SMECO’s Home Performance with ENERGY STAR Program
Online Program Application Center Uploading Process

General Instructions

The primary point of contact between your company and SMECO’s Home Performance with
ENERGY STAR® Rebate Program should complete this application process for each customer.

The application process will include the following steps:

e Creating a contractor account for the online system, if you have not done so previously.

e Creating a customer application for whom the work was completed.

e Providing additional application information, including details about the work
performed.

e Reviewing and agreeing to the terms and conditions for program participation.

e Uploading required supporting documentation including:

i a signed contract between the customer and participating contractor with
detailed scope of work,
ii. signed Terms and Conditions with customer and contractor signatures,
iii. signed Test-Out form,
iv.  any other supporting documentation for equipment or measures installed, and

Detailed Instructions

Create @ NeW ACCOUNT ......ccoiiiiiueiiiiiiiinnnnninsssnnnnnis e sssssnsnssssssssnsanssenss 2
Create a New Audit Application .......cccvceeeeinneircrnninccnennsenecrencerancnenes 5
Create a New Project Rebate Application .......ccccoeveeevceeeccrinccerccneennees 13
Managing Submitted Applications .........ccccevvinrirsninninnncsnineenssennsnennes 24
Tips to Avoid Flawed Applications ........cccccceeevericcerssnnecneercceesssensennnees 26

Contacting Your Account Manager.........cieievicineneninisinsnnnnenessssnnenesenes 26



Create a New Account

Go to http://smecohpwes.programprocessing.com/programapplication/

Part 1: Creating a New Account
1. Click “Begin Application” button

About SMECO  Customer Choice Careers ContactUs Newsletter Supplier

. Report Outage Customer Service |
Southern Maryland Electric Cooperative 1-877-747-6326 (1-877-74-SMECO)  1-838-440-3311 m

Energy Efficiency Programs:

Please click here to review instructions for completing the online
application prior to proceeding. The instructions will open in a separate window
that you should leave open as you move through the steps of the application
process, as the detailed instructions are not repeated as you move through the

pages within the application.

Areyg g begin your application?

Begin Application

Southern Maryland " 2
Reliability Project
- Green Registry

Save Energy, B : Scholarships
Save Money CoolSentry Available

2. Click “Create Account” button

About SMECO Customer Choice Careers ContactUs Newsletter Supplier

o Report Qutage Customer Service |
Southern Maryland Electric Cooperative 1-877-747-6326 (1-877-74-SMECO)  1-888-440-3311 m

Returning User? Please Log In:

Email Address:
Password:

Account Login

Forgot your password? Click HERE to retrieve it
New User? Please Create An Accouni:

Southern Maryland ' % #/ :
Reliability Project > Do = 2
; ' & - Green Registry

Scholarships

Save Energy,
Save Money CoolSentry Available



http://smecohpwes.programprocessing.com/programapplication/�

3. Enter Account information to create your user account for the online system. Please note
the Email Address and Password used to create your account; after submitting your
application you will have the ability to log in to your account using this information to
review your application and check its current status.

e Enter First and Last Name

e Enter an E-mail Address to which messages about this application should be sent
e Enter N/A for Utility Account Number

e Choose a password and enter it into the Password and Repeat Password fields

e Select “Submit Information” button

L
ﬁg Create User Account

First Name: John
Last Name:; Smith
eMail Address: JSmith@hotmail. com

Utility Account Number: M,

Password:

Repeat Password:

pl

'

Submit Informaticn

Part 2: Adding Contact Information
1. Provide contact information for the Primary Contact. The primary contact is the
individual who should be contacted with questions about the application.

e Select contact type “Primary”

e For Name This Contact, enter HP Contractor or any other name to distinguish between
persons within your company (use HP Contractor if you will be the only one entering
information on a given record, use the Auditors name if there will be multiple accounts
used to upload information to the record.)

e Enter Contact First Name and Contact Last Name

e Enter your Company Name

e Leave Account Number blank

e Enter your company’s Address, City, State, and Zip

e Enter your Phone number. If desired, provide an alternate phone number in the Cell
field and a fax number in the Fax field

e Enter an E-mail Address. This is the e-mail address to which correspondence regarding
the application will be sent. Failure to enter an e-mail address may result in delays
processing your application should we need to contact you. (Messages sent by the
system will come from the e-mail address donotreply@programprocessing.com. Please



mailto:donotreply@programprocessing.com�

add this e-mail address to the approved contacts list for your e-mail program to ensure
that e-mails sent by the system are not routed to your junk e-mail or spam folders.)

e Leave Tax ID blank
e  Click “Submit”

"ﬁ_ = Apo/Epir ConTact

Contact Type: Primary  [*] -

Name This Contact: :

Contact First Name: John :

Contact Last Hame: _S_mrthl—| :

Company

Account Number:

Address: :
]

city: '

State: '

Zip: ‘

Phone: ( 555 ) 555 - 5555 *

Cell: ( ) y

Fax: ( )] -

oMai:

V'

2. You are now ready to begin a rebate application.

NOTE: You will only need to create (1) user account for both the Audit and Project Portals.

