact Title: l

Contact Last Name: l

Contact First Name: l

Company Phone 1: I «
Company Phone 2: I
Company FAX: I

Website: |

Done [T [ T [ L3/ nternet H100% v 4

Complete the Profile Update form and click on 8ae Sponsor Profilbutton at the
bottom of the form.
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Residential and Hard-to-Reach SOP 2009

Figure 9: Sponsor Details

fj CenterPoint Energy Efficiency Standard Offer Program - Windows Internet Explorer i ;lﬁlil
GO - [c] =[x eoose it
J Fle Edit View Favorites Took Help JUnks 2 J & -

¢ < ) CenterPoint Energy Efiicency Standard O... | | J {3l Home ~ [ Feeds (1) ~ dehpont v |} Page

CenterPoint .
& Energy

Home Settings Sponsor Details Help
Sponsor Profile

Subcontractor Info
Affiliated Firms Info
[~ Sponsor Com i

Check All that Apply: [ women owned ¥ Minority owned [¥ pisabled veteran owned
Project Sponsor Name: |Frontier Testing Company

|Frontier Testing Inc
(Enter Name as it should appear on contract)

Name of Remittance Company:

Address 1: |123 Main
Address 2: l
City / State / Zip: JAustin 7| ™ x| s |ooooo
Tax ID Number: |000-00-0000 = @ Tax ® SN
Parent Company: |Frontier Parent
Parent Company Tax ID Number: IDOOfDDfOODO  Tax 1D ® ssN
Contact Title: l
Contact Last Name: ItESt
Contact First Name: ltESl
1
http://cnp.ressop.com/User/UserProfile.aspx ?cmpID=000-00-0000# | ’_‘ | ‘ ||:g ‘Q Internet ®100% A

On the top menu, click on Sponsor Details to see theddnen list of 3 more forms to be
filled out.

0 Subcontractor Information
o Affiliate Information
0 Qualifications

All of the information under Sponsor Details will beeddor all of the CNP Residential
and HTR programs so these sections only have to bd 6llit once.
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Residential and Hard-to-Reach SOP

2009

Figure 10: Subcontractor Information

Enter the subcontractor information and clickAdd New Subcontractor

To add multiple subcontractors, come back to this forahféirit out for each
subcontractor that will work for you under any of the Laagd Small, Residential and
Hard-to-Reach programs.

J Subcontractor information Updated Successfully.

Subcontractor Update

— Subcontractor Info

Click on Subcontractor Name to Edit

Subcontractor Name

test

Subcontractor Name:

Tax ID Number:

Parent Company:

Parent Company Tax ID Number:
Address 1:

Address 2:

City / State / Zip:

Contact Title:
Contact First Name:
Contact Last Name:
Company Phone 1:
Company Phone 2:
Company FAX:
Website:

Company Email:

Add New I Update

Remove |

4|

First

Name Last Name Website

test

|5ub1

| C TaxD @ gsn

|

l ® Tax O SSN

|

|

| (™ =)
test

o

]

|3 | meemnet [%100% ~

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

EnerTreR User Guide — Project Sponsor
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Residential and Hard-to-Reach SOP 2009

Figure 11: Affiliated Firms

Enter the information for the affiliated firms andc&lion theAdd New Affiliated Firm

Repeat this process for multiple affiliated firms.

f,‘- CenterPoint Energy Efficdency Standard Offer Program - Windows Internet Explorer i ;lilil

Go-le =] #l[x[coog ol

J Fie Edt View Favortes Tools Help JUnks B J & -

¢ 4 g CenterPoint Energy Efficiency Standard O... | | J i Home = E Feecs (1) > ®hPpnt ~ -2 Page ~ 2
B

Affiliated Firms Update

— Affiliated Firms Info

click on Affiliated Firm Name to Edit

Affiliated Firm Name: l

Tax ID Number: l @ Tax0 C sSN

Parent Company: l

Parent Company TaxID Number: I @ Taxo  ssSN

Address 1: l

Address 2: l

City / State / Zip: l / ITX ﬂ ll

Contact Title: l

Contact First Name: l

Contact Last Name: l

Company Phone 1: I
Company Phone 2: I
Company FAX: I

Website: l

Company Email: l

Add New | Update Remove

-

<« 3
Done | ‘ ‘ | ‘ E; ‘0 Internet ®100% ~ v

To remove an affiliate firm from your application, &ion the affiliate name in the list at the top
of the page, then click on tlemovebutton.
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Residential and Hard-to-Reach SOP 2009

