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How to Use This Guide @.BEETS

This purpose of this guide is to provide all BEETS users with a basic understanding of BEETS and how to work with
the system. The guide will provide you with stdyy-step instructions on most skills needed to process applications, but
there are some program specific nuances that are not addressed in this guide. For more program specific guidance,

the BEET8ome page foadditionalresources ocontactyour Energy Efficiency Representativeafgsistance.

TIPS:

A We recommend all new users of BEETS scan through the document and table of conténis to

themselves on the content covered
A UtilizeW/ @ (2 &SI NOK yb@may ieadeking guidandelaroundlly 4

A Click orHyperlinksthroughout the document to take you to other relevant information.

A ClickotPw S (il dzNJ/ (0 2 ¢ buitdn &t the Bottom dfeack pageiochelp navigate.

Return to Table )
of Contents
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Introduction

Background information on BEETS




What is BEETS? @.BEETS

What is BEETSe BPA Energy Efficiency Tracking System (BEETS) is a reporting system launched in fak28@24hat
BPA & our Utility Customers @ptimize the conservation acquisition process through submitting, managing, tracking,
and reporting of energy efficiency activity in one location.

@lBEETS

BPA Energy Efficiency Tracking System

Establish & Submit Review Manage

measures & budget & Analyze
budget process performance
payments

validate applications &
business rules measures

Return to Table 7
of Contents




Important Note about BEETS @.BEETS

BEETS is comprised of custom configuration and develomingérsionDSM,

an offthe-shelf commerciadDemand Side Management (DSM) portfolio

WORK
IN
PROGRESS

e

solution. As VisionDSNuas originally builtfor a different purpose than

BEETS, you will see somative functionalitythat does not apply to BPA

and our customersWhile these elements can be distracting, they are

cosmetic in nature ando notimpact the core functionality of BEETS. BPA
will continueto work with theVisionDSMendor toimprove BEETS and

provide amore streamlineand relevant experiender BEETS users

Return to Table 8
of Contents



BEETS Glossary @,BEETS

See below for a reference of common terminology in BEETS. NOTE: Due to some constraints arodtinetshelbffature of Visn DSM,
someterminology could not be adjusted for BPA, so some may be different than in the past.

Application Reportedmeasure or project
Equipment Equipment = Measurajsed interchangeably in BEETS
Form Componenof BEETS that stores application data

Request for reimbursement (and/or documentation of deifiding); this is now a separate step
from the application approval process BEETS

Types of reported measures/projects that share common reporting requirements, calculatic
and business rules (i.e. group of UES related measures now encompass the UES progran

Invoice

Program

Premise (Address) Address of site where measure is instalt@dacility where project is located
Widget Dashboard components designed to facilitate easy access to common functions and repot

Sequence of tasks included in the application process from submittal to invoicing where de¢

Workflow passed between users and/or systems

Return to Table 9
of Contents



B O N N E V I L L E P O W E R A D M I N I S T R A T I O N

Getting Started

Basics for getting started in BEETS




Getting Started- BEETS OrRéime Setup @.BEETS

BPA Energy Efficiency Tracking System

e I e mr e i et — < o — i = _

W Bonneville Energy & services Environmental initiatives Learn & participate About Q, ®
POWER ADMINISTRATION

Power Services ~  Transmission Services ~  Energy Efficiency ~  Rate & tariff proceedings ~  Customer & contractor services ~

The first time you log into BEETS, it is HIGHMrting . o .
NBO2YYSYRSR (KK @2dz.02 v BEEES Tradng Materials &

Time BEETSOfieA YS { St dzld / KSO ¢ Ag‘ibﬁoﬁﬂéét?urces
on theBEETS Training Materials & Suppofgeterand

purcs

Resourcewebsite. This will ensure you have (Additional Materials in Development)
everything easily accessible and optimizeoyl
before yOLBmeIt you flrSt appllcathn | Manual General Training Materials & Reference

BEETS One-Time Setup Checklist: Instructions on performing one-time set-up when first
logging in to BEETS

Energy Conservation Annual Review

BEETS Navigation Guide: Written guide including step-by-step instructions on how to navigate and work
Interim Solution 2.0 Files within BEETS

[VIDEO COMING SOON] Getting Started with BEETS (~40 mins): Full walkthrough of BEETS to orient
new users on BEETS functions and navigation

Policy Engagements

Energy Efficiency Action Plan [VIDEO COMING SOON] Finding Applications using Work Center Filters (~13 mins): Video walkthrough

of how to build and save WarkCenter filters to easilv access aonlications in BFFTS

Return to Table 1
of Contents


https://www.bpa.gov/energy-and-services/efficiency/bpa-energy-efficiency-tracking-system/beets-training-materials-and-support-resources

Logging In To BEETS

BPA Energy Efficiency Tracking System

Steps on how to log in to BEETS.
Logging In To BEETS:

1. Enterthe following URL in youorowser:
https://us.visiondsm.com/

|
3 :
\\
% '
_‘\’
- &
’
LTI

ABookmark this URL for future use.

The industry-leading
portfolio management
platform

2. Enter your username into thesername fielchnd
click theNextbutton.

Alf you have forgotten your username, contact
BPA.

:\WISIONDsM

Sign in to your account

3. Enter user password into teasswordield and click the&sign Irbutton to log
into your account

4. If you have forgotten your password, click Bargot PasswordButton and
complete requested validation fields; reset instructions will be sent to the
NEIA&ZGSNBER SYIFAf | RRNBFaao LT |y SYI
folder.

5. Onceyou log in, you will be taken to tHeashboarcpage in BEETS.

Return to Table
of Contents

:\WISIONDsM

Welcome

At Aexy 2 G NBOSA

12



https://us.visiondsm.com/

Logging Out of BEETS @.BEETS

Steps on how to log out of BEETS.

Logging Out of BEETS:
1. From theBEETS Home Pagéickprofile iconin the upperright hand corner.
2. SelectLog Ouffrom the dropdown.

3. You will return to the sigin screen.

DASHBOARD

& Profile

] Log out

END

Return to Table
of Contents
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Resetting Password

BPA Energy Efficiency Tracking System

Instructions for resetting your password after you are logged in to BEETS.

-
-

O':- If you have forgotten your password, follo
= instructions forogging in to BEETS

Summary of Steps:

1.

o ok w0 D

:0)/SIONDSM

FromBEETS Home Pag#ckprofile iconin the
upperright hand corne(?)

SelectProfilefrom the dropdown.(E)

Click onrCHANGE PASSWQ&D(O)

CompleteOld Passwordnd New Passworéields. ()
ClickSaveat the bottom of theform(F)

Your new password is now set and should be used
the next time you log in.

END

Return to Table

of Contents

Hello, Jen Mancke!

CHANGE PROFILE DETAI@ CHANGE PASSWORD

0ld password *

New password *

0 Password must include Capital, Lowercase and
Nurnbers and be at least 8 characters in length

Repeat password *

c -

14



Adjusting Profile Settings @.BEETS

This section tells you how to adjust your prafiétings.

AWSIONDsM
Steps to Adjust Personal Settings: T Logou
1. ClickProfilelconin the upper righthand corner of e
the BEETS home pag)) Jmancke@utility

2. ClickProfilefrom the drop down(E) F';“”m“
3. UnderChange Profile Detajladjust as needecd() S

A Clickthe Optional Fields texb edit address ©F  oncke

information as needec]) Email

ilmancke@bpa.gov

4. ClickSave profile changdsitton to save update@
END @ Show Optional fields &)

‘:=5=|re profile changes ™ Revert Changes
Return to Table 15
of Contents




BEETS Profile Customization @.BEETS

This section tellsyou how@K I y3S (KS LISNR2Y It WwWi221 YR FSSftQ 2F .99¢{ o

Steps to Change Layout:

1. ClickGearlconin the upper righthand corner of the BEETS home pag

2. The following customization options will appear: LAYOUT 5 O
A LAYOUT{ St Saxiif Y2 RINBS¥ QK . 2NRSNBAQ UASHD B
A FONT SIZBelect Normal or Large Font

THEME MODE

THEME MODEAIllows you to choose the normal background or

AA0G0K (2 | WEAIKGIGSNX oF Ol ANER dzyeRem@h S g @ Defauit (@
A COLOR THEMESelect from the multiple color theme options ASK FOR CONFIRMATION WHEN o
customize your gperience. CLOSING AL OPENTRES
A ASK FOR CONFIRMATION WHEN CLOSING ALL OPENaDMBS; | ADJUSTTIMEFOR MY TIMEZONE bdd

FSFEOGdzNE (2 al F2NJ O2YyFANNIFOGAZ2Y O0SF2NB Oft2aAy3d |
lose unsaved work

A ADJUST TIME FORAMY TIME ZEBWRables feature to show times in
0KS GAYS | 2yS *RECOMMENDE®2 NJ Ay 3 Ay O

Return to Table A Note: Historic 1S2.0 data times are in Eastern time zone 16
of Contents



B O N N E V I L L E P O W E R A D M I N I S T R A T I O N

Global Navigation Search

Finding applications using Global Navigation Search




Using Global Navigation Search in BEETS (1 of 4) @.BEETS

There are multiple ways tind applications in BEETRhissection tells you how teearch for items in BEETS using the Global
Navigation Search functionality, which is a great way to search broadly across the system.

Summary of Steps:

1. Click on thesearchcon inthe top right corner of
the BEETS home pa /).

2. The search window will appeafype or paste
search term in keyword field!

A The quickest way to find an application is
using the 16digit Application Number (or
sometimes called Project #Ayhich is found
in all email notifications that are distributed
when you need to take action.

Hello,

BPA has returned the project named Air-Source Heat Pumps with PTCS
with Project #: VBUEPS 1550044720 during compliance review. The
reason(s) for this are:

Continued on next page....

Return to Table
of Contents

Moo
&

Where to search?