Submit




Create a new Audit Application

Goto
http://smecohpwesaudit.programprocessing.com/programapplication/

Part 1: Logging In
1. Click “Begin Application”

About SMECO Customer Choice Careers ContactUs Newsletter Supplier

- Report Outage Customer Service |
Southern Maryland Electric Cooperative 1-877-747-6326 (1-877-74-SMECO)  1-888-440-3311 m

Home Performance Audit Program

Please click here to review instructions for completing the online application prior to proceeding.
The instructions will open in a separate window that you should leave open as you move through the
steps of the application process, as the detailed instructions are not repeated as you move through
the pages within the application.

dytg begin your application?

Begin Application

Southern Maryland " u .

Reliability Project LITHTE

3 e ¥
Save Energy, SMECO Scholarships
Save Money CoolSentry Available

2. Enter your e-mail address used to create the account in the “Returning User?” section
3. Enter your password
e If you have forgotten your password, use the link below the log-in fields to retrieve it.
This will trigger the system to e-mail you a new password.
o Please add the e-mail address donotreply@programprocessing.com to your approved
contacts list to ensure that you receive the e-mail containing the new password.
e You may change your password after logging on by clicking the “Edit Your Profile” link
in the top right of the Program Application Center — Welcome tab.
4.  Click “Account Login”



http://smecohpwesaudit.programprocessing.com/programapplication/�
mailto:donotreply@programprocessing.com�

About SMECO Customer Choice Careers ContactUs Newsletter

Supplier

Report Qutage Customer Service

-
Southern Maryland Electric Cooperative 1-877-747-6326 (1-877-74-SMECO)  1-888-440-3311

Home Performance Audit Program

Returning User? Log In;

Email Address: :

Password

Account Login

Forgot your password? Click HERE to retrieve it

MNew User? Please Create An Account:

Create Account

Southern Maryland
Reliability Project

G e
Save Energy, SMECO Scholarships
Save Money CoolSentry Available

Part 2: Adding Contact Information
1. Click “Add New Contact” to enter new customer information

Assign Application Contacts:

The first step in submitting an application is selecting the Contacts for your project. Please selectthe appropriate
contacts from the dropdown lists below.

IMPORTANT: If the appropriate contact is not listed, Please click the "Add New Contact” button to enter the new
contact before proceeding. You will not have the opportunity to edit this information on the application later.

Add New Contact

Pleaze zelect your primary contact address. This is where all contact regarding this application will be sent:

Primary Contact: —Gelect— [=] *

Please select the premise contact for this application. The premise is the physical location of the project :

Premise ContacT: —Select— =] -

Please select the contact information for the contractor who will ke performing the installations referred to in this application:

Contractor ContacT: —Select— =] -

Submit



2. Provide contact information for the Premise Contact. The premise contact is the
customer for whom home performance measures were installed.

"

Select contact type “Premise”

For Name This Contact, enter the customer’s name

Enter customer’s information for Contact First Name and Contact Last Name

Leave company name blank

Enter customer’s SMECO account number

Enter customer’s Address, City, State, and Zip (home where measures were installed)
Enter customer’s Phone Number. If desired, provide an alternate phone number in Cell
field

Leave Fax blank

Enter customer’s E-mail address. This is requested for two reasons: 1) to inform the
customer of their rebate amount once it has been approved and 2) to send out surveys
to all customers once their rebate has been processed in order to evaluate their
experience with the program.

Leave Tax ID blank

Click “Submit”

tﬁ Apo/Eoir Contact

Contact Type: Premise [x] -
Name This Contact: Suzy Homeowner .
Contact First Name: Suzy .
Contact Last Name: Homeowner .
Company

Account Number: 98765432 I
Address: 1600 Pennsylvania Ave | *

City: Washington .
State: D.C. [*] -
Zip: 20500 .

