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Xcel Energy Load Management Standard Offer Programs 2020

INTRODUCTION

The User Guide provides Project Sponsors in the Southwestern Public Service Company dba Xcel
Energy Inc. (Xcel Energy) Load Management Standard Offer Programs with guidelines for
registering as a new user, creating a sponsor profile, uploading documents, as well as creating and
submitting sites. Specific screen shots and directions are given for the majority of form-types that
will be seen within EnerTrek®, the online database tracking system.

When working with Xcel Energy Load Management Standard Offer Program forms, a few
principles should be observed:

e Unless specifically directed to use the browser’s buttons, use the navigation buttons provided
on the EnerTrek® 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 has
been provided. 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 may 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 Load Management Standard Offer Programs is
EnerTrek®, developed specifically for the various Load Management Standard Offer Programs
being implemented by utilities. Henceforth, the online data tracking system will be referred to as
EnerTrek.
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NAVIGATION

» Each table has filters that can be viewed by selecting the minus (“-“) sign next to the
corresponding filter.

Each table column can be sorted from ascending to descending order by selecting the
column heading. Columns can also be moved to different positions in the table by dragging
a column heading and dropping it in the table where you want it.

Batch actions can be performed on several items at once using the Batch Actions dropdown
menu.

Sites

[-Ii!:ilters

Status:

Site

Batch Actions: — Acfions — [:’h

Id Mame Program Address Esi ID Proposed Curtailment Approved Curtailment Status

1442 test 2013 B85 Main Strest Austin, T 78701 78207520728 100.00 Created  edit

» Once batch action has been selected, select the checkbox next to projects for which you

EnerTrek® User Guide —Project Sponsor

want the batch action to affect and select the corresponding action button.

Motices
Unsubmitted Sites

Sites =
=] w

Avg Pesk KW Proposed Curtailment Approve: Status

Batch Actions:  SUDMIt

Id Sponsor Mame Program Address Esi ID

[7]]. 1442 Frontier Associates | test

3

2013 555 Main Street Austin, TX 78701 78907890728 2,000 100 Created edit

30 =] W 4 Page 4 of1| B Bl | 2 | Displaying 1101 of 1 items | (3

E?L_ubmit all Sites
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» The bottom of system tables offer a search function, page navigation, refresh button and

Export list
to Excel

Export to Excel function.
Page
page

/

4 [ 30 [=] 4 4 Page 4 of1 ¥ Ml “S Displaying 1o 1 of 1 items | [
Site -
Batch Actions: | — Actions — [=]
Id Mame FPFrogram Address Esi ID Froposed Curtailment Approved Curtailment Status
1442 test 2013 555 Main Street Austin, TX 78701 78507320738 100.00 Created edit

Find | Name :

B

Program i - :
30 - of1 kMl S Displaying 1to 1 of 1 items
Address peying

1,
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REGISTRATION
Register as a New User

» Select the Register link at the menu at the top of the Home page to create a new user
account.

Load Management  Home  Regigt sword: Log On

EnER Load Management

. Powered by Frontier Associates
Home | About | Contact

> Fill in appropriate text fields and select the Register button.

Create a New Account

Use the form below to create a new account.

Passwords are required to be a minimum of 6 characters in length.

Account Information

Email address

I

Password

[ 1

Confirm password

I

L

Reg%}
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Edit User Account Information
» Select the Account link at the menu at the top of the page.

» Make changes to the appropriate user information fields.

» Select the corresponding Update button.

Load Management Account

'. Powered by Frontier Associates

Profile

Lser Mame
fest_user

Email address

user@frontierassoc.com

UpdateErefile

Change Password

Mew Password

Caonfirm new password

Update Passwo rﬂf
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SPONSOR PROFILE
Create New Sponsor Profile

» Select the Click here to create your profile button.

Welcome

Welcome to our Load Management Demand Response Program!

Before you can apply to be a part of the program you must first create your profile. Once your profile is
complete, you can begin to submit sites for approval.

Click here to creaf

» Fill in appropriate information and select the Create button.

Company Info Contact Info
Contact Name Sireet Address
Company Name Street Address (cont)
TaxlD City Zip
- _ _ *

Please Choose All That Apply: IITE | E
Minority Owned [7]  Woman Owned [7]  Veteran Owned [7] Ccall - R R n
Management Plan

" Fax : - - Ed

Email

Business Description
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Edit Sponsor Profile
» Select the Profile button at the menu at the top of the page.
» Make necessary edits to your sponsor information.