Everywhere Application Form Applications CIS Search Contacts Customers Equipment

Equipment Attributes Events Files Invoices Rebates Utility v

Keyword to search Everywhere

VBUEPS1550044720] a

RECENT SEARCHES

Everywhere: Everywhere: Everywhere: Everywhere: Everywhere:
VBUEPS1550044720 XTUEPS1550038158 TWUEPS1550000845 Y1UEPS1550043474 XTUEPS1550038224

1
TIP: Click on one of these boxes to see recent search result:

.. Ifyou know you will want to access the same type of
‘Q:applications on a regular basis, try usinark
~ Centeywhich allows you to save your searches. )))
18




Using Global Navigation Search in BEETS (2 of 4) @.BEETS

Summary of Steps, continued:

3. OPTIONAL: The default is to search across the entire systet 9.8IS NR ®SNBEF RSAANBRI NEF
results by:

A Selecting @2 K S NB {battor{ tdimiNSSeick results to onarea of the systen

A {StSOWlityld TNPYW 0KS RNRLI R2gy (2 ftAYAUO &aSIkNDODK NBa
those users who have access to multiple utilii’’s.
4. Click on the blu&earch
icon to show search results.

Where to search?

Everywhere Application Form Applications CIS Search Contacts Customers Equipment

Continued on next page....

Equipment Attributes Events Files Invoices Rebates Jtilit v

Keyword to search Everywhere

VBUEPS1550044720| g

.+ If no search results are returned, be sure that

(DWYIOSNEGKSNBEQ Aa aS8tS80GSR Ay (K& -WaKSNB (2
S {SINOKQ aSO0A2Yy & @&z2dz.Yl & KI@S
unintentionally limited the search results. XTUEPS1550038158 TWUEPS1550000845 Y1UEPS1550043474 XTUEPS1550038224

R e

Return to Table »>

of Contents 19



Using Global Navigation Search in BEETS (3 of 4) @.BEETS

Summary of Steps, continued:

5. Resultswill then display ashown below. The bolded search results will show you which field in the system your
results were found.NOTE: Be sure to review the referenced field name to avoid accessing the wrong r(-ult.

6. Once you identify the desired result, hover in the upper right corner of result box afpaniconwill appear,;
click onOpeniconto open the result!

7. Ifneeded, clickth&?{ SS I flirfk athh® & dzf (1 & Q I y
bottom of the page vievio expand your Add Mo :
SearCh reSUItS verywhere VBUEPS1550044720 g X @

| 2y GAYydzZSR 2y VySEG LI 38X

Results

[2
..:=:. L -_F é 2 dZ é_ é I Nb K LIJ 9 @ S N\.E% 5P.¢.—R‘1tI§RENB dES Mea(s)u'es\é VBUEPS1550044720 Revisions Required 49-07-44 Dpeﬂ
Abplication #, the results will always / 2 _thvhs12988_7/25/2022_081220222050  Application #
include at least two search results as =
the Application # is stored in both the VEUEPSToR00ETED
Application Form and Application . 2
|nf0rmat|0n data YOU Can Se|eCt elthel‘ g BPA-Benton REA UES Measures VBUEPS1550044720 Revisions Required 49-07-44
to go to that specific application page. B 100 huhs12088 7952099 1R1920099050 v
See all results > )))
Return to Table 20
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Using Global Navigation Search in BEETS (4 of 4) @.BEETS

Summary of Steps, continued:
8. TheApplication Pagevill open. By O o & &

9. Toreturnto yourprevious searchnesultsfrom Application Pageclick on the > 0 Flags (0 Tags ©
SearcHconin the upper right hand corne\

10. Toperform anew searctrom the Application PageclickXiconin upper right Payments Contact >
11. The search screen will appear:

A If you want to perform a new search, be sure to click Xmext to the
previous results to remove

A 1f you would like to close out of search, click ¥ia the upper right hand

corner X
END

Close

Everywhere.  BPC1CR1550085028 & X ®

Search
Results

Return to Table 21
of Contents



B O N N E V I L L E P O W E R A D M I N I S T R A T I O N

Page Views and Customizations

Navigating pages and customizing views




Navigating Pages @,BEETS

Review guidance below to understand how to navigate page views in BEETS.

Page View Navigation:

A When a page view is opened in BEETS, a AW/SIONDsm ATUCATON Proomau @06
LIJ (_) N\B I R O N\HZY (_) Q 2 -'F S I O K ¢ Wark Cemer © Assigned Applications [7 [N ¥0) Recem Applications = Mew Application [ Scan Queus
bottom of the screen, allowing you to 8 Exonosv
naV|gate baCk and forth between pag( PROJECT NAME APPID UTILITY PROGRAM PROJECT HUMBER PREMISE MAME DATE CREATED DA ) @
- - - Q
A Click on tab to view or oKiconto close; o B _ T |
NOTE: one breadcrumb will always remain L o
O pe n ’ C1 Commercial OCET9. Bannevill. Customn Pro... BPFCI1CR1348738329 2232 NE 19th Ave. Feb 25, 2022, 6:1... 4
A Scroll down US|ng the Scroll bar on the rlght to 115976  Bonnevill. MonReside.  BPLCCR1548921305  Sef Fundedproje.  Mar 22, 2022 3:
VIeW more reSUItS a 137649. — - ... BPFLCCR1348810109 City of Idaho Fall... bdar 4, 2022, 5:4.
Custom Projects
. ] ] . Jud - C1 CPP 1788F3.. Option 1 Pro.. BPCI1CR1348391753 2232 NE 19th Ave [ — =t ] I
A Multiple page results are visible a vertical et =

APPLICATION
\"‘, APPLICATION PROCESSING BPCICR15483945 APPLICATION
¥.  Assigned Applications 65 BPC1CR1548391...

next page
‘ _@ To return to the dashboard, keep on

A~ clicking on the leftmost breadcrumb until
you return to the home screen.

sidebar; click on page number to move to ‘

Return to Table
of Contents
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Customizing Columns @.BEETS

ThroughoutBEETS, when you see a results grid, you will also see a Geartimuopper righthand cornerthat indicates you can
customize the columns in your view and optimize the display. Which columns are available vary by location in BEETS.

All Tacoma UES

Summary of Steps: i
1_ TO Conﬂgure CO|UmnS d'SpIayed or reord‘ PROJECT NAME PRO.JECT NUMBER STATUS @ Export CSV
columns, click oiGear Icorto view. 2 E - 5] Configure Columns ﬁ
2. Click on the column name to toggle i e "= | @ project name —
between show and or hide column (if . ) I Y _
unchecked, column is hidden) | N
rd W 4 show column —
Configure Columns 0o pf @ program =
) project number =
®) project name = _ ]
» ., | 3. Hover ovetthe = icon to the right of the colunmameand the
e B OdzNE2NJ gAff GdaNYy G2 || WKEFEYRQO®
) =
, 4. Drag anddrop to reorder columns.
8 oroaram = | Move Up/Down
END
@) project numbe —

Return to Table
of Contents 24



Split Screen Functionality (1 of 2) @.BEETS

Thesplit screen feature allows you to view two different applications in BEETS on the same screen; this includes theyakiiiyniaes
scrolling on two forms in different windows.

R i R Rt s

Form: Admin Form

APPLICATION

Summary of Steps:

APPLICATION PROCESSING APPLICATION

1. Open the two applications you would like to view orfil\ BSse=i el 0o, BPRTPS1548394..
the same screen; an application tab will open for
each at the bottom of the screen

2. Click on one of the application tabs to op¢p). @ N B & 9 [ spitscreen - switch ON

3. Click on th&Split Screen ican the upper right hand
corner activate split scree’..

PROGRAM

4. Click on the other application tab at the bottom; you owont
will now see both windows on the screen the Jen Mancke
applications tabs will be linked. soc [T ;.i:é{“é.'!'f;‘mm —~

| 2y iAYydzZSR 2y ySEG LI 3SX

»

Return to Table 25
of Contents



Split Screen Functionality (2 of 2)

@.BEETS

BPA Energy Efficiency Tracking System

Summary of Steps, continued:

5. To synchronize scrolling, click on the == - = - 4 — >
Formstab in both Windows@ RO
. .| "eOJSCTIMCORUATION - STARTHERS y PROJECT PROPOSAL J | FeeeosA RmoinG >
6. Click on thﬂ icon between the twc -

application tabs to scroll both Forms
in a synchronized manngg)

Project Information - Start Here

Project Comtacts

A Click thﬂ icon again to P
remove the synchronization. B

cael, Complstior Rsport or Scopieg? =

7. To remove the split screen view, click
on the Xiconat the bottom right, the
application on the left will clos(F)

CESEING
= I OIS

sreucanon #FBPCICR1547670367 | st Propomd Complence Rvies

APPLICATION

BPRTPS15483%:4

asvucamion FEPCTCR1 546651519 | swi popoml complanca e O 3 [l

diow A Farms 2] L
Forms
] MFORRATI = PROUECT PROPOSAL
F 4
B =iotigoed felsa merknd wis () 2re esminiteos eod @ st ahzan == ol G

Project Information - Start Here

Project Contacts

s Projeci & Fropoadd, Corpleilcn Report or Socping? =

Cousborm Prapect Proposal (CPF)

PROGRAM
Custom Projects:
Dption 1
CUSTOMER

Jen Mancke

AFPLICATION
BPCI1CR1348397
55

Return to Table
of Contents

PROFOSAL FUNDING >
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B O N N E V I L L E P O W E R A D M I N I S T R A T I O N

Dashboards

Viewing customizable reports and widgets on the BEETS hom:
pPage




BEETS Dashboard Overview

@.BEETS

BPA Energy Efficiency Tracking System

BEET®icludes adashboardreporting featurethat allows utilities to accesgpdated dataaround energyefficiency
application status, budgets, and invoice paymenitbe dashboard screen across users may look different as this
screen can be customized to individual preferences.

B3 Application Dashboard [7

Benefits:

B3 My Dashboard

| My Applications

A Dataupdated daily

A Allows utilitiesto analyze performancet a glance E——
A Customizableg Users can select from mapye-built oo e
NE L2 NUAYS @RARICIHE 6S RAL |

same or multiple dashboards; order and sizing can be
adjusted to users preference

| Application Progress

A Programs& applicationscan bebookmarkedfor quick
and easyaccess.

Return to Table
of Contents

Select application type

Existing Applications

o 1

! UTILITY AND
")I SIONDSM DASHBOARD AL ICATION PROGRAM

PROCESSING MANAGEMENT

B8 My Dashboard

PROJECT NUM... PREMISE N... DATE CREA... DATE EDI... STA..
|| L=
BPC1CR15467 Mar 24, 202 Dec 8, 20 Proj
BPEMCR15482... Dec 8, 2021... Dec 8, 20... utili.
BPRTPS15482. test AEG Dec 8,2021... Dec 8, 20 Add.