Phone: ( 555 ) 555 - 5555 *

Cell: | I} -

Fax: ( ) y

eMail: -suzy@guudclient.cum | I
Tax D

Submit



3. On the Assign Application Contacts screen:
e Select the contractor (entered in step 4) from the Primary Contact drop down list
e Select the customer (entered in step 6) from the Premise Contact drop down list
e Select your company’s name from the Contractor drop down list

4. Click “Submit”

Assign Application Contacts:
The firs] shep in Submiling an applicalon is Selecing Mg Contacs or your project Please seled the appropoiate
conlacts from the dropdown lists below.
INPORTANT: If the appropriate contad is not listed. Please dick the “Add New Contact” bufion fo enber the new
conlact before proceedng You will nol have he oppomundy 10 edit this information on e applicaton lates

A New Contact

Pease selecl your prmary contact addtess. This a witere al conlacd regandng s sgplcaton will be sest

Prmany Coarmacr: HPwES Contractor. Jghn Smeh 133 Seasame Street (=] -

Prease selecl the premse contac! for Bhis sppicaton. The premse & the physacal location of e project

Premnse Coarmact: Suzy Homaovrgr, Hemeowner 1600 Penriyivasi Av.. [#]

Prease select the contact infcrmatics for the contracior who will Be performing the instaliations referred fo in this appication

wmmmﬂ Contacr: HPwES Costractor. John Smih 123 Seasams Sireetl =l

]




Part 3: Entering Audit Information
1. Enter Beacon HEA Scenario ID

2. Enter Customer’s Last Name
3. Enter Customer’s First Name
4. Enter Customer’s SMECO Account Number
5. Enter Auditor’s Full Name
6. Enter Total Cost of Audit
7. Enter Total Amount Paid By Customer
8. Enter Incentive Requested ($300)
About SMECO  Customer Choice Careers ContactUs Newsletter Supplier
Southern Maryland Electric Coopsraﬁve& ?_ﬁ??ﬁﬁfg?g; (1-877-74-SMECO) ?—%581;4"114?-353??“9 | m

Home Performance Audit Program

ﬂ | Your AppLicamion
(5

1. CusTomeR: IWFORMATION

BeaconHEA Scenario ID ¥ |123456
Last Name Homeowner
First Name Suzy
SMECO Account Number T |98765432

Il. Parmcipatme ConTracTor InFormaTion

Auditor Name John Smith

Il Avorr baFormanion

Total Cost 400
Customer Payment 100
Incentive Requested 300

Submit

= N
Southern Maryland ‘

Reliability Project
Green Registry

| MEMBER

e 2, .':'i.'*-l. -
Save Energy, SMECO Scholarships
Save Money CoolSentry Available




Part 4: Uploading Files

Following the submittal of the application page, you will be forwarded to the Program
Application Center - Welcome page. This page will indicate that you have tasks to complete for
the application you submitted.

1. Click the hyperlink under the “Tasks” header to access your application for which you will
upload required supporting documentation
NOTE: Failure to upload the required supporting documentation will result in delays
processing your application

M Program Application Center

Welcome | Applications || Contacts || Help

@ WeLcome

a Hello: sohn smith (Los cut) ‘&4 Edit vour profile

-

=1 - .
| Applications
You currently have 1 applicationi(s) entered

]L,? Tasks

The following applications have tasks you need to complete:

* SMIBPS51525421147

=l
(49 Messages

Currently, vou have no unread messages.

10



2. The “Your Tasks” tab of the Manage Application screen will be displayed
3. Click the “?” icon in the Action column next to the “UPLOAD TERMS AND CONDITIONS”
task. This will open the Upload Files window

MANAGE APPLICATION ==l
- -
Bhpplicatiun Informara k} MESSAGES | YOUR TASKS | EQUIPMENT || FILES || DOCS || APPLICATION || REBATES | e
k. .-
'tg |@ Prosect: Your Qurstanoiwe Tasks To ComeLeTe @ REFREH-‘

: | /|
R Item Action | Assi d | Due |Ac|:ion|
SMHAPS1525733623

DOCUMENT JAN 20 2012
Program: T UPLOAD TERMS AND CONDITIONS CUSTOMER - oo ]
SMECO: HPwES - Audit

PERFORM POPULATE POST INSTALLATION TEST-OUT JAN 20 2012
Customer: TASK FORM{OPTIONAL) LT 2:19PM @ =
Justin Mackovyak T

| PAGE . Viewing 1 - 2 of 2 Records |
Received: I
Jan-20 2012 2:19PM
Last Edited:
Jan-20 2012 2:19PM
Status:

| AprucaTion Receven

'Ca Primary Contact ¥J
) premise Contact ¥J
#§ Contractor Contact ¥J

e C(Click “Browse”

e Navigate to the location of your worksheet on your computer

e Select the form
NOTE: Please name your files according to their content (e.g. “Suzy Homeowner Terms
and Conditions” or “Suzy Homeowner T&C”). This will help us easily determine if all
paperwork requirements are met.

e C(lick “Upload”

B UrLoAD FILES

Browse and select the file For Upload.