Figure 12: Qualification Documents

Enter the information about the sponsor’s and subocdntra qualifications. When all
fields are complete, click on tiAecept Company Qualifications Documentation

_lslx]
:‘, - |g\ =4 llx IG L

| Fle Edt Vew Favortes Toos Hep ks 2l

¢ @ ] CenterPoint Energy Effidency Standard O... | | | 5 Home ~ B Feeds (1) v o

n Documents Update

—Q

Complete ail 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.

ualification

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

Has project sponsor participated in any Texas utility standard offer program?
Cves C o
If yes, please provide the following:
Utility name(s) and project completion date(s)
Contract amount(s)
Project contact(s)

Statement of technical and managerial capabilities and experience (500 word maximum): (required field)

Evidence that Project Sponsor and its Sub-Contractors possess all applicable licenses. Evidence includes a list of all applicable licenses,
issting agencies and license numbers. (required field)

=

4 »
Dolne [ 36 nternet 100% v
il
- [el BRI of-
| Fle Edt vew Favortes Toos Hep |unks > | &~
¢ & ) CenterPoint Energy Effidency Standard o...| | | fi Home + B3 Feecs (1) v & P ®
I =
Reference

Descriptions and references (at least three) for comparable projects, including information about the year the project was undertaken, the
services provided, and the estimated and actual performance of the energy-efficiency equipment. Provide a contact name, title, address and
phone number for each reference

a. Reference 1: (required field)

|

=

b. Reference 2: {required field)

I

K

c. Reference 3: {required field)

Disclosure of any legal judgments entered against Project Sponsor in the previous two years, as well as a current list of pending litigation filed
by or against Project Sponsor. (required field)

Accept Company Qualifications Documentation I

<

»
Done [ 36 nternet 100% v
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Residential and Hard-to-Reach SOP 2009

Once all sections under the Sponsor Details are coepulick onHome on the top menu
bar.

Has project sponsor participated in any Texas utility standard offer program?
@ ves O o

If yes, please provide the following:

. Utility name(s) and project completion date(s)

. Contract amount(s)
. Project contact(s)

test =]

=

Statement of technical and managerial capabilities and experience (500 word maximum): (required field)

=]

test

-
q »
Done [T T T | [3/ehmtenet %100% ¥ 4
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Figure 13: Home — list of SOP Programs

To create an application for a specific program, cliciCozate Applicationfor the
appropriate program.
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Figure 14: Program Application Summary
This page displays a summary of the application.

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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Figure 15: Project Description

Click onDescriptionin the right menu to access the Project Descriptiom.fo

Enter a description of the proposed project for this ranmg then click otdpdate Project
Description.
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Figure 16: M&V Plan

Indicate which type of savings values you will use fos project, then click obpdate
Project Information.

EnerTreR User Guide — Project Sponsor Page 19



Residential and Hard-to-Reach SOP 2009

Figure 17: Measure Types

Please check all measures you will install under this progthen click otupdate
Project Description.
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Figure 18: Marketing Plan

Fill in sections of the marketing plan and click dpdate Project Description
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Figure 19: Additional Questions

Please answer the additional questions on this form.
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Figure 20: Additional Questions(cont.)

When the additional questions are answered, submit théyateking onUpdate
Project Description.
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Figure 21: Estimated Impacts

Enter the estimated kW, kWh savings and total estimatedtimee Click onAccept
Estimated Impact.
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Figure 22: Select Subcontractors

Choose the subcontractors that will be working in thigypam for you or click on the
box stating you will not use subcontractors.
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Figure 23: Select Affiliate Firms

Choose the affiliate firms or click on the box stgtyou have no affiliates, then click on
the Update Affiliate Firms Selection

EnerTreR User Guide — Project Sponsor Page 26
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Figure 24: Application Complete

When all sections of the Application Menu indicatenptete with a check mark, the
application is ready to be submitted on the designated sdatei and time.
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Figure 25: Submission Day

On the application submission date, login and click erbilitton that sayReady to Submit
for the program you're submitting an application.
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Figure 26: Submit an Application

Refresh your screen (F5) when the clock passed the desigagbmit time.

A 4-digit number will appear after refreshing after theiglested submit time.
Enter the 4-digit number in the box below in the oftlappears on the screen.
With the number entered correctly, click on 8wwomit Applicationbutton.

el A
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