My Applications - Total
Applications & Avg Time

Select period

v This Month

@ Export CSV
T. cy W

28
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Dashboards:
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Dashboard Widget Options @.BEETS

There are many dashboard widgets, or componeéetsigned to facilitate access to the most usietkctions, that are available to users
within the BEETS system. Customers can determine which widgets are always accessible on their Dashboards when Biel #ig into

Required Dashboard Widgets*:

A Application Bulk Uploader (Customers O)lWidget required to submit applications via bulk upload

A Budget & Savings Dashboard (PowerBl Repd@tmmary of utility budgets and savings data; reference to
V verify budget before invoicingSee Invoicing and Performance Payment Guide for details.

A Invoice Dashboard (Paginated ReporBummary of invoice detail§ee Invoicing and Performance Payment
Guide for details.

Widgets to Ignore (i.e. not X

Widgetsthat may behelpful (based on user preference): relevant to BPA):

A Application SummaryList of applications by program and status A Application Activity Graph
A BookmarkedApplications:List of all bookmarked applications A Assigned Apps
A Bookmarked Programd:ist of bookmarked programs A Bookmarked Contact Invoices
o - _ A Bookmarked Utility Contracts
A Bookmarked UtilitiesList ofbookmarked utilitiesost helpful if you A s d A
work with multipleutilities) CELNED Aplos
A Text

A Recent Appstist of applicationgou personallyhave recently accessed

Return to Table

of Contents *Setup of these required dashboards covered Il2G&TS OnEme Setup Checklist 30



https://www.bpa.gov/energy-and-services/efficiency/bpa-energy-efficiency-tracking-system/beets-training-materials-and-support-resources

Adding a BEETS Dashboard

BPA Energy Efficiency Tracking System

Guidance for adding your personal BEETS dashboard(s) to the home page when you log in.

Summary of Steps:

1. From theDashboardab on the BEETS home page,
click on the whitegGeariconin the upper right
hand corner.

2. Click omrAddDashboard

3. Type inNamefield to create unique dashboard
name.

4. Click onPAddWidget
5. Selectreport from Widget Typelropdown

6. If desired, cliclAdd Widgetagain to add an
additional widget to the same dashboal

7. ClickSavebutton; your Dashboard will now be
visible on the Dashboard tabs at top of screen.

END

Return to Table
of Contents

:W/SIONDsM

B2 My Dashboard [

DASHBOARD

ADD DASHEOARD .

Name *

My Dashboard

Set Visible O set As Default

Widgets
Type *
Select widget type [~)
Filter List Q
Application Activity Graph
Application Summary

Assigned Apps

ADD DASHBOARD

X

Configure Dashboards £

Add Dashboard

Name *

My Dashboard

O set As Default

(® Add widget

L ¥

82dz KI @Sy

recommend completing the
BEETS OfilEme Setup

Checklisfor guidance on

which key dashboards are
needed for Invoicing.

31
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Customizations of BEETS Dashboards @.BEETS

5 aKo2F NRa LINB@ARS Staed | 00Saa (G2 GKS NBfSQFyd AyT2deaydirzy
FFGSNI €23 Ayoed ¢KSasS LISNA2YFfAT SR RIFaKoz2FNR @UAsSsa Oty o8 O
applications, and/or functionality in a single page view.

Configuration Options From the dashboard home page, Move or Resize DashboafhanelsFrom the

click on the whiteGeariconin the upper right hand corner dashboard home page, you will see the options

to see configuration options. below for each panel displayed.

ClickEdit Delete . Drag and Drop the
Dashboard to add Dashboard y 1 DashboardPanel to |

or remove widgets) move panel up or

Click toShowor | ‘ :
Hide Dashboard —I' Configure Dashboards O - | T o down _— L

(unfilled is hidden)

. U ZFriications U sFriicamions
N =@ My Dashboard ~¢% 171 32

My Applications - Total
Applications & Avg Time

E 1D Applications | i soptcntens i e 0

Set as Defaulj : -
> Add Dashboard Dashboard Click and hold to : -
Drag and drop tdrReorder I o Move or Resize

F Dashboard

Ui

3
Dashboardtabs up top j

Return to Table 32
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Adding Bulk Uploader Widget to Dashboagiko covered irBEETS OriEime Setup Checkl)s45BEETS

Follow the steps below to perform tbaetime proces®f adding the bulk upload widget to your BEETS Dashboard. This must be
completed before you can upload a template into the syst&i@TE: If you do not see this option available, it is likegraissions
setting thatneeds to be applied. ld#ase contact your EER for assistance.

Summary ofSteps:
1. From the Dashboard tablick on theGeariconin the

Configure Dashboards 4

upper right hand corneand aConfigure Dashboards oD DASHEOARD
screen will appea. L - © sapasnooad H
Widgets My Dashboard
2. Click onAdd Dashboard . x e
3. A new screen will appear, click éad Widges — -
4. SelectApplication Bulk Uploaddérom the drop down list. soplcaton ActieyGrph o
5. If desired, add a custom title reference in thle field. ——
6. Click theSavebutton at the bottom. e . —
7. You will be returned to the Dashboasdreen and prrmrrree— E i 7
the Application Bulk Uploadevidget will now be -
- . Bulk Uploaded] Bulk Uploader
visible and ready upload your program templatF=s)
END Select Utility *

SeeV! [LJLJ AOF GAZ2Y 9V iINE QFAFI2 NI AY@E{G NHzOGA 2R/ &t 2WEITK-2085 0 2
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B O N N E V I L L E P O W E R A D M I N I S T R A T I O N

Application Entry

Creating applications in BEETS




Types of ApplicatioreEntryin BEETS @\BEETS

There are two ways to enter applications in BEETS. The entry method varies depending on the program type and
must be followed to ensure application is processed properly:

Bulk Upload Manual Entry

UES Measures

Non-Residential Lightingrogram
Custom Project®ption 2 (C2)
Non-ReportableProgram

BPA Managed Programs (BPA ONL
Custom Projects Option 1 (C1)
Custom Programs

Small Compressediir (SCA)

Energy Project Manager (EPM)

F ForBulk Upload Programsapplication
entry mustbe done through the Bulk Upload
Template andshould notbe manually
entered directly in the system. If this entry
guidance is not followed, the workflow may
not work properly.

Step by Step Instructions:

<K<K

A Instructions for Entrwia Bulk
Upload Template

A Instructions for ManualEntry
Al WbS¢g butlinf A Ol (7

Strategic Energy Management (SEI
ReConductor& Transformer Upgrad

<K<K KKK KL

Performance Payments

Return to Table 35
of Contents




Application Entry:
Application Entry via Bulk Upload
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Application Entry via BEEBRIlk UploadTemplates(1 of 3) @.BEETS

UES, NoiResidential Lighting, Custom Projects Option 2, BPA Managed aAddyontable program applicatiomsust be entered via
template and uploaded into BEETS usingathié uploader widget

S £ St _ ' ()-SOME IMPORTANT THINGS TO NOTE:
ummary ot Steps. A Oncein the system, each line item will be split into a separate
1. Once you have completed the BEETS Upload ‘application’ in BEETS and will procestependently

Template for specific program, log Infa-E 1.5 A Upon upload, yowill notimmediately see your data in BEETS a
- data is updated in theystem; seeiere for timing information. )

V)

2. You willbe directed to theDashboardscreen .
(or click on theDashboardl 6 A F @& 2 dzQNB
already in the system);

AYISIONDsM
3. Fromthe Bulk Uploader vdget (or ——
whatever you named it), select the
appropriateUtility and Programfrom |_Bulk Uploader
the drop downs Setect Uity Select Program®
4. ASelect Filsection will appearClick —

browseor Drop a file to attachio add e T — ~i
the templateto the system! U i

« € Please select an .ds or sy file which doesn't exceed 30ME in size
V4

| 2YU0AYdzSR 2y YSEGO |

- M

Return to Table 37
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Application Entry via BEETS Upload Templdesf 3)

BPA Energy Efficiency Tracking System

Summary ofSteps, continued:

5. Thefile name will appear in the sectiondicatingit is ready for
upload.

6. Clickon theUpload Fildutton (which will now be blue).

7. The confirmation screen below will appediq not re-upload if you

receive this confirmatiomas it may result iduplicate applications
In the system.

| 2V U0AYdzZSR 2y

v

Thank you. Your file has been queued for processing.

< Do another Bulk Application Uipload

LT &2dz Ne@pdad@S G KS W

58 My Dashboard [

| Bulk Uploader

Select Utility Select Pr
BPA-Tacoma Power w LUES I
Select File

Select File *

Failedd S NNXZ NE e #J&E‘WE# Méaswk*r S

file. If truly not a duplicate, try g, ...
changing the upload fileame

and reuploading. @ = upiead failec )))

Return to Table

ByiSion wred messs

ase sebact an s or sy fi

of Contents
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Application Entry via BEETS Upload Templd&sf 3) @.BEETS

Summary ofSteps, continued:

8. Applications are loaded into BEETS in batchesaamaot immediately viewable in BEETS upon |tiating on how
soon applications will be viewable in the system variepriogram.

A UES, C2, NeReportable and BPA Managetbaded X 4 x per day (recommend you check back the next day);
Clickherefor exact timing.

A Non-ResidentialLighting Calculatorscantake 2¢ 3 business days toad; email notification will be sent
(pending)

appuication #XTUEPS1550312316 | Status: Compliance Review
Sep 18,2022, 9:02 AM Sep

9. After the data is loaded into BEETS, an application is created . e D>@ bo e
. . . . . £ | 0054A45088BDA212A3215E0D2929DDDA ~ Bonnevi lle Expedition | UES Measures 00 0 Flags 0 Tags @
viewable in BEETS. Follow instructioas= on how to find and .
access the application. —_— 0 T T T - .
Hide Sidebar ()
. . . . Workflow
A If there are no issues, the application will proceed to BPA fol. g e
COMPLIANCE REVIEN® further action is needed at this ==~
time. 0 s | B
A If revisions are required, you will receive an emmaifification =

indicatingchangesare neededand your application will move
to REVISIONS REQUIFstdtus; logn to BEETS to correct

Return to Table END 39
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Application Entry:
Application Entry via Manual Entry



Manual ApplicationEntry viaWb S ¢ | LILIX A OF G A2y Q

Custom Projects Option 1 (C1), Energy Project Management (EPM), Custom Programs, Strategic Energy Management (SEM), Sm
Compressed Air (SCA);d&@aductor and Transformer Upgrade (RT), and Performance Paymesitsll be manually entered via the
WhSg I LILIX AOFGA2YQ odzidz2zy | O0OS&aaSR FNRY GKS 1 LILX AOFGAZ2Y t NP

Summary of Steps:

U KSew Wpplicatio® G 6 ® 3 e sgpicaion 17 [ K
2. { St SO0 & 2 dzNJ{! Sit AX An(idrébdowmn ROT e ([KeS0 (AP E

5850GSY NBIAANBYSYGas Ftf ¥GANBFAE®D Ay . 990®( adr NI
3. { $6 800 GKS I LILINRPLNEE 660t BRBENY YRN2Y (KS wW..