This might take a few moments...Please be patient!

File: |C:'I.Du|:ument3 and S:El'tind| Browse... |

Upload

4. When finished uploading documents and sending the note, click the “x” in the upper right
hand corner of the customer’s project screen to close the window

5. If you want to enter a new application, go to Part 5: Adding a New Application on the next
page.

6. If you are finished with the Program Application Center, log out of the online system using
the “LOG OUT” hyperlink on the Welcome tab, or simply close your browser

11



Part 5: Adding a New Application

1. Click “Apply Now” located on the left of your screen in the blue menu box

Program Home Energy Efficiency Programs:

?j Program Application Center

Welcoms | Applications || Contscts || Help

@ WeLcame

i Hello: sohin smith (Los out) ‘,'g Edit your profile

=) P
|- Applications
You currently have 1 application(s) entered

u Tasks

The following applications have tasks you need to complete:

* SMJIBPS51525421147

2
149 Messages

Currently, you have no unread messages.

2. Click “Begin Application” _ - )

e

About SMECO Customer Choice Careers ContactUs Newsletter Supplier

Report Outage Customer Service |m

-
Southern Maryland Electric Cooperative 1-877-T47-6326 (1-877-T4-SMECO)  1-888-440-3311

Energy Efficiency Programs:

Please click here to review instructions for completing the online
application prior to proceeding. The instructions will open in a separate window
that you should leave open as you move through the steps of the application
process, as the detailed instructions are not repeated as you move through the

pages within the application.
Are you ready to begin your application?

Southern Maryland

Reliability Project ’ Dy e B2 2
; % " Green Registry

save Energy, y Scholarships M"EMBE,R
Save Money CoolSentry Available -

3. Repeat process beginning at Part 2: Adding Contact Information

12



Create a New Project Rebate Application

Go to http://smecohpwes.programprocessing.com/programapplication/

Part 1: LoggingIn
5. Click “Begin Application”

About SMECO  Customer Choice Careers ContactUs Newsletter Supplier

- Report Qutage Customer Service |
Southern Maryland Electric Cooperative 1-877-747-6326 (1-877-74-SMECO)  1-888-440-3311 m

Energy Efficiency Programs:

Please click here to review instructions for completing the online
application prior to proceeding. The instructions will open in a separate window
that you should leave open as you move through the steps of the application
process, as the detailed instructions are not repeated as you move through the
pages within the application.

Are youready o begin your application?

> ¥ X a2\ - Green Registry

L

Southern Maryland -

Reliability Project

Save Energy, M B - Scholarships
Save Money CoolSentry Available

6. Enter your e-mail address used to create the account in the
“Returning User?” section
7. Enter your password
o If you have forgotten your password, use the link below the log-in fields to retrieve it.
This will trigger the system to e-mail you a new password.
e Please add the e-mail address donotreply@programprocessing.com to your approved
contacts list to ensure that you receive the e-mail containing the new password.
e You may change your password after logging on by clicking the “Edit Your Profile” link
in the top right of the Program Application Center — Welcome tab.
8. Click “Account Login”

Energy Efficiency Programs:

Returning Userq Please Log In:

Email Address:

Password:

Account Login

T ST T T TR T T T T T

13
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9. Click “Add New Contact” to enter new customer information
Part 2: Adding Contact Information

Assign Application Contacts:

The first step in submitting an application is selecting the Contacts for your project. Please select the appropriate
contacts from the dropdown lists below.

IMPORTANT: If the appropriate contact is not listed, Please click the "Add Mew Contact” button to enter the new
contact before proceeding. You will not have the opportunity to edit this information on the application later.

Please select your primary contact address. This is where all contact regarding this application wil be sent:

Primary Contact: —Select— =]

Please select the premize contact for this application. The premize iz the physical location of the project :

Premise Contact: —Select— [x] *

Please select the contact information for the contractor who will be performing the installations referred to in this application:
Contractor ConTACT: —Select— =] -

Submit

1. Provide contact information for the Premise Contact. The premise contact is the
customer for whom home performance measures were installed.

e Select contact type “Premise”

e For Name This Contact, enter the customer’s name

e Enter customer’s information for Contact First Name and Contact Last Name

e Leave company name blank

e Enter customer’s SMECO account number

e Enter customer’s Address, City, State, and Zip (home where measures were installed)

e Enter customer’s Phone Number. If desired, provide an alternate phone number in Cell
field

e Leave Fax blank

e Enter customer’s E-mail address. This is requested for two reasons: 1) to inform the
customer of their rebate amount once it has been approved and 2) to send out surveys
to all customers once their rebate has been processed in order to evaluate their
experience with the program.