» Select the Save button at bottom left corner of the page.

Load Management Search by

ENER ] - Load Management - Sponsor

e Powered by Frontier Associabes

Edit Profile

Company Info Contact Info

Contact Mame Street Address

Lani Clark i 1515 S. CAP. TX. HWY Ste. 110 i
Company Name Street Address (cont)

Frontier Associates
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SPONSOR DOCUMENTS
Upload Sponsor Documents
» Select the Documents button at menu at the top of page.
» Select the appropriate document type from document dropdown menu titled “File Type:”

» Select the Browse button to select a document from your local computer.

» Select the Upload button.

EnER - Load Management - Sponsor
T Pawered by Frontier Associates
Documents ' %

Keep an eye out for relevant program documents here.

Successfully Uploaded Files:

File Type

File Upload

File Type:

Sponsor Agreement

_Spc-nsor Agreement
Other

View/Download Sponsor Documents

» Select the View link next to appropriate document.

Successfully Uploaded Files:

File Type

Sponsor Agreement (MotBlank. pdf) Viewll Delete
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> Select the appropriate radio button and select the OK button.

Opening MNotBlank.pdf ﬁ

You have chosen to open:

L NotBlank.pdf
which is a: pdf File (43.8 KB)

from: http:/fwww.ecurtail.com

What should Firefox do with this file?

(") Open with | Adobe Acrobat (default) -

i@ SaveFile

[7] Do this automatically for files like this from now on.

I [ QK ]| Cancel |

Delete Sponsor Documents

> Select the Delete link next to appropriate document.

Successfully Uploaded Files:

File Type

Sponsor Agreement (MotBlank. pdf) View

» Select the OK button in the pop-up window.

Are you sure you want to delete this file?

| oK [5] | cancel
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SITE CONTACTS
Create New Site Contact

» PLEASE NOTE: You will automatically be added as the first contact in your contact
list.

» Select the Contacts button at menu at the top of page.

» Select the Add New Contact button at bottom right corner of page.

EnER | - Load Management - Sponsor

™" Powered by Frontier Associates
Home | Profile | Sites % Reports | Documents

Manage Contacts

Contacts
First Last Email Phone Cell Fax
Lani Clark |claf@frontiersssoc.com  (512) 327-8778 x.138 Edit Delete
=k
s 30 [=] K 4 Page 4 of1  F Bl “Z  Displaying1to 1 0f 1items =

Add N efg}ﬁ-?ntact

> Fill in appropriate information and select the Add button.

Create Contact

Contact
First Mame Last Mame
Fhone : = = X
Cell - = = X
Fax : = = X
Email

Cancel
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Edit Site Contact

» Select the Edit button next to appropriate contact.

Manage Contacts

Contacts
F
First Last Email Phone
Lani Clark Iclark@frontierassoc.com  (512) 327-8778 x.136
Test Contact Iclark@frontieragsoc.com | (512) 3728778 %136

Cell Fax

Edit = Delete

Edit§ Delete

EnerTrek® User Guide —Project Sponsor

» Edit appropriate fields and select the Update button.

Edit Contact

Contact

First Name Last Name

Test Contact

Phone - 512 | 372 _ 8778 | 4 136 *

Cell : - - .
Fax : - - x|

Email

Iclark@frontierassoc.com

@ Cancel

Page 11
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Delete Site Contact

> Select the Delete link next to appropriate contact.

Manage Contacts
Contacts

First Last Email

Lani Clark Iclark@ frontierassoc.com
Test Contact Iclark@frontierazsoc.com

Phone

(512) 3278778 %138

(512) 372-8778 x.136

Cell

Fax

Edit

Edit

Delete

Delete

» Select the Delete button in the pop-up window.

Delete Contact

Are you sure you want to delete this contact (this process cannot be undone)?

% Cancel

EnerTrek® User Guide —Project Sponsor
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SITES

Add a New Site

» Select the Sites button from the menu at the top of the page.

» Select the Add New Site button.

. L]
nE | e
E R A0 IR Load Management - Sponsor
"""""""" Powered by Frontier Associates
Home | Profile | Contacts | Reports | Documenis
Sites

Click the Add New Site button to begin entering your site details.

» Select a Curtailment Option from dropdown list (where applicable).