A-Benton R

4. { St SO0 2LIA2y GKFG Ay  seweer IF NI 1 SNBE WTNRY
thew{ St $OG ! Lidibpddwh.&oguzy ~—~ A
Ydzad aSt SO0 UKS 2LIAZ2 oo .1 DE dzZRS D) &frledo=NI
| SNF¢ SOSNE GAYS @&2dz (L ydz £ Sy idNE
method to ensure the application is -
processed correctly

Salect Application Form

®Do NOT USE

Project Information - Start Here

5. ClickorW/ 2 y (i Ay dzS buktdh Ko creakeBéndppligation = »
ReturntoTabIelzyGAdeSR zy béElj t|3§XCD
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Manual ApplicationEntry viaWb S ¢ | LILX A OF G A 2y Q . dz (1@BEES

Summary of Steps, continued: :
y P ] Customer Search ® ngore, not
6. CompleteCustomer Searckection: Functional
€ Please enter Account Number, Email or Last Name to Searen
a) EnterFirst Name/Last Nan.-
. - A . Account Number Email
b) Click%{ S| NOK butdra (H2 Y S NX ® ®
c) If no customer name is foun@ new customer willbe ~_ ~ — R
created.
_ _ _ Mickey Mouse
d) If asingle customer name is founthe customer will

f)

Return to Table

of Contents

68 tAY]SR G2 0€dnkt LOLIE ACCEH AGRS) 18 0T KO gy e amsied e
new customer instead)

First Name * Last Name * Clear
Jen Mancke
@ This customer will be linked to this application. Unlink if you want to create a %

new customer instead. -
75 Select Customer

If multiple customer records are found, click ¢ & =&
odzi G 2 y{ $tyRO G /Wdza wilkagpead){ O NB"Sy Quroewes oo s @

Hover over the record and click the plus symbol to add_,_ e
customer to the applicatioi..

| 2y GAYydzSR 2y bSEG tlF3ISXod




Manual ApplicationEntry viaWh S ¢ ! LILJX A Ol GA 2y Q . dzi

Summary of Steps, continued:

El Project Information - Start Here

7. Scroll down. Complete thieroject Informatiory,
Start Heresection; minimal information is
completed at this point; fields marked with a red
asterisk* are required and must be completed to Project Contacts
proceed . Is Project a Praposal Completion Report or Scoping? *

Custom Project Proposal (CPP)

-

@ Highlighted fields marked with (@) are administrative and are not shown to all users.

Project Information - Start Here

8. Scroll down. If desired, cligk! R R

9 lj dzA LIV Maagres), and/or D Eaprmen
Wi LI 2 | HRtto@sAblitgod vl o
h ave th e O p DO rtu n itv to p rOVi d e th iS CATALOGID PRODUCT CATEGORY HAME REFID DATEENTER_ T - QUANTITY i3

information later in the process

| 2y iAydzSR 2y bSE#® + 1L 3aé&vm

B Files

1§ ALE. FILE NA... AILE ACCE.. FILE SECURI... ALETY.. FOLD... REF_.. T= Us.. L

»

43
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Manual ApplicationEntry viaWhb S ¢ | LILIX A OF G A2y Q . dzi (@BEIS ¢ |

Summary of Steps, continued:
9. Once all information is provided and all required fields

are complete, scroll to the bottom of the application. Cancl

10.ClickW/ NBI GS b SduttonLITI A OF G A 2 Y ©

11.1 V1 LYLIE A O G Ac@njirmdtioISdreanSal Q

appear:
A ClickorWh LISy ! IQLJGiROIOK BHYy v ELn
data. You will be taken to thépplication -
Application DEFF946BASBB409BADAEI3E 3A4FE63
Page,or @ succesfully created.

Would you like to open it or create another application?

A ClickorW/ NBIF 4GS ! y2 G KSthI b ¢
start a new application. (\))

gpc—n Application [ (¥) Create Another Mew Application

END

et to Tabjel © learn how to find your application at a later time, reference theplication Processingection of this guide.
44
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B O N N E V I L L E P O W E R A D M I N I S T R A T I O N

Application Processing

Finding, viewing, and processing applications




Application Processing Home Page @,BEETS

The Application Processing page provides access to features allowing you to view and process applications throughsBEfEDS. Thi
accessed by clicking on the Application Processing tab from the BEETS home page.

Application Processing Options:

A Click oriwork Centerto build and save AW/SIONDsM

personalized application filters w PUSPRPSSNRERNE () Ascign { Asplcations | [] Bookmarks | ) Recert Appications 5 New Applcaton
A Click orBookmarksto view applications ™~ T UES Tacoma
APPLICATIONS TASKS Select applications to update:
you have bookmarked for easy access
O 4y
A Click orRecent Applicationso view O Unassigned B eporcsy
applications you personally have recently o == PROJECT NAME PROJECT NUMBER PROGRAM 5 o3
opened O Sreas ] 2q

PROGRANM 3

O R TWUEPS] 548920483 VES Messure v, o
A Click orNew Applicationto start a new | oo o s

Tacoma Power

application. NOTE: This option should onl C — oo

be used for programs NOT requiring Bulk RISt ~c<ser. [

Upload Submittal. ‘ Y
u.,9OSNE GAYS @&2dz 2LISYy I ySg | LILI AC
'@5 created at bottom for easy access to multiple applications. Click

X Ignore; not on tab to open application oXto close.
Functional 46
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@.BEETS

BPA Energy Efficiency Tracking System

Work Center: Finding Applications via Work Center Filters

Work Center is a feature within BEETS that allows users to easily build and save filters to find and access subsatsné Zhpine
key features are listed below. Continue onto the next pages for more detailed instructions on how to use Work Center.

Further refine filter resultdy defining criteria in th
application fields headingge sure to use asterisk

before and after search terrGi.e. *Miller*)

Export search results

Center [A ‘a'l Assigned Applications [l Bockmarks ™ Relyt Applications Mew Application E3 Scan Queus

Createcustom filtersbased
on Utility, Program, and
Project Status

my shared fiters e-
shared fitars from othars e

UES Tacoma

Eelect applications to update:

Jg:3 Filter "UES Tacoma®

(2} Add New Fitter N =R -

& Export CSV

C1 Tacoma Liility
EPA-Tacoma Power PROJECT NUMEER STATUS Configure Columns = 4

© UES Tacoma )
Program *Smith* @) project name
UES Measures

APPLICATIONS  TASKS Project Statuses UES_PEK_033022 0600sm_Meha_  TWUEPS1548957710 Project Revisions | @D project number

Application Completad, Application

O Any Cancelled, Admin Hold, Application UFG_032222_AN_Missing Site ID_. TWUEPS1548020483 Complisnce Initial 0 sians
Denied, Ready to Inveice, Invoice o i

v varsinht rant . - utility

() Unassigned Received, Oversight, Carrection- UFG 032222 AM nvalid RefMo_C..  TWUEPS1548020428 Compliznce Initial i
Application in Progress, COTR

~, Assigned Correction Review, Correction-Return for 0D program

UFG_032222_AM_Future Completi. TWUEPS1 548920466 Project Revisions §

X Ignore; not O With Notes
FunCt|0n8.| () Ready for Status Change

Show Results

Return to Table
of Contents

= Modification, Project Submittal, Project
. '-;;-;® Upload Submittal, Compliance Initial
O g

Review, Application Approved, Pending UES_JM_ 032822 01 00pm_lnvald.
Modification, Invalid Data, Address Not
Validated, Non-Reportable Application
Completed, Project Revisions Required,
Document Upload Required, Data
Validation Check, Oversight Ukility
Retumn Review, Mizaing Required Fields,
QG Tech Review, Compliance Utility
Return Review, Compliance BPA Return

UES_PEK_033022_D600am_Pade.
JM - Test 031621
UES M 032922 (01 00pm._Imvalid.

Review, Oversight BRA Return Review, UFG_ 032222 AM_Invalid Reflo_B...

Oversight Document Upload, Return
Tech Review Oversioht Selected Field

JOOO0OO0OODOODODODOOOoOOD.

UFG 032222 AM Missing Site 1D

0D premize nams
Compliance Initial
00 assigned

TWUEPS1 348952734

TWUEPS1 548937714 Complince Initial reevrewr T TERCOTTH

Configure columnso
nwesiszsz cUStomize the fields you see

TWUEPS1 348902

TWUEPS135489204% TN CE Ml euTE Bre- T
TWUEPS1548920427 Comoliance Initial Review BPA-Tacom:

48



Work Center: Adding &New Work Centefilter (1 of 2) @.BEETS

Work Center allows users to create custom application filters based on Utility, Program, and Project Status. ThesdEbkdtsased
in your account for future use.

(=) Add Mew Filter

Summary of Steps: - O Type into form
“€" fields to filter for

more specificesults.

3 Work Center [2 i | BPA-Tacoma Power

1. From BEETS home page, clicliApplication
Processingab; you will automatically be 3 Filters e © | |
taken towork Ceﬂte.l’ ahared fiser fram cthers Q) Custom Projects Option 2 e

Program =

&) Add New Filer Project Statuses *

2. ClickAdd New Filtetext. COmpliznce ® Filter List
UES Tacoma B S=lect Al
3. Select the desiretltility, Program, and UES Tacoma & B Ackress Not Valideted
Project Statusrom the drop down menus -

B :pplication Cancelled
B :pplication Completed

4. If desired, cliclAdd Program to Filteiext to add an additiongbrogram
and/or Utility tothe same filter.
{=} Add Program to Filter

5. ClickCreate Filtebutton at bottom.

| 2yGAYydzSR 2y ySEG LI 3ISXdD —— -

Return to Table »)
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Work Center: Adding a NewVork Center Filter (2 of 2)

@.BEETS

BPA Energy Efficiency Tracking System

—

Summary of Steps, continued © Create Filter

6.