e Leave Tax ID blank

e Click “Submit”

14



8- Aoo/Eoir Contact

-

Contact Type: m :
Name This Contact: |Suz:.r Homeowner | N
Contact First Name: |suzy | +
Contact Last Name: [Homeowner | +
Company | |

Account Number:

98765432

Address: |1BI}EI Pennsylvania Ave | N
I |

City: |Wa.5hingtun | N

State: [Dc. (=] *

zw :

Phone: { 555 ) 555 - 5555 *

Cell: ( ) 3

Fax: ( ) y

aMail: |_5_|_.|_z_yggnndclient.cnrn | I

Tax ID | |

Submit

2. On the Assign Application Contacts screen:
e Select the contractor (entered in step 4) from the Primary Contact drop down list
e Select the customer (entered in step 6) from the Premise Contact drop down list
e Select your company’s name from the Contractor drop down list

3. Click “Submit”

Assign Application Contacts: )
Thie 6531 Shep in SUBMEBNG 30 ApEcaBan is $elecing Me Contacts for your projedt Flease Select he appropdate
contacts from the dropdowsn lists below
IMPORTANT: If the appropriate contact is not listed. Please oick the “add New Contact” bufion 10 enter the new
contacd before proceedng You will not hawe e opporiundy o edit this information on Be applicaon Later,

Agd New Comast

Preass selec] youf primary contac sddiess. This i where al conlact regardng s sgplcaton will be seat

Primany Contact: HPWES Contractar. John Smeh 133 Sessame Sireet [=] - I

Prease selecl the premse conlact for B applcaton. The premae i the physacal cation of Be progect

Presnse Coimact: Suzy Homeuwrer: Suzy Homeownar 1600 Peniyvana Av.. [w] « I

Pease selecl the contaci infermaben for the contracior who will ke performing the maialalons referred 1o n thi appicabcn

Conmmacton Contact: HPwES Contractor John Smih 123 Seasame Strest =) - |

N



Part 3: Entering Application Information
1. Fillin information for all sections on the “Your Application” page

I. Customer Information — Be sure to enter all fields: SMECO Customer Type, House Type,

Primary Heating and Cooling Systems, and Mailing information

'1 “| Your APPLICATION
|5

I. CusTomER INFORMATION

Customer Type: * | Electric [+ ]
House Type: Single Famity [ ¥ |
Primary Heating and Cooling Systems = [C] Central AC
({Check all appropriate}: Heat Pump

[[] Gas Furnace

[[] Gas Boiler

[C] Propane Heat

[C] QilHeat

[C] Electric Resistance Heat
[C] ©ther Electric Heat

Mailing Address 1600 Pennsyhrania Ave
Mailing City VWashington

Mailing State D.C. [=]
Mailing Zip Code 20500

Il. Participating Contractor Information
e Enter the name of the person who conducted the audit

ll. Parmcipatiee CONTRACTOR IHFORMATION

Auditor Hame *  |John Smith

lll. Audit, Air Sealing, Insulation and Water Heating

e Enter total measure cost and rebate amount requested for the customer for each
component

e Rebate for Comprehensive HEA: up to $250 of the total cost of the audit; if total audit
cost is less than $250, the customer will receive the price of the audit.

e Rebate for Air Sealing/Insulation: 15% of total cost
lll. AUDIT, AIR SEALING, INSULATION, AND WATER HEATING

Comprehensive Home Energy Audit

Measure Cost 250.00

Rebate Payment 250.00

Air Sealing and Insulation

Measure Cost 1000.00

Rebate Payment 150.00

Gas Tankless Water Heater (ENERGY STAR)

Measure Cost 0.00

Rebate Payment 0.00

16



IV. HVAC

e Enter Quantity and Rebate Payment for each applicable measure
e For Rebate amounts please review the Rebate Worksheet or Rebate Incentive

Instructions packet

e NOTE: If HVAC work is performed and rebates are requested, additional documentation

may be necessary.

Please review the following documentation requirements:

1. Signed contract between the customer and participating contractor with
detailed scope of work. Contract must include all eligible improvement details
including R-values, air infiltration, duct leakage, equipment efficiency,
manufacturer, model numbers, serial numbers, AHRI reference number, and

any other relevant information.