Create Site

Select a Program: [EgEISEE IEGEGELEN S ETy

Select an Option: B
— Select—
Option A
i Option B
Site Info

Option C
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» Enter customer ESI-ID number into appropriate field and select the ESI 1D Lookup
button to prepopulate customer’s address into appropriate fields.

Create Site
Select a Program: BREISEIEIGEGEGERE]

Select an Option:

Site Info

Site Name

ESIID
1234567389 ESIID Lookug

Street Address

» Fill in appropriate site information into the rest of the form.

» Select the Select Existing Contact button to populate contact information for persons
already in your Contact List.

> Select the Add New Contact to populate information for person(s) not yet in your Contact
List (new contacts added to a site will be automatically added to your Contact List).

Primary Contact

Mame:
Phone:
Cell:
Fax

Email:

Add Mew Contact Select Existing Contag] %
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> Select the appropriate curtailment method(s) from the dropdown list at the bottom of the
site form.

Curtailment Methods

Curtailment Method

—Select —

—Select —-
Utilize back-up generation
Litilize energy management syste

Turn off equipment

Shut down operations

Manage facility using plant controls
Other

» Select the Add Curtailment Method button.

Curtailment Methods

Curtailment Method

Add Curtailment Meth%

> Select the Save button to save site information.

Curtailment Methods

Curtailment Method

Add Curtailment Method

-

EnerTrek® User Guide —Project Sponsor Page 15
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Copy Site
> Select the Sites button from the menu at the top of the page.

» Select the Copy Site button.

Site -~
Batch Actions: - Actions — |Z|
=
i Name: Program Address EsilD Proposed Curtaiment  Approved Curtailment Status
1442  test 2013 555 Main Street Austin, TX 78701 78907850793 100.00  100.00 Approved edit
1443 test2 2013 T77 Main Street Austin, TX 78701 543254254252 100.00 Created edit
4 30 =] K 4 page 4 of1 P Pl 2 Displaying 1 to 2 of 2 items

> Select appropriate site to copy from pop-up window (selected site will be highlighted
in blue once selected).

» Select Copy Site button.

Copy Site
Site:
id Name Program Address E=ilD Proposed Curtaiment Approved Curtaiment
89 Kyle TestSite 1 2013 3036 WINDING MEADOW TRL PRINCETON, TX 75407 10400514694630001 200.00 200.00
430 [=] M 4 page 1 of1 b M 2 Displaying 1to10f 1 teme (]
Copy Site Cancel

> Edit site information and select Save button.
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Edit Site Information

» Select either the Site ID number link on the left side of the table OR select the edit link
on the right side of the table next to the appropriate site.

Site

Batch Actions: — AConNs — [+]

Id Mame Program Address Esi ID Proposed Curtailment Approved Curtailment Status

1442 Ptest 2013 BEBE Main Street Austin, TX 78701 7TE880TE2072E 100.00 Created

» Make appropriate changes and select the Save button at the bottom of the page.

File Upload

File Type:

Customer Agreement

Submit

i
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Upload Site Documents

> Follow the steps above to edit the appropriate site.
» Select the appropriate document type from the “File Type” dropdown menu.
» Select the Browse button and select the appropriate document from your local computer.

» Select the Upload button.

Successfully Uploaded Files:

File Type
File Upload

File Type:

Customer Agreement L

Customer Agreement

Other
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Submit Site

> Edit appropriate project (see instructions above).

» Select the Submit button at the bottom of the form.

File Upload

File Type:

Customer Agreement

» You can also submit sites in batches. To do so, select the “Batch Action” dropdown
menu and select the Submit option.

Sites

[ +] Filters

Site

Batch Actions: | — Actions —
— Actions —

Id Mame/] SUbmit Esi ID Proposed Curtailment Approved Curtailment  Status
1442 test 2012 555 Main Street Austin, TX 78701 T8207S20758 100.00 Crested =it
1443 test? 2013 T77 Main Street Austin, TX 78701 543254254252 100.00 Created  =dit

» Select the checkboxes next to the sites you want to submit and select the Submit button.

Batch Adtions: | SUDMIt [=]
Id Mame Program Address Esi ID Proposed Curtailment Approved Curtailment  Status

1447  test 2013 555 Main Street Austin, TX 78701 78507820798 100.00 Created edit
1443 test2 2013 777 Main Street Austin, TX 78701 543254254252 100.00 Created edit
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