Blachlv-Lane UES C1 NRL

{O:—If you cannot see your filters her

Filter Name *

Enter theFilter Namewhen prompted, and clickhe Savebutton. o

I * Work Center [/ @ Assigned Applications D Bookmarks D Recent Applicat m |
Cancel

You will now see your filter

show up on the left under 4 Filters my sard rs @ o)

shared filters from others (@ Filter "Benton REA - UES"
the Work Center tab each ()06 \
(® Add New Filter

time you log in.

N sy -‘(')’-Click on the blue < icon to hide the
_ BRA-Benton REA =" filter detailsfrom viewand
ClickShow Resultsutton on e A Program expand the search results windo

UES Measures

bottom left to see results. Blachly-Lane UES

Project Statuses

Final Data Mismatch, Final Data

Validation, Application Completed,

e - Appl!cat@on Can;elled, Admin Holq,

I Application Denied, Ready to Invoice,
Invoice Received, Oversight,

© Any Application Form Correction

Processing, Correction Compliance

f c . O Unassig Review, Correction-Return for ‘
after creation, try Zooming out ® Modification, Project Submittal, Project
. . R Upload Submittal, Compliance Review,
USIng the Ctrl + MInUS)(keyboard Of; g App”ca{ign ;l‘»‘ppro\,u'ec]J Pending
; Modification, Invalid Data, Add Not
shortcuts for a better view. @) E;fate‘j Vaolicllaltc:d,lilnonr—]:{;;ort:bi‘e Apprltiecsastioﬁ

Completed, Revisions Required,
Technical Review Documentation

&) Ignore; not Functionzjl

Return to Table
of Contents

Upload, Data Validation Check,
‘m Oversight Revisions Required, Missing
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Work Center:Filter Options

BPA Energy Efficiency Tracking System

See below for options available to customize the Work Center filters you created.

Steps to access Work Center Filter Options.

1. From theWork Centepage, click on the filter you would like to edit or delete.

2. Click on the

3. You willnow havethe following options to adjust existing filtel

A Edit Filter:Edit existing filterssee next page for instructions)

symbol 8how Filter Details

Sha@ilterignore, not functional

A
A Delete Filter:Permanently remove filters.
A

Set as Starting Pagéilter will automatically show when

you access Work Center

END

Return to Table
of Contents

T ML 1WETTY

Functional

) Ignore; not J

APPLICATION

DASHEDARD
PROCESSING

~+r Work Center [ El Assigned Applications [] Boockmarks |

2 Fi“ers sharad ":I':'-';'_::_":: g
() Add New Filter
1 Tacoma )
@ LES Tacoma Show Filter Details
Set as Starting
o ) | , Page
EditFilter | Filver "UES Tacoma -

r::='®1:T+l.':i

Delete Filter |

51



Work Center:Editing Filters

BPA Energy Efficiency Tracking System

See below for how to edit Work Center Filters you created.

Steps forEditing Filters:

1. From theWork Centepage, click on the filter you would like to edit.
2. If filter details are not showing, click on tt iz symbol to expand deails:
3. Click on the&” symbol Ealit Filter
4. Make changes to filter as desiredick theSavebutton whencomplete
5. ASave Filteform will appear; adjust Filter Name (if desij¢
6. Selectt { S | & y S FAf Save Filter
LINB O A 2 dzaUpdate existhiNE 2 N
T A f to dvévdrite. 'I;“W
7. ClickSave your filter changes will O Sumsanewfher € Updem aviring

remain the next time you use i
m Cancel

Return to Table
of Contents

AWISIONDSM

v Work Center [7

2 Filters .- g
(X Add New Filter
C1 Tacoma 6]
@ UES Tacoma Show Filter Details
r
Filter "UES Tacoma® <]
& = T Q
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@.BEETS

BPA Energy Efficiency Tracking System

Work Center. Showing Filter Results

After adding creating a filter in Work Center, which is accessible from the Application Tab in BEETS, follow the stapsdbelavand

refine results to easily access applications.
Also Helpful:

A How to Refine Work Center Results
A How to Customize Work Center View

Summary of Steps:

1. From theWork Centescreen, click on the Filter you would like to r

Click theShow Resultsutton on the bottom left.

O Click on the blue < icon to hide
= thefilter detailsfrom view and

2
3. You will now see the filter results to the righ
4 expand the search results

_mya ws @

B — Filter "UES Tacoma”

Click orProject  ters

2 (T Select :

of Contents

Numbernrto ope n @ Add New Filter window.
. . Export C5V
application acoms Uiy A
BEPA-Tacoma Power PROJECT MAME PROJECT NUMBER PROGRAM STATUS TAGS =3
=\ND) APPLICATIONS  TASKS Program O Q
LUES Measures
0 Ay Project Statuses (0 ues_Pex_D33022_. EPS1548957710 UES W O Click here to EXpOft a CSj/
Application Completed, &pplication =
Unassigned Cancelled, Admin Hold, Application UFG_032227_AM_. TWUEPS 1548920483 UES Me= Ile Of the SearCh resu ItS
e
Denied, Ready to Invoice, Invaice
e Recsived, Oversight, Carrection- [0 ure_ozzzzz Al TWUEPS1548920428 UESMeasures  Complianc... Mar 22, 2022, 11 4
e Application in Progreas, COTR
Created Comection Review, Commection-Return for ~ Ame e T " - o
P . ) . UFG_03Z222_AM_F WUEPS1 348920466 UES Measures Froject Rev_. omplet_. Mar 22, 7022, 11-_.
o by Madification, Project Submittal, Project O N e FRsE ’ Sl . ]
Upload Submittal, Compliance Initial 7
(0 With Mates Review, Application Approved, Pend O uves_mo3zezzg UEPS1548952734 UES Measures Complianc... Mar 20, 2022, %5
Maodification, Invalid Data, Addresa Mot
() Ready for Status Change Validated, Mon-Reportable Application (O uesPex pza0ez_. UEPS 1548957714 UES Measures Complianc... Mar 30, 2022, 11—
Completed, Praject Revisions Required,
(O With Tags Document Upload Required, Data O M-Testozis2 UEPS1543902440 UES Measures  Application Measur. Mar 16, 2022, 11
Validaticn Check, Oversight Lkility
RE:J:.:?.EF‘:E;M S;:E ;E_I:'L_';'r:j IF elds, [0 ues.mo3za72.0_ UEPS1548957726 UES Measwres  ProjectRev_  Measwr.  Mar20 2072 55
I I L5 L
Return to Table " Retumn Review, ..,crrp iance BPA Returm
- - — - - M ez 027797 s FDC1SARONA [ FR— Preinrt Ba hila Aar 97 WP 11 53



Work Center: Refining Results @.BEETS

Learn how to refine your search results in Work Center, which is accessit@eé\pplication Processing tab in BEETS.

Summary of Steps:

1. Enterexactsearch terms in the header fields, A,

2. ' IMPORTANT Utilize asterisks before and after the search tetonbroaden search to include results that
contain (not just match) the search term. (i.e. *Miller* will expand search to include any results that contain
Miller in that field).

3. Pres<Enterkey on your keyboard to refine results. - IHEU e el sl [Prefees NUmlos [0 g g

A+ search result screen, gereto learn
4. Click orProject Numbeto go to theapplication pag( how to add columns to your view.
Optimize your view by doubtdicking between the
columns (three vertical blue dots) foxxpand .
Columnsopr click and drag té&Reduce Column Size. & exportcsv
PROJECT NAME : DATECREATED Tl : PROJECT NUMBER : STATUS : PREMISENAME : ASSIGNED : T# : @
O *Smith* double click to expand the column B Q
() Tacoma_wx_self_202 Click arrOWS_tO b AM TWUEPS1550000... Ready t.. BURRIDG... <
Sort Ascending or|
— Descending. :
Return to Table END 54
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Work Center: Customizing View (1 of 2)

@.BEETS

BPA Energy Efficiency Tracking System

Options to customize your view in W&knter, which is accessible in the Application Processing tab in BEETS.

@ () https://visiondsm programprocessing.com

(AL TN

& Optimize your view by doublgicking be
’ columns (three vertical blue dots) Expand

APPLICATION

UTILITY AND

tween the

Columnsgr click and drag t&keduce Column Size.

Se=rmers
shared filters from others @

(® Add New Filter

Click orthe blue arrow
to show or hide filter
details.

O Any
(O Unassigned

O Assigned
to:

Created
o by:

Return to Table
of Contents

O 00000 O0

IJ‘;“I LIV

A= ==

applications to update:

STATUS

Complianc...

Readytol..

Complianc...

Ready to I...

Complianc...

Oversight

PROJECT NAME

Click on the®»  symbol to th&®
right of the column names to

A B 3 = @

L
-

Toadd or remove columnfrom your view, click on 2

=11 the blue gear icon at the top @fonfigureColumn

window willappear. These settings will be saved

until you adjust.

Show or Hide Columflom | 2 staus

elc tacoma file RES_1226

reSUItS WindOW. @) project na

q

MJP_UIR 3 EVL2

MCP Qversight Flag test 2...

MJP_UIR 6 EFF

elc RES_123050

Mike P UIR 2 test 9_15_22_...

ATUEFSTIIUSTLSTO oep 1o, ZUZZ, 69.. i

C
@) datecreated

xterst Toreorder columnsmove cursor over
e, the = icon until a hand icon appea
then dragand dropcolumn name to
reflect desired order.

XTUEPS1550777849 Nov 4, 2022, 5:50 ...

XTUEPS1

i Configure Columns

) Reset Column Widths

project number

Export CSV

x

»
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Work Center: Customizing View (2 of 2) @,BEETS

See below for some recommended columns that contain helpful application identifiers.

Scroll down tariew Some Key Recommended Columns:

more column options o _ S
A status: application Workflow status (i.e. where the application is in the

Export CSV process)
TE Configure Columns e A project name:user created identifier provided at application entry
O Reset Column Widths A project number: systemgenerated unique identifier (aka application number)
o4 @ project name = A datecreated:date and time application was entered into BEETS
@) project number = A import date: for bulk upload programs, contains date and time the import

2.9 was picked up by the system

®) datecreated

493 o imoort dat _ A tags:for bulk upload programs (i.e. UES), contains information around
Import date = . .
B ’ revision needed
| @) tags = . . . . ..
’ A refid: for UES applications, unique system generated ID containing the
91 @) refid = following information:
. - B Template  \jeasure  Completion  Upload Date &
5 O utility = line item#  RefNo Date Time (EST) END
{_A_\ [ . 1 . 1T . !