IV. HVAC

Central AL Tier 1:>=145 SEER and ==12 EER

Quantity

Rebate Payment

Central A/C Tier 2:==15 SEER and ==12.5EER

Quantity

Rebate Payment

Heat Pump Tier 1:>=14 SEER and =»=11.5EER and ==3.5HSPF

Quantity

Rebate Payment

Heat Pump Tier 2:>=155EER and »=12 5EER and ==3 5HSPF

Quantity

Rebate Payment

Gasz FurnaceTier 1:==52% AFUE

Quantity

Rebate Payment

Gas Furnace Tier 2:=>=92% AFUE w/ECH or ICH

Quantity

Rebate Payment

Duct Sealing (50% reduction to unconditioned space)

Quantity 1

Rebate Payment 200.00

Quality Installation Verification

Quantity

Rebate Payment

HVAC Tune-up

Quantity

Rebate Payment

17



Direct Install Measures

e Direct install measures should be offered to all customers applying for SMECOS’s HPWES

Rebate Program

e If direct install measure is accepted by the customer, enter quantity in the respective

measure field.

V. Durect Istan Messures
Compact Fluorescent Light bulbs (ENERGY STAR)

Quantity [ ]
Measure Cost 1
Rebate Payment |:|
Water Heater Tank Wrap (R-6.7)

Quantity :
Measure Cost [ ]
Rebate Payment |:|
FPipe Insulation

Quantity |:|
Measure Cost 1
Rebate Payment |:|
Efficient-flow Showerhead (1.8 gpm)

Quantity [ ]
Measure Cost [ ]
Rebate Payment |:|
Smar Strips

Quantity |:|
Measure Cost 1
Rebate Payment |:|

VI. Incentive Requested
e Enter the total cost of the installed measures
e Enter the total incentives requested from the above sections.

V1. Iscewmive Requesten ano Pavment Ormion

Total Cost :
Total Eligible Rebate :
Paid to * | customer [¥ |

2. Click “Submit”

18



Part 4: Uploading Files

Following the submittal of the application page, you will be forwarded to the Program
Application Center - Welcome page. This page will indicate that you have tasks to complete for
the application you submitted.

1. Click the hyperlink under the “Tasks” header to access your application for which you will
upload required supporting documentation
NOTE: Failure to upload the required supporting documentation will result in delays
processing your application
Bj Program Application Center

Welcome | Applications || Contacts || Help

@ WeLcome

& Hello: sohn smith (Los cut) ",'5 Edit vour profile

s

=1 . .
| Applications
You currently have 1 applicationi(s) entered

Lf Tasks

The following applications have tasks vou need to complete:

* SMIBPS51525421147
P |

(49 Messages

Currently, you have no unread messages.

19



2. The “Your Tasks” tab of the Manage Application screen will be displayed
3. Click the “?” icon in the Action column next to the “UPLOAD WORKSHEET” task. This will
open the Upload Files window

MANAGE APPLICATION

u Application information

%

Project #
SMJBPS1525421147
Program:

SMECO: HPwES - Jobs

Customer:

John Smith
Received:

Oct-17 2011 4:14PM
Last Edited:
Oct-17 2011 4:14PM
Status:

| Arpucamion Receven

\a Frimary Contact

@ Premise Contact

H§ contractor Centact

MESSAGES | YOUR TASKS ] EQUIPMENT ” FILES ” DoCE ” APPLICATION ” REBATES |

i Prosect: Your Qurstanoimc Tasks To ComeLeTe @ RerFresH |
ltem | Action | Assigned | Due | Actiony
DOCUMENT  GROUP: CUSTOMER - OCT-17
LA DU 53] UPLOAD PRIMARY; 2011 @
UPLOAD REBATE APPLICATION AND DOCUMENT  GROUP: CUSTOMER - OCT-17 @
CUSTOMER AGREEMENT UPLOAD PRIMARY; 2011
DOCUMENT  GROUP: CUSTOMER - OCT-17
UPLOAD SIGHNED CONTRACT UPLOAD PRIMARY 2011 a
DOCUMENT  GROUP: CUSTOMER - OCT-17
UPLOAD TEST-OUT FORM
UPLOAD PRIMARY; 2011 @
UPLOAD SUPPORTING DOCUMENT  GROUP: CUSTOMER - @
DOCUMENTATION (OPTIONAL) UPLOAD PRIMARY;
UPLOAD SUPPORTING DOCUMENT  GROUP: CUSTOMER - @
DOCUMENTATION (OPTIONAL) UPLOAD PRIMARY;
UPLOAD SUPPORTING DOCUMENT  GROUP: CUSTOMER - @
DOCUMENTATION (OPTIONAL) UPLOAD PRIMARY;
UPLOAD SUPPORTING DOCUMENT  GROUP: CUSTOMER - a
DOCUMENTATION (OPTIONAL) UPLOAD PRIMARY;
| PAGE . Viewing 1 - 8 of  Records

Al

e Click “Browse”
e Navigate to the location of your worksheet on your computer

e Select the form
NOTE: Please name your files according to their content (e.g. “Suzy Homeowner

Insulation Contract” or “Suzy Homeowner Rebate Application”). This will help us easily
determine if all paperwork requirements are met.
e C(lick “Upload”

B UpLoap FILES

Browse and select the file For Upload.

This might take a few moments...Please be patient!

Files

|C:'I.Du|:umentsand S:El'tind| Browse... |

Upload

20



4. Repeat step 3 to upload the following items:
e customer-signed Terms and Conditions (with customer initials verifying direct install

measures were offered)
e customer and contractor-signed scope of work (contract, work agreement, etc.)
e Post-Installation Test-Out form
e any additional supporting documentation which will help us verify any potential
questions regarding the customer’s application

5. Once all documents have been uploaded, send a note via the online system to let your

account manager know that the application is ready to be reviewed
e Go to the “Messages” tab

MANAGE APPLICATION

u Application Infor mation
té,

Project #
SMJBPS1525421147
Program:

SMECO: HPwES - Jobs
Customer:

John Smith

Received:

Oct-17 2011 4:14PM
Last Edited:

Oct-17 2011 4:14PM
Status:

| Arpucamion REcEVED

'\a Frimary Contact

¥4 premise Centact

%? Contractor Contact

i@ Prosect: Your Ourstanping Tasks To ComeieTe © REFW-‘
ltem | Action | Assigned | Due | Ax:tionl
DOCUMENT  GROUP: CUSTOMER - OCT-17
UPLOAD WORKSHEET €
UPLOAD PRIMARY; 2011 @
UPLOAD REBATE APPLICATION AND DOCUMENT  GROUP: CUSTOMER - OCT-17 @
CUSTOMER AGREEMENT UPLOAD PRIMARY; 2011
DOCUMENT  GROUP: CUSTOMER - OCT-17
UPLOAD SIGNED CONTRACT €
UPLOAD PRIMARY; 2011 @
DOCUMENT  GROUP: CUSTOMER - OCT-17
UPLOAD TEST-OUT FORM €
UPLOAD PRIMARY; 2011 @
UPLOAD SUPPORTING DOCUMENT  GROUP: CUSTOMER - @
DOCUMENTATION (OPTIONAL) UPLOAD PRIMARY;
UPLOAD SUPPORTING DOCUMENT  GROUP: CUSTOMER - @
DOCUMENTATION (OPTIOMAL) UPLOAD PRIMARY;
UPLOAD SUPPORTING DOCUMENT  GROUP: CUSTOMER - @
DOCUMENTATION (OPTIONAL) UPLOAD PRIMARY;
UPLOAD SUPPORTING DOCUMENT  GROUP: CUSTOMER - @
DOCUMENTATION (OPTIOMAL) UPLOAD PRIMARY;

[
i PAGE .

Viewing 1 - 8 of 8 Records
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e Click “Contact Us” icon
e Type a message which includes the Beacon scenario number for the application

e Click Submit

21



MANAGE APPLICATION

MESSAGES IYOUF{ TASKS || EQUIFMENT || FILES || DOCS || AFFLICATION || REBATES |

‘l(% ProJECT: MESSAGES | / (6] REFR.ESH‘

E‘J Application Infor mation @
s

Project #

BGJBP51525229474

Progeas:
BGE ENTER MESSAGE

&5 Contact Us

@ App New Messace

Message:

type text here...

Submit

MANAGE APPLICATION

BApplitatinn informar - MESSAGES ] YOUR TASKS || EQUIPMENT || FILES || oocs || APPLICATION || REBATES | i
@a |@ Prosect: Messaces (O Rerresn ‘

Project # | ) ils |

SMJBPS1525421147

T Date | User | Security-Mot |

SMECO: HPwES - Jobs 0CT-18 2011 CUSTOMER: puBLIc | DOCUMENTS UPLOADED. BEACON

Troiree 1:49PM JSMITH 54321. =
John Smith ‘ PAGE . VIEwWing 1 - 101 1 Records ‘

6. When finished uploading documents and sending the note, click the “x” in the upper right
hand corner of the customer’s project screen to close the window

7. If you want to enter a new application, go to Part 5: Adding a New Application on the next

page.
8. |If you are finished with the Program Application Center, log out of the online system using
the “LOG OUT” hyperlink on the Welcome tab, or simply close your browser
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Part 5: Adding a New Application

1. Click “Apply Now” located on the left of your screen in the blue menu box

Program Home Energy Efficiency Programs:

?j Program Application Center

Welcoms | Applications || Contscts || Help

@ WeLcame

i Hello: sohin smith (Los out) ‘,'g Edit your profile

=) P
|- Applications
You currently have 1 application(s) entered

u Tasks

The following applications have tasks you need to complete:

* SMJIBPS51525421147

2
149 Messages

Currently, you have no unread messages.