003_RHVHS1 299 _2M 7720022 032230221150

Return to Table
of Contents
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@.BEETS

BPA Energy Efficiency Tracking System

Application Page Navigation

When you open an application, you will be taken to a landing page specific to that particular application. This is wtar@goigate
around application data, check status, and complete tasks required to move the application forward. The page is sedmented in

multiple sections. The next few pages dive deeper into how to customize your views and work with applications in BEETS.

Application Information
Section:Displays systen
and usemgenerated data

unique to application

~—

Workflow & Tasks
Section:Allows users tc
view status and perform
tasks needed to move
application forward.

=4

Return to Table
of Contents

Key Sections of Application Page

apeuicaTion #TWUEPS1548952727 | Sistus Project Revisions Rered —ee——al) X|

Mar 29, 2072, 736 P Mdar 29, 202, 7:36 PM Mlarl > $ [,-J E.:;' :?h @ 9
UES_JM_022922_0100pm_FutweCompletionDatel ¢ | 14CE1BD22FD7454EB6711FSBESEC2ABE | Tacoma > 0 Flags 1 Tags @
Tags o1y = Completion_Date_is_fitwre_date (<)} ((2)

Workflow # Forms MHotes L Equipment 4 Documernts Payments Contacts
Sheow Sidebar ()
Workflow
T N Currelr't status o )
History 0: Project Revisions Required
Standard
To Do tasks
E _&E-'_ 3|:. TASS TO DO TASS COMFLETED:
0 TASH @ AUTDRAATED () DEPEMDENT 8 ALTOMATED
O Dependent
P : Created T Due Dirte O
O Automated ) Application Form Field Entry Task ar 9. 2077 | ;Hs =
g @ A6 PM - appiicakle
Completed tasks nstructions for Resalving Found |ssues s e Tor UTILITY GROUF
O Automated o
Application Form Field Emtry Task - .. -
o Mar 29, 2072 - = ot
= # S bd
L} Skipped £ Do youwant to start oves? If so, indicate -6 i e 2pp o2kl

cancellation reason to move to Application
Cancellad status

Ss=igned Too UTILITY GROUP;

Application Page
Options:Lets users
customize page
and bookmark,
print, share, or
copy application.

Application Data Tabs:
Help you navigate to
application data
including FormsNotes,
Equipment, and
Documents
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Customizing Your Application Page (1 of 2)

BPA Energy Efficiency Tracking System

As with many screens in BEETS, the Application Page is highly customizable. See below how to optimize your view.

Tocustomize which tabs (or Widgets) appear in your view
click on the blue gear icon in the upper right hand corner of|the
application page and &onfigure Widgetscreen will appear.

Thetabs above the workflow give you quick
access to various data within the applicatiof

| Status: Revisions Required (@ 13 Similar Premises

. 11, 2022, 12:02 PM eceived: Aug 11, 2022, 11:50 AM Entry Point >

as categorized by the header. . @ 02 & 0 ¢

rwenr e o Configure Widgets ) %X : \ m . -

UES Measure Testihg _081122_2 & 9B6F14A947404DEABTD20E841C66AERBE ( CI|CkLIJ C 2 NJ I f f to Sa\MB 3 NJ \

FOR ALL FOR CURRENT . '
Tagsrﬂ Completion Datee®fora effactive data I?] f;'] PROGRAMS PROGRAM . these Settlngs aC,rOSS a”
I LIJLI A O Fbr)CQn;éra“x 2N WY
Workflow Forms % Equipment  # Documents |\ »vout ToF LesT t NP2 3 tolsavelsettings for
! Pin to the Sidehar | this application Only.
Workflow = @) Forms
Current status “Sment
h L
ﬁisc:gry e:) Revisions Required = @) Notes »

2. Standard
To Do tasks

-, . TASKSTO DO

Toreorder columns move cursor over tt= icon
until a hand icon appearfhen dragand dropcolumn |
name to reflect desired order.

TASKS CHRAPLE]

B LUTOMATEI

Return to Table
of Contents

Ogquipment

X

® | Show widget

®) Payments

r Click on th ®*  symbol to the

» o |left of the column names to
Show or HidéVidget (or tab)
from application page.

»
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Customizing Your Application Page (2 of 2)

BPA Energy Efficiency Tracking System

Click pushpin icon téin (or Unpin) to Sidebao
have tab information show up in the sidebar tc

the right. Pinning the Forms tab is particularly S S

helpful for easy access to application data.

Received: Aug 11,2022, 11:50 AM  Entry Point: In > 2 wily Sy s s &
Project Name AppID Customer Utility Program F
UES Measure Testing_081122.2 £ 9B6F14A947404DEAS7D20ES41 C66AERR BPA-Expedition UES Measures 00 > 0 Flags 1 Tags @
Tags (1) = Completion_Date_before_effective_date (=IN(3
Workflow Forms s Equipment Documents # Payments Contacts Notes » Location >
Pin to the Sidebar Hide Sidebar (3)
Workflow
Show Curretlt ?tatus - Equipment
History Revisions Required
Proce node: Standard
To Do tasks
. 33| Mo P Pl ClickHide Sidebato collapse sidebar and increase the size
O Task @ AUTOMATED O DEPEMDENT @ AUTOMATED

of the Workflow screen. Click againdoow Sidebar.

Return to Table
of Contents



Application Page: Application Information Section @.BEETS

The Application Inform section is at the top of every application page and contains unique application ider /-~~~ -

kakakaka

data. about the application. —
Snapshot to show| = -7
where on the page the| :— r—===- 5o =
guide is referencing °

Application Numberiis the unique identifier

assigned by the system to this application ofliis

field is the best way teearch for vour application -:O:-Click> 5 seE
= more data.

Time stampsshow
date and time of key

application actions*
arrucaTioN FTWUEPS1548920424 || St=tus: Project Revisions Required @ 19 Similar Premises
| eyl L% Entry Po Enfen=d By SYSTEM T D

aimd: Mar 32, 3072 12:41 Pl dised: har 22 2027, 12-41 P Recemvedt Mar 22, 3022 11:50 AW it bmporied

Ignore this application

UFG_032222_AM_invalid Refo_MANCKE & 35&54#@-&1:34&44%4% number, less helpful. - comaPower | BPA-TacomaPower | UES Measures
than the one above.

003_RHVHS1299_2/17/2

Tags 11} _Bdeazsure RefMo_invalid (5} (2
[ Forms —— — ‘@‘ForUES applicationshe unique system generatéeef ID
has some useful information to help relate the application
back to the upload:

Project Namds the
customizable name

assigned by the :
: Tagswill note any _
gser_durlng revisions required Template Measure ~ Completion  Upload Date &
pplication entry. line item #  RefNo Date Time (EST)
[ | ¥ 1

DO3_RHWHS1299_21 7 2022 _ 0322202211 '=|:] |/

*Time will automaticallype ESTunlessyou haveconfigured BEE®®urlocal timezone (se@EETS Profile Customiza)ion 61
of Contents



Application Processing:
Completing Tasks and Workflow Steps



@.BEETS

BPA Energy Efficiency Tracking System

ApplicationPage Workflow Overview

st FTWUEPS1548052727 | e et o gt

The Workflow and Tasks section allows users to check the status of their application and to perform all ess ~——— ~—— >~
tasks required to move the application forward. Key elements are noted below. e

- SeeWorkflow Status Reference Guidm theBEETS TrainingJ
S

< Project Revsicos Requred

Snapshot to show
where on the page the
guide is referencing

Materials pagefor more guidance on Workflow status and owne

Click on theNorkflow Tabto

Workflow rome naVlgate baCk tO the WorkﬂOW EITtS Payrments Contacts Location Hisstory -+ Evenis >
o screen. Tasksare actionsthat are taken to
orkflow oy e
i r—— Workflow Statustellsyou move application within the
B —— Project Hevif_io:lﬁ_ Required where the application is in th Workflo_vv. Click on task to view
o - — process. instructionsand/or complete (See
ask 7 I‘j‘*‘_@yﬁ_z oooeon | 8 ;®:E Workflow Taskfor more detail.)
[ Dependent
| ;,@e ; Application Form Field Entry Task h1;r=2‘2:.:|._:. ]_,_ - “
2 o 12:42 P == zpplicable
Colpleted tasks Instructions fior Resolving Found |ssues IR p————
O \Veutomated Creabad _ Duue Dase =
i Application Form Entry Task Mar 22 2022 , --;*s- -
A, ) 12:42 P o applicable
'Q'-raSk bOX mus Updzte Required Fields ssipred To: UTILITY GROUR:
be checked for _ ;
tas kS to be Application Form Field Entry Task h1a‘r='2;:..:l.._'l _.._ o
) g o 12:47 P ficker= appizanls
Vlewable Dho you want to start over? If so, ndicate cancellation reason to move to Application Cancelled status ssicned Ta: LTILITY GROUE:
Return to Table Ignore, not hel fuu
of Contents ® g P 63



https://www.bpa.gov/energy-and-services/efficiency/bpa-energy-efficiency-tracking-system/beets-training-materials-and-support-resources

Application Page Workflow: Task Navigation @.BEETS

Tasks are assigned to users or user groups when actions are needed to move the application forward. Se} - > -
for details on what information is included in the Task. ——
Task TypeDetail what type of action
. inti Snapshot to show
can be performed within the task. Task _Descnptlo_nSu_mmary of where on the page the-§s
what info or action is needed guide is referencing
TESES T T=5% COMFLETTD . .
R | 4 Sop—— 2 5= Asglgned TobDetails
whichgroup(s) can
Perform Task Ju‘;-m o T 1; Complete atask.
80 8:40 AM f day= appicabls
Fdd or Update Measures on Project fssigned oo BPA CE EWGIMNEERS; ESICS

EWGIMEERS; UMLITY EROLU=;

This ta=k is a remindsr o review all of your mformation befors you submit.

legse add the measures and eguipment to the project i you have not already done so. For this Project Proposal you only ne:
ESTIMATED valuss on 2ll measures before con@nuing to the Proposal. Click on the eguipment takb and then click the add Equil

gdd Eguipment to the Proposal. Or click the pencil icon next o existing eguipment on the pr
-* Click on task compliance
for guidance on NO;_EIT yr?u SEe hscreen i
how to complete. to the rignt, you have no e e
open tasks to complete Bl g ons e
L) | certify that this task is completed and your application has
moved forward to the
C I
— ®Ign0re' not h€|prﬂ next step in the Workflow. Switch ON tasks to see the list
Return to Table

(o))
IS

of Contents



Application Page Workflow: Task Types @.BEETS

wmcann STWUEPS1548952727 | e Pofut i St

Tasks types indicate what type of action can be performed within the task. Knowing these is helpful in deté
if actions can be performed in the Workflow screen, or if user needs to go to another part of the applicatio
complete.

Task TypebDetail what type

Common Task TypeS (FOR REFERENCE ON LY) of action can be performed
. ) . . ithin th k. Snapshot to show

1. Application Form Field Entry TaskEasks provide within the tas where on the page the
guidance on what action needs to be taken, but users ~____ < gue s refereneng
will need to leave the Workflow screen to complete. =~ v samum ommn 2 guus

2. Application Form Entry Task¥asks with pojup forms | Lesfm wman o
that allow you to perform actions in Workflow " Add or Update Measures on Project Losznes T BPACS NGNS 25106
window.

This task i= a reminder to review all of your information before you submit.
3. PerformTasksTasks in which you confirm that all E'f—j‘iﬁ{é‘?: leion L‘T‘f’-i;éflu'?EL”J‘;%EJEJJ%‘L}?;?JI&E eroposal Gick o the 2auipmant ts5 L?.?E@E?E.?fﬂﬁi 13.;5.;5-‘
. . B B B B Equipment 1o the Proposal. Or cick the pencl icon next to exsting equipment on the project to edit equipment attnbute)
required information has been provided. Click on task
to certify, submit, and move forward to the nestiep.

4. Document Upload TaslAssigned when documents ) 1 certity that this task s completed
are needed. Click on taskd an document upload
screen will appear.

Cancel

Return to Table 65
of Contents



Application Page Workflow: Completing Tasks @.BEETS

Snapshot to Show gy ———

Users must complete assigned tasks to move the application forward in the Workflow. vvher_edon_ thefpage the
guide is referencing

Summary of Steps to Complete Tasks: “2° If you have multiple tasks in
_ _ _ your Workflow, work through them
1. Click on first task in Workflox ... from top to bottom as some are
- - - : - dependent tasks and may not be |...
2. Ifinstructionsappear, review and complete action(s) negded y a
as requested  sovtcatonn , I
3. If aform appears, complete inputs as requested | B —
from the Workflow screen. e he 3K SYGes. COTPEE 1S Ak 1 MOve o 10 e confmaton o st Gncees

4. Once complete, from th&orkflowscreen, click on  |uiility Review
the task again, and clikaveto close task

System |dentified Issues

5. The Workflow engine will run and a green
Conflrmatlon n0t|Ce WI” appear at the bottom Of the I(:';e;hi:;::upr:;omplehon Date - To correct, find the task following this instruction to edit and populate the Completion Date to a
screen; the task will disappear if complete. NOTEIf you see screer i,

Initial Review

s ... [0 the right, you have no

. . -~ - - and your application ha:
6. Complete any remaining tasks in the Workflow progressed to the nex
screen until you have no tasks leL step in the Workflow.

END

Return to Table
of Contents
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Application Processing:
Viewing & Editing Application Data
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ApplicationPage: Accessing Application Data via the Forms Tab @.BEETS

| LLX AOFGA2Y RIGE A& ad2NBR Ay WC2NXVaQ Ay .99¢{of ¢KSasS F2N.
group that is assigned to that specific Form (i.e. Utility, COTR, QC Engineer, efmnSee Form Typen next .. .
page for more information on owner and purpose of common Forms.

Status: Revisions Required (@ 5 Similar Premises Q ED X

lick on thé-orms Talio

APPLICATION 3

Status Update ed: Oct 17, 2022, 2:50 PM Entry Point: Imported Entered By: SYSTEM 5@ AFET=TK .0 @ @
coeeeme VIEW lication ta. Y- _ Snapshot to show where onthe
Vinicbos EN e_ ppC b 7BF 306 Q Hover over Forms tab and click,.. > ) Rags @ Tos © page the guide is referencing
on A to pin Forms tab to Sideb
T: 2 odel_Missin _Cost_Missin — . . .
et O G y for an easier viewing and access
Workflow Forms * Notes »* Equipmen.
Hide Sidebar (3)
Forms
Forms
UES IMPORT FIELDS y UTILITY REVIEW @ FUNDING DETERMINATION y BPA COMPLIANCE REVIEW ) BPA OVERSIGH >
UESWgport Fields >
o Highlighted fields marked with @ €re administrativand are not shown to all users.
-7 - - ~ . . Utility Review >
UES Imboside ?-fThe %, 'SymbC|)| md:jcates thaé ko= 6 view
Click oreachFormto view t de_ carm 'ShV'eW only and cannot e Forms
different data inputs entered | ~ €dited at that point. ' ’
at different points in the BPA Oversight Review >
application process. QC Tech Review >
At different points in the process, form
Form: UES Import Feld owners will be aI.Iowed to edit data by
clicking on the=dit Formbutton.
Return to Table 68
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Application PageCommon Form Types (1 of 2) @.BEETS

Tags () Model_Missing (x)  Installed_Cost_Missing & (&

Workflow Forms »* Notes * Equipment Documen ts Payments Contacts

Snapshot to
show where on
Forms the page thé
guide is
UES IMPORT FIELDS UTILITY REVIEW < FUNDING DETERMINATION BPA COMPLIANCE REVIEW BPA OVERSIGHT REVIEW QC TECH REVIEW >

4 4 4 4 4 referencing

Some common¥ C 2 ¢ deQcribed below. Theorm names varglightly by program but generally follow a
common naming convention;

A Import Fields Forms (i.e. UES, LCdntains a majority of thdescriptive application datsubmitted by utility via
bulk uploadincluding project name, completion date, address, €&

A WGl NI | SNBEQ C2 NI & c Siakt BeehContaiiPa@najaity of thelescriptivé application data
submitted by utility viamanual entryincluding project name, completion date, company and facility address, etc.

A Utility Review FormsAuto-populated reference form that displays variosystem identified issuesgithin
application (i.e. revisions required, duplicates, address validation, etc.)

A Funding Forms (l.e. Funding Determination, Completion Funding, edujo-populatedforms containingestimated
savings and payment informatidsased on EEI% provided by utility.

2y GAydSR 2y ySEG LI ISX0 »

Return to Table 69
of Contents




Application PageCommon Form Types (2 of 2) @.BEETS

s STWUEPSISABIS2TZT | oo o et

Tags () Model_Missing (x)  Installed_Cost_Missing & (&

Workflow Forms »* Notes * Equipment Documents Payments Contacts

Snapshot to

show where on

Forms the page thé
guide is

UES IMPORT FIELDS UTILITY REVIEW < FUNDING DETERMINATION BPA COMPLIANCE REVIEW BPA OVERSIGHT REVIEW QC TECH REVIEW > referencing

4 A 4 4 4

Continued from previous page:
A BPA Compliance & Oversight Review Forferms completed by COTR that contain compliance and oversight
approval comments and information.

A QC Reviewworms:Forms completedy the BPA QC Engineer that contain techniesiew approvatomments and
information.

A Technical Review Form€ompleted byESI CSE (ESIP) or BPA CSeéottitain technical review approval comments
and information.

Return to Table 70
of Contents



ApplicationPage: Adding Notes

@.BEETS

BPA Energy Efficiency Tracking System

Notes allow users tadd additional commentary tthe application. NOTE: These no&e notpersonal and will

be viewable by all individuailsvolved in the application processing.

@ ADDNOTE

Maote *

#TWUEPS1548957710 Click on theNotestabto B us =
V|ew or add notes

(& 17 Similar Premises Status: Project Rew e s et 30, 2022, 10010 A ClickAdd Noteto

_ ' add new note.
Show detail

Snapshot to show
where on the page the
guide is referencing

HIMPORTANT!AII notes can
be viewed and/or edited by

any user that has access to

application, reqardless of if it

is marked public or private )

Workflow Forms = Motes o+ Equipment Docu

ND‘L’ES (¥) Add Mote @ Export CSV | by

DATE T : USER NOTE REFTYPE > @ —

0 ote Type *
ClickExport CSYo O e © e
export note details. | c

Apr14, 2022, 3:56 _ Meed to add o 7

e jmancke essures Application

Apr14,2022,9:47 _— i Click toedit (Orl ~ et 2

AM manckeutiny View) Note.[" " CI|ck orﬂ to hide, unhide or reordelr

columns from Notes window.

Return to Table H
of Contents
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Application Page: Equipment (i.e. Measures) Tab Navigation @.BEETS

The Equipment (i.e. Measure) tab is where application Measure information is stored and can be viewed o e

~ A . " =t - — N AT Ty . J-ﬂj
- For more guidance on how G (3 hitps://vi-

L
Click on theEqument Talo il
to add or edit equipment, sekdd VUEPS1549211631 view or add measures.
Equipment or Edit Equipment. : . . — Snapshot to show
Status: Project Revisions Required Status Lpdat=d: Apr 15, 3402 P L2zt Edfted: Apr 15, 2022, 3:02 PM > where on the page the
S s « ‘ ClickExport CS¥o guide is referencing
TheREFIOisted here is a unique

export measure details

A . - . E u i i} D
system assigned identifier and is only ————— .

relevant for UES applications (where it -
ClickCompare includes the Measure RefNo). _ _ & EportCsy
Equipmentto T ClickAdd Equipmento ClickonzZ:  to
: selected add new measures. : .
wew measure hide, unhide or
details. NOTE: : : reorder columns.
check box must UposfQpment 1 BaiEaipment ©
be checked _
CATAL . PRODUCT CATEGORY MAME REFID DATE ENTERED T 1 > 1:@1
Q Click toDelete
_ Equipment
67690 UES UES - A RHVHS13664_1 Sl 2@ ITT ’;'1
Click toEdit Equipmen{or |

View Equipmentetails) | Click toCIgS;iE;qttél)pmen(u.e.

Return to Tab,e® Not applicable to BEETS end users.
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ApplicationPage: Adding New Equipmefite. Measure$ (1 of 3) @.BEETS

From the Application Page, follalve steps below to add new equipment (i.e. measures) to gpplication. This part of the system is
particularly constrained by the -tfie-shelf dependency, so please follow the instructions carefully.