2. Click “Begin Application” _ - )

e

About SMECO Customer Choice Careers ContactUs Newsletter Supplier

Report Outage Customer Service |m

-
Southern Maryland Electric Cooperative 1-877-T47-6326 (1-877-T4-SMECO)  1-888-440-3311

Energy Efficiency Programs:

Please click here to review instructions for completing the online
application prior to proceeding. The instructions will open in a separate window
that you should leave open as you move through the steps of the application
process, as the detailed instructions are not repeated as you move through the

pages within the application.
Are you ready to begin your application?

Southern Maryland

Reliability Project ’ Dy e B2 2
; % " Green Registry

save Energy, y Scholarships M"EMBE,R
Save Money CoolSentry Available -

3. Repeat process beginning at Part 2: Adding Contact Information
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Managing Submitted Applications

Go to http://smecohpwes.programprocessing.com/programapplication/

Part 1: Logging In
1. Click “Begin Application”
2. Enter your e-mail address used to create the account in the “Returning User?” section
3. Enteryour password
e If you have forgotten your password, use the link below the log-in fields to retrieve it.
This will trigger the system to e-mail you a new password.
e Please add the e-mail address donotreply@programprocessing.com to your approved
contacts list to ensure that you receive the e-mail containing the new password.
e You may change your password after logging on by clicking the “Edit Your Profile” link
in the top right of the Program Application Center — Welcome tab.
4. Click “Account Login”

Part 2: Accessing Program Application Center
Click “Customer Login” located on the left of your screen in the yellow blue menu box. Here you
can view submitted applications, and any outstanding tasks and messages.

Part 3: Managing Tasks and Messages
Any Tasks or Messages that SMECO’s HPwES account managers have for you regarding missing
or incomplete documents will be sent via the messages section of this program.
1. Any new messages or tasks will appear on the main Welcome screen with reference to the
project number in question.
2. Click on the project number to view the notes or tasks.

Part 4: Managing Contacts
While you cannot edit application information for a customer once it is submitted, you can still
edit any contact information for your saved contacts.
1. Click on the “Contacts” tab
2. Find your desired contact
e You can sort your contacts by “Type,” “Title,” or “Contact” by clicking on the respective
columns
e If you have multiple pages of contacts you can skip to another page by clicking on the
“Page” numbers in the lower left corner of the screen
3. Click “Edit” in the Action column to edit the information for the customer
4. When you are finished editing the contact, click “Submit”
Part 5: Reviewing an Application
1. Click on the “Applications” tab
2. Click “View” to open the application
3. Here, you will be able to keep track of the statuses of all the applications you have
submitted.
e  When you first submit an application, the status will be set to “Application Received.”
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e If there are any revisions which need to be made to the application, your account
manager will move the status to “Revise Application” and provide you with custom tasks
to be completed.

e Astatus of “Application Processing Complete” will generate an e-mail to the Contractor
contact informing you of the contractor incentive to be expected for each customer. IT
will also send an email to the customer notifying them of their rebate amount, the
timing to expect it, and invite them to participate in an online survey.

4. Within the Manage Application window, you can select several tabs to display information
about your specific application.

o The Messages tab will display any notes concerning your application between you and
your account manager.

e The Application tab will display a copy of the customer’s application.

e The Rebates tab will display the rebate value associated with your application once the
application processing has been completed.
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Tips to Avoid Flawed Applications

Verify that the property owner’s name is listed as the Premise Contact.

Verify that the contract/invoice contains the property owner’s name, detail or work and
customer’s dated signature.

Verify that the property owner for the Premise Address signed the Rebate
Application/Terms and Conditions form and that all fields on the form are complete. If
direct install measures were declined or ineligible, the customer must initial the form.

Carefully verify all information on application before submission as it is not editable. If
you do need a portion of the information edited, please contact your account manager via

the Messages section of the application.

Be sure to name your uploaded files according to their content. This will help the
managers reviewing your applications find the files as needed.

Verify that the customer’s email address is included in the Premise Contact section.

Contacting Your Account Manager

Please feel free to contact us with any questions.

Seth Rapoza srapoza@icfi.com (443) 718-4910
John White jwhite@icfi.com (443) 718-4864
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