S umm aI’yOf Ste pS appucaTion #YAUEPS1550350641 | status: Revisions Required

Sep 28,2022, 9:39 AM Sep 28, 2022, 9:39 AM Sep 28, 2022, 8:50 AM Imported >

PREP: Have the Measure RefNo from the approved
measure list ready.

sdfsdf & B13BBFDA9BFB4A1188863C10D104E99D BPA-Snohomish UES Measures 001_AIRHA4(

l
v

Tags (2) Missing_or_Invalid_Premise_Address () Measure_RefNo_invalid (S

1. From theWorkﬂowscreen’ CIiCk)n the Workflow Forms .4 Notes Equipment Documents Payments
EqUIpmentab- EqUipment @ Export CSV
. : _ Select ... e
2. Clickon the Add Equipmentext. NOTE: Some Equipment O et ©

t NEINIF Ya KIF@S |y W AR, I LIEINPOFS RO dzA LIV S/ i1 OQrror

option. Donotdza S G KA & 2 LJIA 2 y| @ conswmasn -
. . ALL RECENTLY USED MOST COMBAON &" o]
3. Selectthe appropriate equipmentype from the e S & Do not use
drop down selection(s) ot > UES- Agriculure " functionaIJ
4. Click on theApply Approved Equipmehtitton 2| v
G GKS ORRBR BF dackdSi s (i Q B
LES - Industrial Add Eguipmen
appears.
fayinyasR 2 D O i »)
Return to Table S ' 73
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ApplicationPage: Adding New Equipmefite. Measure} (2 of 3) @.BEETS

Summaryof Steps, continued:

5. Select theMeasure Typé&om the drop @ Ref D e

guipment SFA_UES -] AMDMO40060 ® ®

down (frequently only one option) aPA_UES .

6. Paste the validMeasure RefNdrom the . () Do not use
approved UES measure list in tRef ID not functional.
field. NOTE: The measure search

functionality within BEETS is not robust
S0 wedo notrecommend searching
using BEETS to find a RefN\

7. Click the blu&earchutton to view selection

8. The measure you inputted will appear; hover to the right and ¢HtkLILIE & ! LILINE t@<eIRct thidj ndeAsudy S

(or clickView Equipmento view measure details]
|

="l

| 2y GAYydzSR 2 =¥ SEG LI ISX
[] ~

0

ROWID REFID MANF MODELMUM

Apply Approved Equipment

64 :  ANDMOA0060 :  Motor Rewind :  Motor Rewind ;))
Apply Approved Equipment

74
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ApplicationPage: Adding New Equipmefite. Measure} (3 of 3) @.BEETS

Summaryof Steps, continued: | : ® rooly Approved Equipment
9. AnewW! RR 2 NJ 9 Rdcriden vithdzdé mdasng &
information will appear. UES R
10. Scroll down to view measure details, and click the #dd | = o
Equipmenbutton to add the measure to the applical | n. .
11. TheEquipmentcreen will appear with the new measure i
listed, indicating that the measure has been added to th ’
application: .
12. Return to theWorkflowscreen to complete any remaining e
tasks (as applicable).
END E S/PAYME
Equipment B Ecort sy
E;T;:tmeni Upload Equipment T Add Equipment (2) COMELETION DATE
:@ID PRODUCT CATEGORY NAME REFID DATE ENTERED 1 - QUAMNTITY } =l
O |
® Add Equipment Cancel
O w90 UES UES - A #95DSEGC-274..  Jun 20, 2022, 6:45 AM | T 1

Return to Table 75
of Contents



ApplicationPage: Editing Equipment (L.&easures

@.BEETS

BPA Energy Efficiency Tracking System

NOTEIf you are editing equipment as a

result of an invalid refno, visitrefor more Tags (1) | Messure Reflo_inveiid @ (@ 4
detalled InStrUCtlonS- Worlkdlow Forms E Notes Equipment Documents
ToEdit Equipment Equipment
Select
. . Equipment
1. Click on theEquipmentab. o _
CATALOGID PRODUCT CATEGORY HAME REAID DATEENTERED T =
2. Hover to the right of the measure inthe U
Equipment screersome icons will appear. O s . UEs . UES-Al . BATMDZIC. ¢ Jun20,202
X
3. ClickEditicon (i.e. pencily. | @ ry fpprorsd aspment
Edit Equipment ROW NUMBER
4. TheW9RA G 9 ﬁcr.%nw&)pfeéri | coteson ’
5./ f AO0J &! ! LILINE gt Rputalj dzA L =
neW measure. RHVHS12992_002 ;AZ;;;;;:A;E‘&HCG easure List above to select a reference number.
. 1 : uctless Heat Pumps Manufactured Home - New or Existing
6. Proceed withStep 5 of the Add New S mm————
Equipment Instructions R

Return to Table
of Contents

Aug 20,2022, 9:03 AM

HEATING ZONE

Heating Zone 1

Payments Contacts
Upkoad B Add Equipment ()
QUANTITY o3
= o]
4 : &3 @ T ST
Edit
76



ApplicationPage: Deleting Equipmelft.e. Measure$

@.BEETS

BPA Energy Efficiency Tracking System

To Delete Equipment:

1. From theApplication Paggeclick
on the Equipmentab.

2. Hover to the right of the measure
in the Equipment screersome
icons will appeal

3. ClickDeleteicon (i.e. garbage cal

4. ClickYesto confirm you want to
delete equipment

Return to Table
of Contents

|

Tags [ Measure_RefMo_invelid () (=) /

Workflow Forms » Notes Equipment Documents Payments Contacts
Equipment B Eort sy
Select
Equipment Uipload Equipment T Add Equipment (2)

CATALOGID PRODUCT CATEGORY HAME REAID DATE ENTERED 1 E QUANTITY o3
0O = Q
O &m0 : UES : UES-Al : BATNDZTC. : Jn2zeRa S (2@ T =1
Edit
0 Delete Equipment
= Q
. Do you want to delete equipment UES - All?
6:59 AM @ F & T : Tl ’ o
=n -
Delete

& Do not use, not functionaﬂ
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ApplicationPage: Viewing Equipment Informatiofi.e. Measure$

@.BEETS

BPA Energy Efficiency Tracking System

From the Application Page, folldive steps below teiew, edit or delete equipment that has been added to an application. This part of
the system is particularly constrained by thetb#-shelf dependency, so please follow the instructions carefully.

Summary of Steps:

1. Click on theequipmentab.

2. Check the box to the left of the measu.y.

3. ClickCompare Equipmermutton.

4. The measure details will appear in a new scr

5. ClickClosebutton to return to the equipment
screen.

=\ID)

Return to Table
of Contents

n.

Tags (1) Measure RefMo_imalid &) (2 |
v
WarkcFlos Forms E 4 MNotes Equipment Documents
Equipment
s 0 e
CATALOGID PRODUCT CATEGORY HAME READ DATE ENTERE
‘ 2% COMPARE EQUIPMENT |
ms to compare
57600 UES == 20z
5. UEs_-All
] 21.39
- - - 20
£* Check or :
. B o BP* REFERENCE NUMBER AIRHA40002
Uncheck toview or @ — |
i B M COMPLETION DATE 10/08/201
hlde data ; N COOLING ZONE All Cooling Zones
0 HEATING ZONE Al Heating Zanes
-
& TOTAL SECTOR Agricuttural
B ToTAL
O TOTAL POWER SYSTEM TOTAL INCENTIVE
COINCIDENT PEAK
REDUCTION (K\W) .
— TOTAL KWH 21.39
O Uir
Cloze
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Application Pagetploading or Viewing Documents (1 of 2)

@.BEETS

BPA Energy Efficiency Tracking System

The Documents Tab is where customers can load supporting documentation for the application; these doc
are viewable by all users who have access to the application (unless Restricted Access is defined, see ne
Customers can load documentation at any time during the application process. NOTE: This is the method

uploadoversightdocumentation.

Return to Table
of Contents

n

dated: Apr 15, 2022, 302 PM Last Edited: Apr 15, 20F2, 302 P

UES_PEK_(40522_1100am_Mancke_3_DUPE_041522 9am < DSADDDICOEIASE

Click on thedocuments
Tabto view or add
documents related to ap

-9~ o~

Snapshot to show
where on the page the
guide is referencing

0 Flags 1 Tags @

Tags (1) = Unigue_Site_ID_Missing (=) (2 /
Workflow Form . et Documents
Click onCorrespondence
to view app notifications

Documents e sent via email
TYPE CONTENT TEM RECIPIENT
FILES CORFESPONDE Apr-13 2022«br /= <br /= Pr... Notification to Lility . UTILITY GROUP; phies T
DATE 1 J FILEID FILE HANE FILE ACCESS FILE SECURITY
FILES
Apr 197G . Q3GOFCS0HFRE. § lighting_immice_temp All Access

Q If documents have been loaded, thi -
FILE$conwill appear. Click on this to
expand and view documents.

Payments Click toUpload Filesthe
filed upload form will

appear (see next page)

Download All & | Export CSV
FILE TRRE > &

.

=

Click toDownload Al
Documentsnto a zip file.

| 2y GAYydSR 2 )Y Si
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| 2y GAYydzSR FTNBY LINB Q’i)\Tz dza LI ISXQP NOTE: File Upload
o neie Options may vary

slightly depending
on the program.

Drag and Drofiles or
¢ Browse to uploachere.

__________________________________

r B 08 & O S e !
Folder * Folderdefaulted toFiles no ‘

9ABDDFO7EBI9B0 > 0 Flags 1 Tags @ FILES y other option.

| File Type * .
4 ; Select-ile Typdor your reference.
Documents Payments Cont=g: >
. ) . Tags
CIICk tOLJpload FIIeSthe flle ADD NEW SELECT FROM EXISTING Add personallzed-agSto help Identlfy Or
upload form will appea categorize documents.
Uplosd Files B  Downdoad A1 4 Export C5l I File Access * ) .
8 Eporcy B & File Access Not Functional:
bli v .
FILE SECURITY FILE TYPE S @ | (e select any option.
. File Security *
- - All Access ] - . : i
y ) ) File Securitydetermines who can view
Al Access Supporting Do All A . ..
’ e ‘ document; seledRestricted Acced® limit
Restricted Access - | access to those with sensitive document
ClickUploadto Upload Docs; | .| privileges for a specific utility.

will then appear irFILE$ist | Cancel =\
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